B1 Module 5
Teacher Notes
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Dear all-star teacher,
Welcome to The TEFL Lab!
We understand that the work of teachers doesn’t just happen in the classroom. It’s a constant
process of planning, teaching, and reflecting on each of your lessons. Our goal is to make your job a
little easier by creating lessons for you; all you need to do is review the lesson ahead of time, show
up, and work your magic! We’re happy you’ve chosen to use The TEFL Lab content for your lessons
and hope that it makes your job a little easier, allowing you to focus on what you love - teaching!
These ready-to-use-online lessons are designed to help you teach great lessons to English learners
all over the world without needing to reinvent the wheel for each class!

Your students
The lessons we’ve prepared for you here for B1 are intended to be used with pre-intermediate level
(B1 CEFR level) business professionals. Please refer to the table of contents to review the target
language and themes you’ll teach throughout the B1 level.

How to use The TEFL Lab lessons
The TEFL Lab lessons are designed for virtual English lessons but can be used in face to face classes
as well. For virtual classes, open your lesson and have it ready before starting your class. Once
you’re ready, activate the share screen function allowing your students to see the lesson. Be sure to
open the presentation in full screen mode to have the full experience. You can advance the slides
(or return to a previous one) by using your keyboard arrows ← → or clicking the arrows on the right
or left sides of each slide. It’s important that you familiarize yourself with a lesson before using it in
class. For each lesson there are a few recurring features and tools available to you. These include:

Full screen and view all pages feature - Located in the bottom right corner of every slide
for every lesson. Useful for opening the full screen view of the presentation as well as
quickly navigating to another slide. Don’t forget to use this tool at the beginning of each
lesson to open the presentation to full screen view for your students.

The paint tool - Located in the top right corner of each slide for every lesson. Useful for
drawing visual concepts, underlining words, circling target language, drawing attention to
areas of the slide, you name it! Simply click the icon, opening up a series of color options
and paint brush sizes. To delete your drawings, click the trash can. Click the paint icon to close the
tool, doing this will allow you to access other features and tools on the slide but will also
temporarily save any drawings you did not delete. When you click the paint tool again, you’ll see
that your drawings will reappear.

The click and drag tool - Located in the top right corner of every slide for selected lessons.
Useful for manipulating images and text on the slide to isolate ideas, sort target language,
put concepts in order, create sentences with movable words, match words or parts of
sentences, and loads of other options! Simply click and drag the elements on the slide you wish to
move. You can return elements back to their original position by using the click and drag tool or you
can either advance the slide and go back to find that everything appears in its original place. Please
note that some elements cannot be moved. A 4-way arrow cursor will appear over any elements
that are not locked into place and can be moved.

Interactive elements tool - Located in the top right corner of every slide for every lesson.
Useful for locating clickable, multifunction elements on each slide. Simply click the icon to
reveal which elements on the slide have clickable features.

Imbedded teacher notes tool - Located at the bottom of every slide (except for the
introduction and objectives slides at the beginning of each lesson). Useful for reviewing
the lesson’s teacher notes before class. Simply click the icon to open a window with complete
teacher notes for the slide.

Invisible features - on some slides you’ll find that if you hover your cursor over elements of the
slide, words or images may appear or change. These are “invisible features” that have been added
to the slides and serve an important purpose. Please read the teacher notes for your lesson to see
where these invisible (and other interactive) features appear.

Need to see something bigger on the slides? - There’s a simple fix! On your computer or laptop, just
press Ctrl and + to zoom in on anything. If using your smart device, zoom in like you would for
anything else using your thumb and index finger.

Unit 5: Explaining Procedures and Talking
about Cause and Effect Relationships.
5. 1: Common Procedures at Work
Objectives: Use the zero and 1st conditional
forms to talk about common procedures at
work..
(Slide 3): Warm-Up!
Aim: Practice describing the tasks
(preparation for 0 and 1st conditional).

◉

we do

Teacher skill: Warm-up activities

Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.

Step 1: Ask students what are some of the
common tasks they do at work. Use the images
on this slide to start the discussion process. You
can ask if they make photocopies, have phone
calls with a client (and if so, why?), etc.
Encourage students to share any projects they
may be working on at work and some of the
tasks within those projects.

(Slide 4): Introduction video
Aim: Introduce the uses of zero and first
conditional implicitly in an onboarding video.
About the features on this slide:
Click on the gray button with three vertical dots
to open a pop-up with questions to review and
analyze the video. Click the play button to start
the video.

