A1 Module 4
Teacher Notes
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www. TheTEFLLab.com

Dearall-starteacher, 

WelcometoTheTEFLLab! 


Weunderstandthattheworkofteachersdoesn’tjusthappenintheclassroom.It’saconstant
processofplanning,teaching,andreflectingoneachofyourlessons.Ourgoalistomakeyourjoba
littleeasierbycreatinglessonsforyou;allyouneedtodoisreviewthelessonaheadoftime,show
up,andworkyourmagic!We’rehappyyou’vechosentouseTheTEFLLabcontentforyourlessons
andhopethatitmakesyourjobalittleeasier,allowingyoutofocusonwhatyoulove- teaching!
Theseready-to-use-onlinelessonsaredesignedtohelpyouteachgreatlessonstoEnglishlearners
allovertheworldwithoutneedingtoreinventthewheelforeachclass! 

Yourstudents 


Thelessonswe’vepreparedforyouhereforA1Module4areintendedtobeusedwithbeginner
level(A1CEFRlevel)businessprofessionals.Pleaserefertoourcourseplantoreviewthetarget
languageandthemesyou’llteachthroughouttheA1level. 

HowtouseTheTEFLLablessons 


TheTEFLLablessonsaredesignedforvirtualEnglishlessonsbutcanbeusedinfacetofaceclasses
aswell.Forvirtualclasses,openyourlessonandhaveitreadybeforestartingyourclass.Once
you’reready,activatethesharescreenfunctionallowingyourstudentstoseethelesson.Besureto
openthepresentationinfullscreenmodetohavethefullexperience.Youcanadvancetheslides
(orreturntoapreviousone)byusingyourkeyboardarrows←
 →orclickingthearrowsontheright
orleftsidesofeachslide.It’simportantthatyoufamiliarizeyourselfwithalessonbeforeusingitin
class.Foreachlessonthereareafewrecurringfeaturesandtoolsavailabletoyou.Theseinclude: 

Fullscreenandviewallpagesfeature-Locatedinthebottomrightcornerofeveryslide
foreverylesson.Usefulforopeningthefullscreenviewofthepresentationaswellas
quicklynavigatingtoanotherslide.Don’tforgettousethistoolatthebeginningofeach
lessontoopenthepresentationtofullscreenviewforyourstudents. 

Thepainttool-Locatedinthetoprightcornerofeachslideforeverylesson.Usefulfor 
drawingvisualconcepts,underliningwords,circlingtargetlanguage,drawingattentionto
areasoftheslide,younameit!Simplyclicktheicon,openingupaseriesofcoloroptions
andpaintbrushsizes.Todeleteyourdrawings,clickthetrashcan.Clickthepainticontoclosethe
tool,doingthiswillallowyoutoaccessotherfeaturesandtoolsontheslidebutwillalso
temporarilysaveanydrawingsyoudidnotdelete.Whenyouclickthepainttoolagain,you’llsee
thatyourdrawingswillreappear. 


Theclickanddragtool-Locatedinthetoprightcornerofeveryslideforselectedlessons. 
Usefulformanipulatingimagesandtextontheslidetoisolateideas,sorttargetlanguage,
putconceptsinorder,createsentenceswithmovablewords,matchwordsorpartsof
sentences,andloadsofotheroptions!Simplyclickanddragtheelementsontheslideyouwishto
move.Youcanreturnelementsbacktotheiroriginalpositionbyusingtheclickanddragtooloryou
caneitheradvancetheslideandgobacktofindthateverythingappearsinitsoriginalplace.Please
notethatsomeelementscannotbemoved.A4-wayarrowcursorwillappearoveranyelements
thatarenotlockedintoplaceandcanbemoved. 

Interactiveelementstool-Locatedinthetoprightcornerofeveryslideforeverylesson. 
Usefulforlocatingclickable,multifunctionelementsoneachslide.Simplyclicktheiconto
revealwhichelementsontheslidehaveclickablefeatures. 

Imbeddedteachernotestool-Locatedatthebottomofeveryslide(exceptforthe 
introductionandobjectivesslidesatthebeginningofeachlesson).Usefulforreviewing
thelesson’steachernotesbeforeclass.Simplyclicktheicontoopenawindowwithcomplete
teachernotesfortheslide. 

Invisiblefeatures-onsomeslidesyou’llfindthatifyouhoveryourcursoroverelementsofthe
slide,wordsorimagesmayappearorchange.Theseare“ invisiblefeatures”thathavebeenadded
totheslidesandserveanimportantpurpose.Pleasereadtheteachernotesforyourlessontosee
wheretheseinvisible(andotherinteractive)featuresappear. 

Needtoseesomethingbiggerontheslides?-There’sasimplefix!Onyourcomputerorlaptop,just
pressCtrland+tozoominonanything.Ifusingyoursmartdevice,zoominlikeyouwouldfor
anythingelseusingyourthumbandindexfinger. 