Step 1: Tell the learners that they will be watching a
video and then answering questions about the
video. Explain that it is part of a series of training
videos for new employees at the company.
Step 2: Open the questions pop-up and ask
students to answer the first question as they watch
the video. Once completed, check over their

answers and review the rest of the questions
before watching the video a second time.
Step 3: Open the pop-up again and have the
learners answer the rest of the questions.
Answer key: 1) Working situations, Available
benefits, Where to get help; 2) Speak with their
supervisor; 3) Free snacks, coffee,tea, and lunch.
Reimbursement + 2% on company purchases.; 4)
HR; 5) (opinion question)

(Slide 5): Zero Conditional
Aim: Understand the rules and functions of the
zero conditional.
About the features on this slide:
Click the “comprehension check” box to see
CCQs in a pop-up.
Step 1: Ask a learner to read the zero conditional
explanation aloud. Provide pronunciation guidance
as needed.
Step 2: Review the two examples of the zero
conditional, explaining that one event leads to the
other event happening with certainty.
Step 3: Click the “comprehension check” box to see
three true/false questions about the zero
conditional to check learners’ comprehension thus
far.

(Slide 6): Zero Conditional
Aim: Change the form of sentences in the zero
conditional.
About the features on this slide:
Hover of the dialogue boxes marked “1” to 3” to
reveal the example for learners to use. Hover of
the dialogue boxes marked with a checkmark to
reveal the answers for learners to check.
Step 1: Ask a learner to read the instructions.
Step 2: Review the examples of positive sentences
and explain that the only difference between the
two examples is the order of the sentence parts.
Clarify that they both mean the same thing.
Step 3: Repeat this process for the negative
examples. Show that they function the same, just

with two negative statements instead of two
positive ones.
Step 4: Hover over 1 and ask a student to read it
aloud. Then ask the student to change the order of
the sentence (to the opposite form). Check their
answer by hovering over the checkmarked dialogue
box below 1.
Step 5: Repeat this process for 2 and 3.
Step 6: Click the lightning bolt symbol in the upper
right corner to see additional information about
using “when” for the zero conditional.

◉

Teacher skill: Error correction and praise

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

(Slide 7): First Conditional
Aim: Understand the rules and functions of the
first conditional.
About the features on this slide:
Click the “comprehension check” box to see
CCQs in a pop-up.
Step 1: Ask a learner to read the first conditional
explanation aloud. Provide pronunciation guidance
as needed.
Step 2: Review the two examples of the first
conditional, explaining that one event leads to the
other event happening with high probability, not
certainty like with the zero conditional.
Step 3: Click the “comprehension check” box to see
three true/false questions about the zero
conditional to check learners’ comprehension thus
far.

(Slide 8): First Conditional
About the features on slide 8:
Hover of the dialogue boxes marked “1” to 3” to
reveal the example for learners to use. Hover of
the dialogue boxes marked with a checkmark to
reveal the answers for learners to check.
Step 1: Ask a learner to read the instructions.

Step 2: Review the examples of positive sentences
and explain that the only difference between the
two examples is the order of the sentence parts.
Clarify that they both mean the same thing.
Step 3: Repeat this process for the negative
examples. Show that they function the same, just
with two negative statements instead of two
positive ones.
Step 4: Hover over 1 and ask a student to read it
aloud. Then ask the student to change the order of
the sentence (to the opposite form). Check their
answer by hovering over the checkmarked dialogue
box below 1.
Step 5: Repeat this process for 2 and 3.

◉

Teacher skill: Error correction and praise

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

(Slide 9): Zero or First Conditional?
Aim: Distinguish between zero and first conditional
sentences.
About the features on this slide:
Click and drag the sentences into the correct
category on the slide.
Step 1: Ask a student to read the instructions out
loud.
Step 2: Ask learners to guide you into dragging the
sentences to the zero or first conditional side of the
slide. Alternatively, you can give control of your
screen to your learners if your VC platform allows it.
Step 3: Once all the sentences have been sorted,
ask learners to read them aloud and confirm if they
think everything is in the correct category or not.
Step 4: Review the sentences and ask learners to
create similar examples of zero and first conditional
sentences.

(Slide 10): Zero and First Conditional Practice
Aim: Using the rules just learned, practice
completing sentences with the zero and first
conditional.
About the features on this slide:

Hover over the speech bubbles to see half over a
sentence for the learners to complete. Click on
the ‘forms’ buttons at the top to show a review
of the rules..
Step 1: Ask a student to read the instructions out
loud.
Step 2: Have a student choose a number and reveal
the sentence chunk. The student will read the
chunk out loud and then make up the rest of the
sentence.
Step 3: Repeat this process until all the dialogue
cards have been used.
Tip: If a student is struggling to add onto the
sentence, reveal the forms on the bottom and
provide them with an example.