Module4:Talkingaboutdepartments 

Step 1: Ask a student to read aloud about the
employee. Then, draw students’ attention to the
highlighted phrases. Ask students to look at the
sentences that contain those phrases. Askifthey
notice any differences (it's ok if they don't). 
Highlight with them the following: changes in
subjects and verbs; changes in using a verb or a
nounafterthehighlightedphrase. 
Step 2: Ask students a few CCQs to check their
comprehensionofthetargetlanguage,suchas: 
● WhatareMarybeth'sresponsibilities? 
● WhatdoesMarybethdoatwork? 
● Is Marybeth a data analyst? (No? What is
herjob?). 
Step 3:Tellstudentswearegoingtolookatthese
phrasestodescribeourresponsibilitiesatwork. 



4.1:T
 alkingaboutworkresponsibilities 
Objective:S
 tateyourworkresponsibilities
andthoseofothers. 

(Slide3):W
 armUp

◉T eacherskill:Warm-upactivities



Refer to Teacher Skills in the Appendix to learn
aboutconductingwarm-upactivities. 
Aim: Help students warm up for class by
brainstormingwork-relatedverbs. 
Tellstudentstotake1-2minutestomaketheirown
list of verbs-- those they do on a computer and
thosetheydon’tdoonacomputer. Thenaskthem
to share-- person bypersonorbycompilingabig
listinthechatfunctionoftheVCplatform. 



(Slide8):S
 entenceStructures 


(Slide4):V
 ocabularyPresentation 
Aim:P
 resent8verbsforcommonworktasks. 

Aboutthefeaturesonthisslide: 
Hover over the “Option A/B” text to reveal
examples.  

Aboutthefeaturesonthisslide: 
Clickthe“+”icontoshowanimageoftheverbin
a pop-up and click the word itself to see a
pop-upwithexamples. 

Step 1: Check students’ prior knowledge of these
verbs-- ask if anyone can give you a definition,
translation, or example of how to use any of the
verbsonthislist. 
Step 2: Now go through the table of verbs. Click
the “+” button to show an image in a pop-up
window, and click the word to see a pop-up
window with examples. Invite students to read
theseexamplesaloud. 
Step 3: Drill the pronunciation oftheseverbsand
thenaskstudentstouseoneinthesentenceframe
below to describe something they do everyweek
atwork. 


(Slides5-7):R
 esponsibilityPhrases 
Aim: Introduce 3 useful phrases for discussing
responsibilitiesatwork. 

Aim: Show students h
 ow t o use alternative
sentence
structures
t o
 escribe work
d
responsibilities. 


Step1:Startwiththefirstspeechbubbleandwork
to theright. Showstudentsthephraseatthetop. 
There are 2 options for the first two phrases--
Review the first formula and then hover your
mouse over the “Option A” text to reveal some
examples. Askstudentstoreadthesealoud. Elicit
otherexamplesfromstudents.  
Step 2: Repeat this process with “Option B”, and
thenmovetothenexttextboxandsoforth. Note
that“haveto”onlyhasoneoptionforthesentence
structure. 
Step 3: Now ask each student to give you an
example of a responsibility they have at work. 
Theycanuseanyofthestructuresreviewedonthis
slide. 
Tip: Elicit peer- and self- correction before you
providedirectcorrection,andreviewanyerrorsyou
noticearecommonasgroup-wideerrorcorrection
beforecontinuing. 

◉T eacherskill:Errorcorrectionandpraise



Refer to Teacher Skills in the Appendix to learn
about correcting student errors and giving
productivepraise. 


(Slides9-13):P
 opQuiz 
Aim:Checkstudentcomprehensionofverbphrase
wordorderfordescribingresponsibilities. 
Aboutthefeaturesonthis slide: 
Clickthebubblestoopenapop-upboxshowing
iftheresponseiscorrectorincorrect. 

Step 1: Ask a student to readthequestion. Then,
elicit an answer (from one student or from the
wholeclass). 
Step 2: Click on the option to show the answer
(correctorincorrect). 
Step 3:Continueelicitinganswersuntilthecorrect
answerisfound. 
Tip: Getstudentstoreadasmuchtextaspossible
duringthepopquiztokeepSTThigh. 
Answerkey:1 )Am;2)Is;3)Are;4)Have;5)Has 



(Slide16):R
 ephrasingResponsibilityDescriptions 
Aim: Practice changing the target phrase (I’m in
chargeof/responsiblefor/Ihaveto…) 
Aboutthefeaturesonthis slide: 
Click the sentences to see the alternative
versions in a pop-up. These are not the only
waystosaythesesentences,necessarily. 


(Slide14):D
 ialogue 
Aim: Practice the target language within a work
context. 
Step 1: Show students the dialogue on the slide.
Askthemtoreadontheirownfor1-2minutesand
then highlight any words or phrases they don’t
understand. 
Step2:M
 odelthedialoguewithanotherstudent. 
Step3:Invitestudentstoparticipateinpairs,using
theirowninformationtocompletethedialogue. 