(Slide 11): Workplace Procedures
Aim: Detail common procedures in the workplace
using the 0 and 1st conditional.
About the features on this slide:
Click the buttons at the bottom of the slide to
see information about the zero and first
conditional structures in pop-ups.

Step 1: Ask a learner to read the instructions
aloud.
Step 2: Ask two learners to read the example
dialogue out loud. Check understanding with
comprehension questions.
Step 3: Ask learners to identify the examples of
zero conditional, then of first conditional.
Step 4: Now direct learners to the list of tasks.
Encourage them to brainstorm some other tasks
like these that they have to do at work.
Step 5: Select two learners to perform the
dialogue again, this time using a task from the list
on the slide or from the brainstorming question.
Provide opportunities for self- and peercorrection before providing it yourself.
Step 6: Repeat this process until each learner has
had the opportunity to participate in the
dialogue at least once.

(Slide 12): Cause and Effect
Aim: Understand the structure of conditional
statements and determine which part is the cause
and which part is the result.
About the features on this slide:
Click on the ‘eye’ icon to reveal the transcript for
the audio. Click on the play buttons to start the
audio clips. Click on the dialogue boxes labeled
“A1” to A4” to reveal the answers.

Step 1: Ask a learner to read the instructions.
Step 2: Draw learners attention to the diagram on
the right, which follows the same structure as they
saw with the zero and first conditional rules.
Remind them that there are two parts of the
sentences. The ‘if’ part of the sentence is the ‘cause’
that determines what action will occur. The second
part of the sentence is the result - what happened
because of the ‘cause’.
Step 3: Play the first audio and ask the learners to
repeat the sentence and say which part was the
cause and which part was the effect. (Hovering over
the eye to show the transcript may help them).
Step 4: Once the learner has determined which
part was the cause and the result, click on the first
dialogue box to check their answer.
Step 5: Repeat this process for the next three
audios.

◉

Teacher skill: Provide clear instructions

Refer to Teacher Skills in the Appendix to learn
about giving clear instructions for activities.

(Slide 13): Weekly Newsletter
Aim: Read a newsletter and answer comprehension
questions using zero and first conditional
sentences, ‘because of’, and ‘due to’.
About the features on this slide:
Click the email notification to see the newsletter
in a pop-up. Hover over each “Q” button to
reveal questions about the text.
Step 1: Ask a learner to read the instructions.

Step 2: Click the email notification to see the
newsletter in a pop-up. Invite learners to take turns
reading the sections of the newsletter aloud.
Step 3: After reading, hover over the “Q1” button
and ask a learner to read the question. Ask another
learner to answer the question. Repeat this process
with each Q button, returning to the text as often
as needed to review the information in the
newsletter and find the answers to the questions.

◉

Teacher skill: Error correction and praise

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

(Slide 14): Safety Training
Aim: Watch a safety training video. Answer the

comprehension questions and practice using the
0 and 1st conditional.
About the features on this slide:
Hover over each of the dialogue boxes to reveal
a question.

Step 1: Ask a learner to read the instructions.
Step 2: Ask learners to pay attention to the
different safety requirements. Then, play the
video.
Step 3: Review the different requirements in the
video and then hover over the first dialogue for a
learner to answer.
Step 4: Repeat the process with the next three
dialogue boxes, replaying parts of the video as
needed.
Step 5: Ask a learner to read the question in the
beige box and then have each learner answer.

(Slide 15): Final Task
Aim: Give students a chance to use what they’ve
learned today in their own personal context.
About the features on this slide:
Hover over the green marker to reveal example
sentences.
Step 1: Show students the final task.

Step 2: Give students time to formulate their
responses. If students need help remembering the
structure for each sentence, hover over the marker
to reveal the guide.
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 sentence level). Be sure to
ask some CCQs to be sure that they've found the
correct English words.
This is the final activity in the lesson before the exit
ticket. This is a great moment to include group wide
error correction and provide some praise to your
class as a whole and for individuals.

(Slide 16): Exit Ticket
Show this task to your students and encourage
them to share their answers before the class ends.
You can also share some of your lesson highlights
with students here.

5. 2: Anticipating Problems and
Oﬀering Solutions
Objectives: Use the first conditional to
anticipate problems and offer solutions at
work.
(Slide 3): Warm-Up!
Aim: Review the first conditional form by
distinguishing between the use of the future simple
and the first conditional.
About the features on this slide:
Hover over the blue arrow buttons to reveal
whether the sentence is an example of the first
conditional or not.

◉

Teacher skill: Warm-up activities

Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.

Step 1: Invite a learner to read the instructions
aloud. Make a decision as to whether you want
learners to work quietly for a moment and
prepare their answers to share with the class, or if
you want to work together in real-time to decide
the answer for each item.
Step 2: When you’re ready to check the answer
for an item, ask a learner to read the sentence
aloud. Then, you can ask learners to vote yes or
no (yes, it is first conditional, or no, it isn’t), or you
can ask for a learner to share their answer. Hover
over the blue arrow and invite another learner to
read the answer.
Step 3: After all answers have been checked,
invite learners to tell you what they remember
about the first conditional structure and see if
they can share their own examples.

(Slide 4): SWOT Analysis
Aim: Read information from a SWOT analysis at
Prello. Answer questions about the text.
About the features on this slide:
Click the paperclip to see the SWOT analysis in a
pop-up. Hover over the Q buttons to reveal
questions. Click the A buttons to reveal answers.
Click the lightning bolt symbol to see an
extension activity in a pop-up.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Ask another learner to read the email aloud.
Step 3: Before opening the SWOT analysis, hover
over the “Q1” button. Ask learners to identify the
instance of the first conditional in the email. Click
the “A1” button to see the answer in a pop-up.
Step 4: Now click the paperclip to open the SWOT
analysis document in a pop-up. Invite learners to
take turns reading different sections aloud.
Step 5: Have learners take turns asking and
answering questions 2-6. Return to the SWOT
analysis document as often as needed to find more
information.

Step 6: Click the paperclip symbol to see an
extension activity.

(Slide 5): Conservation Quarterly
Aim: Prepare to read an article in the Conservation
Quarterly magazine.
Step 1: Ask a learner to read the instructions in
white.
Step 2: Ask learners what they think the focus of
this magazine is about, based on the information
on the cover.
(Slides 6-8): Conservation Quarterly
Aim: Read a magazine article and answer the
questions and speaking prompts about the text.
About the features on this slide:
Click the gray tab in the bottom right corner to
see a set of questions and speaking prompts to
respond to before moving to the next slide.
Step 1: Ask learners to take turns reading
paragraphs from the text.
Step 2: Click the gray tab in the bottom right corner
and have learners take turns reading and answering
the questions and prompts. Return to the text as
needed to help learners gather more information,
review vocabulary, etc.

(Slide 9): Murphy’s Law
Aim: Examine the meaning of Murphy’s Law and
use the first conditional to create examples of it.
About the features on this slide:
Click each of the yellow boxes to see more
information in a pop-up.
Step 1: Ask a learner to read the instructions.
Step 2: Click the first box. Invite two learners to
perform the dialogue aloud.
Step 3: Click the second box. Invite learners to take
turns reading the different sections of the slide
about Murphy’s Law. Highlight how the examples
of Murphy’s Law use the first conditional structure.
Step 4: Click the third box. Invite learners to finish
the sentences in the slide to create examples of

Murphy’s Law. If they’re stuck, try suggesting a few
examples, like “If you take a break at work, your
boss will arrive right then to see you relaxing.”, or “If
you spend all night preparing for a presentation,
the meeting will be postponed the next day.”, etc.
After getting learners to complete the prompts,
invite them to share their own instances of
Murphy’s Law using the first conditional.

(Slide 10):
Aim: Anticipating Problems
About the features on this slide:
Hover over each image to reveal more
information about the scenario.
Click the
lightning bolt to see an extension of the activity.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Hover over an image. Ask a learner to read
the scenario aloud.
Now invite learners to
anticipate a problem using the first conditional.
Possible answers could be “If Katie waits until she’s
ready to leave to print the report, she will be late.”
or “If Carlos goes to the cafe before his interview,
he will spill coffee on his suit.”, or “If Mason takes his
cat to work, the dogs will chase it.” Encourage
learners to share multiple problems that are
possible in each scenario.
Step 3: Elicit self- and peer- correction before
providing it yourself. Pay special attention to the
structure of the first conditional.
Step 4: Click the lightning bolt symbol to see an
extension of the activity.

(Slide 11): Problems and Results
Aim: Analyze a problem that a company has and
answer questions. See what the result of the
problem is, and answer additional questions.
About the features on this slide:
Click the “problem”, and “result” buttons to see
emails and social media posts in pop-ups. Hover
over the “Q” buttons to reveal questions about
the problems and results.