(Slide15):C
 orrections 
Aim: Check learner comprehension of word order
fordescribingresponsibilities. 
Aboutthefeaturesonthis slide: 
Click thesentencestoseethecorrectversionin
apop-up. 
Step 1: Tell students that every sentence on this
slideisoutoforder. 
Step2:Gonumberbynumberandaskastudentto
decide the order of the question (you can assign
numbers and then give students 1-2 minutes to

workouttheorderoftheirnumber,oryoucangive
them6-7minutestotrytoworkouttheorderofall
ofthesentences). 
Step 3: Elicit answers from thestudentsandthen
show them the correct answer by clicking on the
sentencetoactivateapop-upwiththesentencein
the correct order. Then ask them to read the
question once more and choose a classmate to
answerthequestion. 
Tip: Get students to read as much as possible
insteadofyou. ThisboostsSTTandkeepsstudents
involvedthroughouttheactivity. 


Step 1: Tell students that each number has a
sentence from the previousactivity.Ourgoalisto
change these sentences slightly. Tellstudentswe
canchangetheverbphrase(I’mresponsiblefor/I’m
inchargeof/Ihaveto),ortheresponsibility(from
verb+ingtonounorviceversa). 
Step2:Clickonthefirstsentencetoshowstudents
some alternatives for that sentence (these aren’t
theonlypossibilities).Thengonumberbynumber
and ask for volunteers or call on a student to try
andchangethequestion. 
Step 3: Click the sentence to show more
alternatives. 
Tip: Encourage students throughout thisactivity--
they are experimenting mostly with the sentence
order so pay close attention to errors here and
reviewrulesasaclassasneeded. 


(Slide17):M
 oreResponsibilities 
Aim:Describetheresponsibilitiesthatotherpeople
haveatwork. 

Aboutthefeaturesonthis slide: 

Clickthephotoofeachpersontoseetheirwork
responsibilitiesinapop-up. 

Thisisthefinalactivityinthelessonbeforetheexit
ticket.Thisisagreatmomenttoincludegroupwide
error correction and provide some praise to your
classasawholeandforindividuals.  

Step1:Showthemthephotoswiththenamesand
occupations. Then, show them the three phrases
thatwe'veworkedonthroughoutthelessonsofar. 
Then,showthelistofresponsibilities. Tellthemwe
need to match these responsibilities to one of
theseprofessionals. 
Step2:Byclickingonthename/job,you'llbringup
alistoftheresponsibilitiesthatcorrespondtothat
person's job. This is a great help if you find
students are struggling with the decision of who
shoulddowhat. Youcanpullthatuponeatatime
foreachpersonifneededandaskstudentstostart
makingtheirsentencesusingthoseactions.  
Step 3: To show possible sentences, click the
person's face. That will bring up a window with
example sentences.
Students might create
sentences that aren't included on the list-- that's
great! 



(Slide19):E
 xitTicket 
Ask this question to your students andencourage
themtosharetheiranswersbeforetheclassends.
You can also share some ofyourlessonhighlights
withstudentshere. 


4.2:D
 epartmentsandresponsibilities 
Objective:D
 escribetheresponsibilitiesof
differentdepartmentsinacompany. 

(Slide3):W
 armUp

◉T eacherskill:Warm-upactivities


(Slide18):F inalTask 
Aim: Give students a chance to use what they’ve
learnedtodayintheirownpersonalcontext. 
Aboutthefeaturesonthis slide: 
Hover over the green markertorevealexample
sentences. 

Step1:S
 howstudentsthefinaltask. 
Step 2: Give students time to formulate their
responses.Ifstudentsneedhelprememberingthe
structureforeachsentence,hoveroverthemarker
torevealtheguide. 
Step 3: Have students take turns sharing their
responses. 
Tip: If your students don't know a word for their
answer in English, encourage them to use a
translationtooltosearchfortheWORDtheyneed
(try to discourage them from using translators at
the sentence level). Be sure to asksomeCCQsto
be sure that they’ve found the correct English
words. 



Refer to Teacher Skills in the Appendix to learn
aboutconductingwarm-upactivities. 
Aim:Helpstudentswarmupforclassbyreviewing
phrasesusedtotalkaboutresponsibilities 
Aboutthefeaturesonthis slide: 
UsetheDragandDropfeaturetodraganddrop
theitemsintothecorrectbox. 

Step 1: Show students the two categories (blue
boxes)andtellthemweneedtosortthephrasesin
themiddleintothecorrectbox. 
Step 2: Drag anddroptheitemsintotheboxesat
thedirectionofthestudents. Evenifstudentshave
made an error, move the phrases wheretheysay. 
Then,askstudentstoconfirmifthesearecorrector
notbeforeshowingthemthecorrectanswers. 
Step 3: Ask each student to make an example
sentenceofaresponsibilitytheyhaveatworkusing
oneofthephrasesfromthisactivity. 


(Slide4):E
 mployeeResponsibilities 
Aim: Describe responsibilities at the employee
level. 
Aboutthefeaturesonthis slide: 

Step2:DrillthepronunciationandaskafewCCQs
to checkthatyourstudentsarereadytousethese
verbsinsentences. 
Step3:HoveryourmouseovertheQ1,Q2,andQ3
boxes. Askastudenttoreadthequestionandask
anotherstudenttoanswerthequestion.  

Hoveroverthe“+”icontorevealusefulsentence
framesfortheactivity. 

Step 1: Show students theemployeesandthelist
ofresponsibilitiestheyhave. 
Step2:Askstudentstodescribetheresponsibilities
of these employees using the phrase on each
person’sbox. 
Tip: Hover over the “+” button to reveal some
scaffolding that willhelpstudentsifthey’rehaving
troublecreatingthesesentences. 



(Slide7):R
 eading 
Aim: Learn what different departments are
responsible for, answering comprehension
questionstodemonstrateunderstanding. 


(Slide5):D
 epartmentVocabulary 
Aim: Activate background knowledge of
department names and then show more
departmentnames 


Step 1: Ask a student to choose one of the four
departments. Clickthe“read”button.Askastudent
toreadtheinformationinthepop-upwindow. 
Step 2: Repeat the previous step until all 4
departmentshavebeencovered. 
Step 3: Work through the questions on the right. 
Hover your mouse over each Q button to reveal
thequestionorprompt.  
Answerkey:1)N/A;2)TheSalesDepartment;3)HR
Department and IT Department or Sales
DepartmentandMarketingDepartment;4)TheHR
Department;5)TheMarketingDepartment;6)The
MarketingDepartment 

(Slide8):D
 epartmentResponsibilities 

Aboutthefeaturesonthis slide: 
Hoveroverthe“departments”buttontoreveala
listofdepartments. 

Step 1: Ask students to share what department
theyworkin. 
Step 2: Tell students to take 2 minutes to
brainstorm the different department names they
know(youcanhavethemdothisverballyorinthe
chatfunctionoftheVCplatformyou’reusing). 
Step 3: Hoveryourmouseoverthe“departments”
button to revealalistofotherdepartments. Elicit
from students what each department does (they
mightnotknowforeverydepartmentandthat’sok,
youcangivethemexamples). 


(Slide6):V
 ocabularyPresentation 
Aim: Show important verbs to describe what
departmentsdo 
Aboutthefeaturesonthis slide: 
Hover your mouse over each verb to show a
definitionandanexample. Thenhoveroverthe
“Q”buttonstorevealquestions. 

Step1:Elicitadefinition,translation,orexampleof
each of the verbs. Then, hover your mouse over
eachverbtoshowadefinitionandanexample. 

Aboutthefeaturesonthis slide: 
Clickthe“read”buttonstoseeatextinapop-up. 
Hover over the “Q” buttons to reveal
comprehensionquestions. 

Aim: Make descriptions of the responsibilities of
differentdepartmentsinacompany. 
Aboutthefeaturesonthis slide: 
Click the “responsibility phrases” button to see
useful sentence frames in a pop-up. Hover of
the department names to reveal a list of
responsibilities (if the students have trouble
assigningresponsibilities). 

Step1:Givestudents1-2minutestoreadthelistof
responsibilities on the right sideoftheslide. Give
students a chance to ask about words or phrases
thatarenewtothem. 

Step 2: Ask students to make descriptions of the
responsibilities that a specific department has
(using the responsibilities from the list), OR give
students several minutes to createdescriptionsof
each department and then invite them to share
withtheclass. 
Tip: If students have trouble deciding which
department has which responsibilities, you can
hover your mouse over thedifferentdepartments
toseealistofresponsibilitiesassignedtothemand
usethatasthefoundationofthedescriptions. 

Hover over each sentence to reveal thecorrect
version. 



(Slide9):Y
 es/NoQuestions 
Aim: Practice asking and answering yes/no
questions about the responsibilities of different
departments 
Aboutthefeaturesonthis slide: 
Hoveroverthe“departments”buttontoreveala
list of departments to use in the Q&Aexercise. 
Hover over the “answers” button to reveal
sentenceframesforanswering. 

Step 1: Show students the same list of
responsibilitiesfromthepreviousslide.Then,show
themthedifferentquestionstructuresforaskingif
a specific department is responsible for a specific
action.  
Step 2: Hoveryourmouseoverthe“departments”
button toshowalistofdepartmentsandoverthe
“answers” button to show example answers. 
Reveal these again as needed for students who
needthescaffoldingastheyparticipate. 
Step 3: Have students work in pairstocreateand
thenanswerayes/noquestionaboutadepartment
andaresponsibility.Makesureeachstudenthasat
leastoneturntoaskandoneturntoanswer. 
Tip: Model an example for your students first to
showthemhowtheactivityworks. 