Step 1: Invite a learner to read the instructions
aloud.
Step 2: In the first box, click the “problem” button.
Invite learners to take turns reading the email
aloud.
Step 3: Hover over the “Q” buttons under the
“problem” button to reveal questions and speaking
prompts. Invite learners to read these aloud and
take turns answering. Return to the email as many
times as necessary to help them respond.
Step 4: Now click the “result” button in that box.
Invite learners to take turns reading the social
media post and email (the first box is the only
instance that has a social media post AND email in
the results button).
Then, answer the three
questions about the result.
Step 5: Repeat the steps above with the remaining
two scenarios.
Tip: After looking at each email and social media
post, invite learners to highlight any new words or
phrases that they aren’t familiar with. Discuss the
meaning of these with the class, eliciting
definitions, examples, or translations from the
other learners before directing them to search
online and share their findings with the class, or
providing explanations and CCQs yourself.

(Slide 12): Solutions by Email
Aim: Propose solutions to problems at work using
the first conditional.
About the features on this slide:
Click the instructions button to see the
instructions in a pop-up. Click each email to read
the email in a pop-up.
Step 1: Click the “instructions” button and invite a
learner to read the instructions aloud.
Step 2: Click the emails between Kim and Gary in
the yellow box. Invite learners to read these emails
aloud. Ask learners to identify the problem and the
proposed solution.
Ask learners to identify
instances of the first conditional, as well. Also
highlight the use of “why don’t you…” to introduce a
proposed solution.

Step 3: Invite learners to select an email on the
right. Click that email and have the learner read the
email aloud. Check for any new vocabulary or
phrases with the learners. Then, invite learners to
take 2-3 minutes to write an email as if they were
Gary, proposing a solution with “why don’t you”, and
explaining the solution in the first conditional.
Invite learners to share their emails in the chat
function of your VC platform. Review the answers
before continuing.
Tip: The emails offer great instances of how to start
an email and end an email, as well as interesting
phrases (such as “I hate to be the bearer of bad
news”). Highlight these with your learners and
encourage them to incorporate these email phrases
into their own emails.

(Slide 13): Final Task
Aim: Give students a chance to use what they’ve
learned today in their own personal context.
About the features on this slide:
Hover over the green marker to reveal example
sentences.
Step 1: Show students the final task.
Step 2: Give students time to formulate their
responses. If students need help remembering the
structure for each sentence, hover over the marker
to reveal the guide.
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 sentence level). Be sure to
ask some CCQs to be sure that they've found the
correct English words.
This is the final activity in the lesson before the exit
ticket. This is a great moment to include group wide
error correction and provide some praise to your
class as a whole and for individuals.

(Slide 14): Exit Ticket

Show this task to your students and encourage
them to share their answers before the class ends.
You can also share some of your lesson highlights
with students here.

5. 3: Explain Cause and Eﬀect
Relationships at Work
Objectives: Use the first conditional to answer
questions about cause and effect relationships
at work.
(Slide 3): Warm-Up!
Aim: Introduce the theme of the lesson and
encourage discussion.

◉

Teacher skill: Warm-up activities

Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.

Step 1: Ask a student to read the question and
instruction at the top of the slide. Draw your
learners’ attention to the images, showing the
relationship between the people in the images.
Encourage students to share their responses to
the question.

(Slide 4): Sales & Marketing
Aim: Listen to cause and effect relationships at
work and check listening comprehension.
About the features on this slide:
Press play to listen to the audio clips. Click the
eye icons to open pop-ups with the audio
transcripts. Hover over the Q icons to reveal a
listening comprehension question.
Step 1: Ask a learner to read the context and
instructions at the top of the slide.
Step 2: Looking at the box on the left side of the
slide, ask a learner to read the information aloud to
the class.
Step 3: Ask learners to listen to the sales manager
Marilyn talk about her job and her opinion about
the relationship between the sales team and the

marketing team. Press play on the first audio clip
(Marilyn).
Step 4: Hover over the Q icon to reveal a
comprehension question about the audio clip. Play
the audio clip again for students if necessary and
after, click the eye icon to open the audio transcript
for extra support. Ask learners to share their
response(s) to the question.
Step 5: Follow steps 3 and 4 for the marketing
manager, Jessenia.