(Slide10):C
 orrections-Grammar 
Aim:Checklearnercomprehensionofthesentence
structure and verb selectionforthetargetphrases
ofthelesson 
Aboutthefeaturesonthis slide: 


Step1:Tellstudentsthateveryboxhasa sentence
withanerror. 
Step2:Goboxbyboxandaskastudenttoidentify
the error in the sentence and the order of the
sentenceandcorrectit. 
Step 3: Elicit answers from thestudentsandthen
showthemthecorrectanswerbyhoveringoverthe
box to reveal the correct sentence.. Then ask the
student(s)toreadthesentencealoud. 
Tip: Get students to read as much as possible
insteadofyou. ThisboostsSTTandkeepsstudents
involvedthroughouttheactivity. 


(Slide11):F inalTask 
Aim: Give students a chance to use what they’ve
learnedtodayintheirownpersonalcontext. 
Aboutthefeaturesonthis slide: 
Hover over the green markertorevealexample
sentences. 

Step1:S
 howstudentsthefinaltask. 
Step 2: Give students time to formulate their
responses.Ifstudentsneedhelprememberingthe
structureforeachsentence,hoveroverthemarker
torevealtheguide. 
Step 3: Have students take turns sharing their
responses. 
Tip: If your students don't know a specific word
they need for their answer in English, encourage
them to use a translation tool to search for the
WORD they need (try to discourage them from
using translators at the sentencelevel).Besureto
ask some CCQs to be sure thatthey'vefoundthe
correctEnglishwords. 
Thisisthefinalactivityinthelessonbeforetheexit
ticket.Thisisagreatmomenttoincludegroupwide
error correction and provide some praise to your
classasawholeandforindividuals.  


(Slide12):E
 xitTicket 

Ask this question to your students andencourage
themtosharetheiranswersbeforetheclassends.
You can also share some ofyourlessonhighlights
withstudentshere. 

Step 3: Elicit/Teach the meaning of any new
vocabulary words in each pop-up box before
movingontothenext. 



Aim: Introduce the interrogative form using
“Which”. 

4.3:A
 skingquestionsaboutemployees
inofficedepartments 

Aboutthefeaturesonthisslide: 
Clicktheyellowicontoopenapop-upboxthat
shows three options for responses to Which
questions. 

Objective:A
 skquestionsaboutoffice
departmentsandemployeetasks. 

(Slide3):W
 arm-up 

◉T eacherskill:Warm-upactivities


Step 1: Show students this question and discuss
howitisdifferentfroma“What”question. 
Step 2: Draw students’ attention to the different
partsofthequestionandafter,discussthepossible
responsesfromtheboxbelow.Clickontheyellow
icon to show the three different ways we can
respondtoWhichquestions. 
Step 3: Be sure to ask your students how the
question changes with different subjects
(particularly
for
he
and
she).



Refer to Teacher Skills in the Appendix to learn
aboutconductingwarm-upactivities. 
Aim: Get students talking and review vocabulary
frompreviouslessons. 
Aboutthefeaturesonthisslide: 
Hover over the word “Finance” to reveal an
alternative way of saying the finance
department. 

Step 1: Show students these department names
and ask what employees fromthesedepartments
do.Youcandothisactivityorallyorusingthechat
function
on
your
VC
platform.



(Slide6):W
 hichdepartment? 
Aim: Practice asking and answering Which
questions. 


(Slide4):Introductions 
Aim:Reviewandintroducevocabularyfordifferent
officedepartments. 
Aboutthefeaturesonthisslide: 
Hoveroverthespeechbubblestorevealeithera
questionorastatement. 

Step 1: Have students read the short dialogue
between these two employees silently before
callingonstudentstoreadaloud. 
Step2:Clickoneachoftheyellowiconstoopena
pop-up box with an introduction toanemployee.
Have students take turns reading these
introductionsaloud. 

(Slide5):G
 rammarpresentation 

Aboutthefeaturesonthisslide: 
Hover over the blue question marks to reveal
employeenamesanddepartments. 

Step 1: Say the instruction on the slide “Which
departmentdoeshe/sheworkin?” 
Step2:Hoveroverthebluequestionmarktoreveal
theemployee’snameanddepartment. 
Step 3: Have students answerthequestionbased
ontheprovidedinformation. 
Tip: Complete the firstonetogetherasagroupto
model appropriate execution of the activity.


(Slide7):E
 mployeeprofiles 
Aim: Practice asking and answering questions
basedontheprovidedinformation. 
Aboutthefeaturesonthisslide: 

Click theblue“+”balloontoopenapop-upbox
withtheanswer. 

Step 1: Ask studentstosilentlyreadeachofthese
employee profiles before selecting a student to
readthefirstonealoud. 
Step 2: Ask students “Which department does
AliciaRoyworkin?” 
Step 3: Have students respond orallyorusingthe
chatfunctionoftheVCplatformyou’reusing. 
Step4:Encouragestudentstoaskthequestionand
saytheanswerbeforeclickingtheblue“+”balloon.
Continue steps 2 to 4 for each employee.


(Slide8):R
 eadingactivity 



Aim:Readthetargetlanguagefromthelessonina
workcontext. 
Step1:Havestudentsreadthedialoguesilentlyfirst
beforeselectingstudentstoreadaloud. 
Step2:Chooseastudenttoreadfortheemployee
on the left and another to read for the other
employee. 
Step3:Askstudentsifthereareanynewwordsin
thedialoguetheyneedclarificationon(eg.phrases
like new here,metoo,sure,also,etc.maybenew
to yourstudents).Givemultiplestudentsachance
toreadthedialoguebeforemovingontothenext
activity. 

(Slide10):Introduceanewemployee 



(Slide9):W
 elcometotheteam 
Aim: Practice asking and answering Which
questions. 
Aboutthefeaturesonthisslide: 
Click the yellow icons for each employee to
openapop-upboxwithinformationabouttheir
role and tasks. Hover over the green question
flagtorevealanexamplequestionstudentscan
ask. 

Step 1: Show this image of the team at Optigrid.
Click theyellowiconsforeachemployee,oneata
time,toopenapop-upboxwithinformationabout
theirroleandtasks. 

Step2:Selectastudenttoaskthequestion“Which
department does he/she workin?”Hoveroverthe
greenquestionflagtorevealtheexamplequestion
studentscanask. 
Step 3: Select another student to answer the
question. You may also choose to answer the
questionasagroup. 
Tip: Complete the firstonetogetherasagroupto
modelappropriateexecutionoftheactivity. 
Answer key:(Fromlefttoright)Julianworksinthe
IT department.; Kendra works in the marketing
department.;Kevinworksinthesalesdepartment.;
Sarah works in the finance department.; Melanie
worksinthecustomerservicedepartment.;Richard
worksinthehumanresourcesdepartment. 

Aim:Practicespeakinginaworkcontext.Introduce
onepersontoothers. 
Step1:Showstudentsthisgroupofemployees.Go
through each one, saying their name and
department. 
Step 2: Select a student to be Student A and
another to beStudentB.StudentAwillactasthe
newemployeewhileStudentBwilltakeontherole
of introducing them to the rest of theemployees
on the slide. Student B will say “This is (name).
He/Sheworksin(department).Havestudentstake
turnsparticipating. 
Tip: To make this activity shorter and to give all
students an opportunity to speak,haveStudentB
only make an introduction for2employeesrather
than4. 

(Slide11):F inalTask 
Aim: Give students a chance to use what they’ve
learnedtodayintheirownpersonalcontext. 
Aboutthefeaturesonthis slide: 
Hover over the green markertorevealexample
sentences. 

Step1:S
 howstudentsthefinaltask. 
Step 2: Give students time to formulate their
responses.Ifstudentsneedhelprememberingthe
structureforeachsentence,hoveroverthemarker

torevealtheguide. 
Step 3: Have students take turns sharing their
responses. 
Tip: If yourstudentsdon'tknowthewordfortheir
specific job title or department in English,
encouragethemtouseatranslationtooltosearch
for the WORD they need (try todiscouragethem
from using translators at the sentence level). Be
sure to ask some CCQs to be sure that they’ve
foundthecorrectEnglishwords. 
Thisisthefinalactivityinthelessonbeforetheexit
ticket.Thisisagreatmomenttoincludegroupwide
error correction and provide some praise to your
classasawholeandforindividuals.  

(Slide12):E
 xitticket 
Ask this question to your students andencourage
themtosharetheiranswersbeforetheclassends.
You can also share some ofyourlessonhighlights
withstudentshere. 






Teacherskills 

Beingagreatteacherinvolvessettingyourstudentsupforsuccess.Withaconsistentstructure,clear
instructions,elicitingandguiding,appropriateerror-correction, andmanyopportunitiestopractice
language,you’llgivestudentsallthetoolsthey’llneedtosucceed.Thissectionoutlinestheimportance
ofeachoftheseskillsandgivesinformationonexecutingsomedifferenttypesofactivities. 



◉G
 ivingclearinstructions 
Clearinstructionsareconciseandincludeonlytheinformationstudentsneedinordertocompletean
activity.Followthesestepsforclearinstructionseverytime: 
1. Action.Beginyourinstructionswithaclearactionword(e.g.Write,Read,Listen,Create,
Imagine,etc.)
2. Partners?B
 eclearaboutyourexpectationsforstudentstoworkinpairs,groups,orindividually.
Saythispartoftheinstructionsassimplyaspossible(e.g.Workwithapartner,Work
individually/alone,Julia,pleaseworkwithSam) 
3. Stepbystep.G
 iveonlytheinstructionsnecessaryforthestepoftheactivityyouareon.Ifthe
activityhasmultiplesteps(e.g.Firstreadthisdialoguesilently,thenworkwithapartnertofillin
theblanks,thenchooseonpersontoreadthedialoguealoud),givethefirststepaloneand
whenstudentsarereadyforthenextstep,givetheinstructionforit. 
4. Timelimits.Ifnecessary,givecleartimelines.Finishaninstructionbygivingatimeframefor
studentstowork.Say“Youhave2minutes”or“Take3minutes”.Avoidusingloosetimeframes
(e.g.acoupleofminutes,takesometime,etc.) 