(Slide 5): Departments
Aim: Show relationships between departments and
teams at work. Practice the 1st conditional to say
how the teams are connected.
About the features on this slide:
Click the INSTRUCTIONS button to open the
instructions for the activity. Hover over the
person icons to reveal what each person does at
work. Hover over the ‘i’ icons to reveal what this
department/team is responsible for.
Step 1: Show students the company structure
diagram for Sentinel, a data and cyber security
company. Click the INSTRUCTIONS button to
open the activity instructions. Ask a learner to read
the instructions aloud. Read the example in the
instructions box aloud and then hover over the “i”
icon for the Program Testing team to see the
relationship.
Step 2: Go through the company structure diagram,
hovering over the “i” icons for each team, asking
learners to take turns reading the pop-ups aloud to
the class. To make this more interactive and
engaging, ask students what they think each team
does before hovering over the icon to check.
Confirm understanding of the structure by asking
CCQs about teams that work together.
Step 3: Select a learner and ask them to choose an
employee. Hover over the icon for the chosen
employee and ask the student to real the text
aloud. Then, using that information, prompt your
student to role play as that person and say what
will/won’t happen if their tasks or another team’s
tasks aren’t completed. Refer back to the example

in the instructions if necessary.
Step 4: Select another student to choose a new
employee and follow Step 3 again. Do this for
every employee on the slide.
Note: There is no employee for the Customer
Support team. As an extension activity, ask your
students to role play as a person in this team and
describe their relationships with other teams.

(Slide 6): My Team
Aim: Practice using relationship and cause and
effect language to describe your department or
team.
About the features on this slide:
Click the INSTRUCTIONS button to open the
activity instructions. Press play to listen to the
audio clip. Click the eye icon to open the audio
transcript. Hover over the Q icons to reveal
comprehension questions. Click the TASK button
to open a final task.
Step 1: Look at the operations department diagram
and click the INSTRUCTIONS button to open the
activity instructions. Ask a learner to read the
instructions aloud.
Step 2: Press play to listen to the audio clip. Ask
students if they want to listen again before
answering the comprehension questions. Listen
again if necessary.
Step 3: Hover over the Q icons and ask students to
read the questions aloud. Encourage learners to
share their responses with the class. Refer back to
the audio clip or transcript if further clarification is
needed. Continue with all question icons.
Step 4: Click the TASK button to open a task. Ask a
learner to read the task instructions aloud and give
students time to complete the task. After, ask
learners to share with the class. Offer error
correction where necessary.

(Slide 7 & 8): Podcast Episode
Aim: Listening comprehension.
About the features on slide 7:
Click the “LISTEN” button to go to the next slide.

Step 1: Introduce your students to Available Offline,
the podcast, and tell them they will listen to a clip
from a podcast episode. Have a student read the
text on the slide aloud. Click ‘LISTEN’ to go to the
next slide.
About the features on slide 8:
Press play to hear the audio clip. Click the
“TRANSCRIPT” button to read the transcript
from the podcast episode clip. Click the gray tab
on the right side of the slide to open a pop-up
with questions.

◉

Teacher skill: Conduct a listening activity

Refer to Teacher Skills in the Appendix to learn
about effectively conducting a listening activity.
Step 1: Select a student to read the text on the
slide aloud.
Step 2: Press play to hear the audio clip. Ask
students if they want to listen again before
attempting the comprehension activity.
Step 3: Click the gray tab on the right side of the
slide to open a pop-up with comprehension
questions. Ask students the questions and discuss.
If students are unable to answer the questions, try
listening again (or a couple more times) before
clicking the ‘TRANSCRIPT’ button to open and read
the audio script.

(Slide 9): Steps in a project
Aim: Listening comprehension with the target
language used in a business meeting context.
About the features on this slide:
Press play to watch the video. Hover over the Q
buttons to reveal comprehension questions.
Click the Q3 button to open a pop-up with a
task.
Step 1: Ask a learner to read the activity instructions
aloud to the class.
Step 2: Press play to watch the video. After
watching, hover over the Q1 button to reveal the
first comprehension question. Ask a learner to read

the question aloud and prompt learners to
respond. If needed, play the video again to give
students another opportunity to gather more
information.
Step 3: Continue the process with the remaining
questions.
Note: Q3 is a larger task. To open the task, click Q3
and complete the activity inside.

(Slide 10): Leadership Awards
Aim: Listening comprehension and practice using
the first conditional.
About the features on this slide:
Press play to listen to the audio clips. Click the
eye icons to open audio transcripts. Hover over
the Q icons to reveal comprehension questions.
Step 1: Ask a learner to read the activity instructions
aloud.
Step 2: Press play for the first audio clip (CEO from
Prello) to listen. Ask your learners general
understanding questions like “What did you hear?”
or “What was the main idea of the audio clip?”.
Step 3: Hover over Q1 and Q2 to reveal
comprehension questions about the first audio clip.
Ask learners to read the questions aloud and then
encourage them to share their responses with the
class. Play the audio clip again if further clarification
or understanding is needed. You can also click the
eye icon to open the audio transcript.
Step 4: Follow steps 2 and 3 for the next audio clip
(CEO from Comdilink).