◉E rrorCorrectionandPraise 
Addressingerrorsinclassfirstrequiresustounderstandthedifferenttypesoferrorsourstudentsmay
make. 
1. Alapseiscausedbyamemorylapseoraslipofthetongue.Theseerrorsrarelyrequireerror
correctionbutifthelapsecausesconfusion,itcanbeaddressedbyaskingthestudenttorepeat
themselvesORbysimplyrepeatingthewordthestudentmisusedwithaninterrogative
intonation(eg.H
 isb
 rother?) 
2. Amistakeiscausedbyamisuseormispronunciationofapreviouslylearned(orcurrentlybeing
taught)conceptorvocabularyword.Studentstypicallycancorrecttheirownmistakeswith
teacherorpeer-guidedcorrectionmethods.Mistakes,especiallythosethatinvolvethetarget
languageofthelessonshouldbeaddressedinthemoment. 
3. Anerroriscausedbyattemptingaconceptthathasneverbeenlearned(eg.astudentwhohas
onlylearnedthesimplepresenttenseattemptstotalkabouttheirlastweekendbutusesonly
presenttenseverbs).Trueerrorsrequirenotjusterrorcorrection,butteachingoftheentire
concept.Werecommendmakinganoteoftheseerrorsbutnotcorrectingthemuntilyou’re
readytoteachtheconceptthestudentisattemptingtoexpress.

Approachestoerrorcorrection 
Learningtoelicitcorrectionsfromyourstudents(self-correction)ortheirpeers(peercorrection)inorder
tocorrectisthebestFIRSTstrategyinaddressingalapseormistake.Indicatetoyourstudentthatthere’s
beenamistakeby: 
● Raisingyoureyebrowsorcockingyourheadtoshowthatsomething’snotquiteright.Thisisa
physicalreactionwemakeoutsidetheclassroomaswellwhenwehearsomeonesaysomething
wedon’tquiteagreewithorhearsomethingthatsoundsstrange. 
● Makingashortsoundtoindicatethatsomething’snotquiteright.Youcansay“hmm?”orhum
withahigherintonationtoindicatethatthey’llneedtorepeatthemselvesandtryagain. 
● Repeatingamispronouncedwordorincorrectlyconjugatedverbbacktoyourstudentwiththe
sameintonationwe’dusetoaskaquestion(eg.“eated?”) 
● Usingyourfingersorhandstoindicatethatthere’sbeenamistakewithwordorder. 
● Ifamorecomplexmistakehasbeenmade,youcanalsotypeitintothechatboxorusethe
whiteboardtoolonyourVCplatform. 

It’srecommendedthatyoutakenote(literally)ofrepeatedmistakesyourstudentsmakeinclass.Once
younoticethatstudentsconsistentlymakemistakeswithoneaspectofyourlesson(pronunciationof
particularwords,verbconjugation,sentencestructureorwordorder,etc.),makesurethatyouguide
studentstofixingthesemistakesbeforethelessonends.Uncorrectedmistakescanleadtofossilized
errorsthataremoredifficulttocorrectlateron. 

Ifyourstudentsareperformingaspeakingactivity(likeadialoguetheycreatedforaproductionactivity),
recordtheirerrorswhiletheyarespeaking,allowingthemthespaceandfocustocompletetheirwork.
Then,mentiontheirerrorsandgivethemanopportunitytoselfcorrect.Iftheyneedhelp,encourage
theirpeerstooffercorrections.Pleasenotethaterrorcorrectionshouldbeexperiencedasan
opportunityforlearningandachancetoimprove;itisnotsomethingthatshouldbeavoidedorseenas
punishment.Keepthisinmindwhenyou’reguidingyourstudentsthrougherrorcorrection. 

Praise 
Praiseshouldbegiveninapresent,genuinemanner.Beconsciousofthepraisewordsyouareusingand
keepitrealwithyourstudents.Whengivingpraiseduringaspeakingactivity,trytogivestudents
specificandenthusiasticpraiseaboutwhatthey'vedonewell. Phrasesliketheonesbelowtellyour
studentsmorespecificallywhatitisthey'vedonesowell,andaremoremotivatingthanasimple"great"
or"goodjob": 
● Greatpronunciation,Lee! 
● Yourwordsflowedsowell,Maria! 
● Youhaveaverybigvocabulary,Guillaume! 