(Slides 11-15): Pop-Quiz
Aim: Check student comprehension of target
language.
About the features on these slides:
Click the answer options to open a pop-up
indicating whether the answer is correct or
incorrect.
Step 1: Ask a student to read the question aloud.
Then, elicit an answer (from one student or from
the whole class).

Step 2: Click on the option to show the answer
(correct or incorrect).
Step 3: Continue eliciting answers until the correct
answer is found.
Tip: Get students to read as much text as possible
during the pop quiz to keep STT high.
Answer key: 1) C ; 2) A ; 3) B ; 4) C ; 5) B

(Slide 14): Final Task
Aim: Give students a chance to use what they’ve
learned today in their own personal context.
About the features on this slide:
Hover over the green marker to reveal example
sentences.
Step 1: Show students the final task.
Step 2: Give students time to formulate their
responses. If students need help remembering the
structure for each sentence, hover over the marker
to reveal the guide.
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 sentence level). Be sure to
ask some CCQs to be sure that they've found the
correct English words.
This is the final activity in the lesson before the exit
ticket. This is a great moment to include group wide
error correction and provide some praise to your
class as a whole and for individuals.

(Slide 15): Exit Ticket
Show this task to your students and encourage
them to share their answers before the class ends.
You can also share some of your lesson highlights
with students here.

5. 4: Making Predictions at Work
Objectives: Use the zero and 1st conditional
forms to talk about common procedures at
work.
(Slide 3): Warm-Up!
Aim: Describe tasks and situations they excel in at
work. Describe their work styles.
About the features on this slide:
Hover over each number to reveal the question

◉

Teacher skill: Warm-up activities

Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.

Step 1: Ask the learners to choose a number (1
through 3) then hover over that number to reveal
the question.
Step 2: Have a few of the learners answer the
question. And repeat the process with the other
two questions.

(Slide 4): Performance reviews
Aim: Listen to audios and learn different adjectives
to describe employees and their work ethics.
About the features on this slide:
Drag the cards to the trash symbol to remove
them and reveal the next one.
Click on the ‘play’ button to play the audio. Click
on the ‘eye’ icon to reveal the transcripts for each
audio. Hover over the “+” button to reveal a list of
the adjectives used in the audios.

Step 1: Ask a learner to read the instructions aloud.
Step 2: Tell the learners to listen for the different
adjectives used to describe each of the employees.
Step 3:. After each audio, review the adjectives in
each one, checking for understanding.
Step 4: Go through each question card, ask a
learner to read the question before responding.
Step 5: As needed, hover over the “+” button to
review the adjectives from the audios as needed.

Step 6: Click the lightning bolt symbol in the upper
right corner to see an extension question.
Audio adjectives:
Audio 1: focused, diligent, inexperienced, proactive,
reliable, positive
Audio 2: introverted, motivated, organized,
innovative, resourceful

(Slide 5): Allied Records
Aim: Introduce the context of the website
learners will read from on the next slide.
Step 1: Ask a learner to read the instructions.
Step 2: Tell learners we are going to look at the
“about us” section of the website.
(Slide 6): Allied Records- About Us
Aim: Demonstrate an understanding of the
adjectives in the ‘About Us’ section of a website
and use them to help determine job
performance.
About the features on this slide:
Click on the gray button with three vertical dots
to open a pop-up with questions to review and
analyze the webpage.

Step 1: Review the purpose of an 'about us' page
on a website.
Step 2: Read the name, job description, and work
profile of the first employee. Check learner
understanding and ask learners if they know
someone like this at their place of work.
Step 3: Repeat the process for the next four
employees.
Step 4: Click the gray tab button to open a
pop-up and answer the questions there.
Tip: Open and close the pop-up questions as
needed to allow learners to look back at the
information about the different employees

◉

Teacher skill: Error correction and praise

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

(Slide 7): The Best Boss
Aim: Apply the first conditional to describe
preferences about supervisors. Understand and
use adjectives to describe work ethics.
About the features on this slide:
Click the “instructions” button to read the
instructions. Click on the ‘forms’ button at the
bottom to show a review of the rules.
Step 1: Ask a learner to read the instructions.
Step 2: Click on the first image of Amy to reveal her
profile. Read the questions on the slide and ask a
learner to read her answers aloud. Check for
understanding.
Step 3: Repeat the process with the other three
managers.
Step 4: Review the example dialogue on the right
side..
Step 5: Ask each learner to create a sentence,
similar to the examples, using the first conditional
to say which boss they would prefer.
Step 6: As an extension, you can ask them to create
another sentence using the first conditional about
which boss they would least prefer.