◉C
 onductalisteningactivity 
ListeningisanessentiallinguisticskillthatstudentsneedtodevelopinordertocommunicateintheirL2. 
However,it’salsooneofthemostchallengingtodevelopintheclassroom,giventhatateacheronly
knowshowwellastudentcanlistenbyassessingtheircomprehensionoftheinformationlistenedto.  


Low-levelstudentsoftengetoverwhelmedwhenperforminglisteningtasksbecausetheyhavea
tendencytotrytofocusoneverywordtheyhear. Assoonastheyencounterawordthey’renotfamiliar
with,theystaystuckthinkingaboutthatwordwhiletheaudiokeepsplayingandthentheymisstherest
oftheinformationthattheymighthaveunderstood,hadtheyheardit. 

Tocounterthis,tryafewofthefollowingsteps: 
● Havestudentsreadtheinstructionsforanactivityaloud. ThenaskthemafewCCQsthathelp
themtopredictwhatitistheyareabouttolistento(Okwhatarewegoingtohear?/Whattype
ofinformationanswersthesequestions?/Whatdoyouthinkshewillsay?).Thepredictions
aboutcontextandcontentwillhelptofocusstudents’thinkingonlanguagethat’susefulforthe
context. 
● Tellstudentstheywillheareveryaudio2-3timesbeforeyouaskforthequestion. This
alleviatessomeofthepressuretounderstandeverywordthefirsttimearound.  
● Remindstudentsthatevenintheirfirstlanguage,theydon’tneedtothinkabouteverywordin
ordertounderstandsomething--theytakemostofthewordsandbuildmeaningfromthem. 
ThesamehappensinourL2. It’snotnecessarytounderstandeverysingleword(althoughthere
aresomewordsthataremoreimportantthanothersinasentence). 
● Successisn’t100%comprehension. Totalcomprehensionisgreat,buttheseareexercisesto
buildthestudents’listeningcapacity,nottotesttheiralready-perfectlisteningskills. Ifstudents
aren’tabletoansweracomprehensionquestionafterafewhints,showthemtheanswerand
thenlistenagaintotheaudiowherethatanswerappears.  
● Invitestudentstorepeataftertheaudio(orafteryou)--perceptionandproductionskillsare
intertwinedandresearchshowsthatworkingwithbothskillstogetherisbeneficialtoadult
languagelearners. 


◉C
 onductadialogueactivity 
Dialoguesareagreatwaytogiveyourlow-levelstudentsmorespeakingpracticewhiletheirgrammar
knowledgeisstillbeingbuilt. Usingadialogueisalsousefulforexposingstudentstonaturalsentence
structures--inthesamewaythatreadinghelpsstudentsencountermorevocabularyandsentences,
sayingthesedialoguesaloudhelpsthemtoworkonmultipleskillsatonce. 

Thinkofdialoguesasasetoftrainingwheelsforabicycle--studentshavethenecessarystructurethere
togetgoingandhaveaconversationinaspecificcontext. Youcanalsothinkofdialoguesasascience
lab--studentshaveallthetoolstheyneedtotryoutdifferentcombinations,insertnewvocabulary
wordsandphrases,etc.andseewhathappens! 

Somestudentsmaybenervousaboutparticipatinginadialoguebecauseoftheirpronunciation.Agreat
waytogetagroupofstudentswarmedupforadialogueactivityistoinviteallstudentstoparticipateas
PersonB,simultaneously,whileyouactasPersonA. Thegroupofvoicesallspeakingtogethermeans
everyonegetsadryrunofsayingthepronunciationandnoonefeelstoosingledout. You’realsolikely
togetalaughwheneveryoneinthedialoguegetstoapartwheretheyneedtoaddtheirown

informationandtheresultisajumbleofwordsornames. Breakingtheicetogetstudentstoreallywork
ontheirpronunciation,fluency,andthetargetlanguageofthelessonisanimportantsteptostartwith. 

IfyourVCplatformallowsyoutocreatesmallroomsforpairsorsmallgroupsandbroadcastaslideto
them,that’sagreatwaytogetstudentstoworktogetheronadialogue. However,ifyouneedtokeep
everyoneinthesameroomtointeractwiththeslide,tryafewofthesetipstokeepeveryoneengaged: 
● ModelthedialoguewithonestudentandthenaskthatstudenttoswitchtoPersonAandselect
PersonB. ThenthenewstudentwillbecomePersonAandselecttheirPersonB,andsoon
untileveryonehashadatleastoneturnspeakingasbothpeople.Thepossibilityofbeing
selectedsuddenlyisagreatmotivationforstudentstostayengagedevenwhenthey’renot
speaking. 
● Askstudentstofindonethingtopraiseandonethingtoimproveforeachroundofthe
dialogue. Thisgivesstudentswhoaren’tactivelyspeakingatasktofocusonthatkeepsthem
engagedintheactivity. 
● Askstudentstoseekoutportionsofthedialoguethattheycouldrephrase(ifyoufeelthat
they’reready). Thisgivesstudentsanaddedchallengethatwillkeepthemfocusedasthey
awaittheirturn. 