◉

Teacher skill: Error correction and praise

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

(Slide 8): Who to Hire
Aim: Use the first conditional and previously
learned vocabulary to assess CVs and make
predictions.
About the features on slide 7:
Click on each photo to show the CV of that
candidate. Hover over the ‘examples’ button to
show example sentences.

Step 1: Ask a student to read the instructions out
loud.
Step 2: Tell students to take notes as they go
through each candidate so they can make
comparisons between them.
Step 3: Starting from the left go through each CV.
Give students 3 minutes to review the CV before
going over critical information in the CV.
Step 4: Ask a learner to read out the team’s
suggestions and check for comprehension before
moving onto the next candidate.
Step 5: Repeat this process for all the candidates.
Then show the example sentences to demonstrate
how students explain who they want to or don't
want to hire.
Step 6: Allow each student to choose 3 candidates
and explain why for each.

(Slide 9): Assigning Tasks
Aim: Assign tasks to different people based on their
profiles and make predictions about the success of
a project based on those assignments.
About the features on this slide:
Click the “instructions” button to see the
instructions in a pop-up. Click the play button to
listen to the audio. Click the eye icon to see the
script from the audio in a pop-up. Click each
employee’s image to see their professional
profile in the company’s employee system.

Step 1: Open the instructions and have a learner
read them aloud. Check for understanding of the
task.
Step 2: Play the audio, asking students to take
notes of the tasks that will be assigned.
Step 3: Review the tasks to be assigned. Listen

determine which jobs may best suit them (it can
be more than one to be narrowed down later).
Step 5: After each profile has been reviewed, go
back over the assessments students made to
determine who is the best option for each job.
There should be one per employee.

(Slide 10): Hiring an assistant
Aim: Using modeled examples, create a message
that uses the first conditional to assign tasks.
About the features on this slide:
Click on the ‘eye’ icon to reveal the transcript for
the audio. Click on the play button to start the
audio. Click on the buttons labeled “Q1” to Q4”
to reveal the questions. Hover over the button
labeled ‘writing task’ to reveal the task.

Step 1: Ask a learner to read the instructions.
Step 2: Draw learners attention to the image of the
phone and tell them that they are going to hear an
audio. Ask them to take note of the different tasks
mentioned in the audio.
Step 3: Play the audio and then go through the
comprehension questions to check understanding.
Step 4: Once completed, hover over the writing
task to reveal the task.
Step 5: Explain that the learners will now be
operating as the boss and must leave a list of tasks
for their assistant, similar to what was done in the
audio message.
Step 6: Allow the learners 5 minutes to prepare
their messages. Then have them read them aloud
and correct as needed.

◉

Teacher skill: Error correction and praise

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

to the audio again, and if necessary, the
transcript can be used while listening a third time
to check over the different tasks for the project.
Step 4: Together, as a group, go through each
person's profile. After reviewing each profile,

(Slide 11): Assistant Candidates
Aim: Choose the best candidate to be your
assistant based on the tasks outlined in the
previous activity’s writing task, using their CVs to
make assumptions. .

About the features on this slide:
Click the “instructions” button to read the
instructions.

Step 1: Ask a learner to read the instructions.
Step 2: Review the credentials of the two CVs.
Step 3: Ask learners to choose a candidate to be
their assistant based on the information provided
and the tasks they listed in their message in the
previous activity. Encourage them to say why they
think their choice is a great option to work as their
assistant, and why the other person isn’t a great
choice. Promote the use of the first conditional to
describe what will happen if a specific candidate is
hired as your assistant.

(Slide 12): Tasks at Work
Aim: Using previousñy practiced conditional
structures, express personal preferences and
predictions for the outcomes of various workplace
tasks.
About the features on this slide:
Hover over the “example” button to reveal
example sentences for the task in a pop-up. .
Step 1: Ask a learner to read the instructions.
Step 2: Review the example sentences by hovering
over the ‘example’ button at the bottom of the
slide. (If further examples are needed, model the
activity with your own answers).
Step 3: Ask a student to choose a task they will
enjoy if it is assigned to them and describe why it
would be great for them. Then ask them to choose
one they will be able to complete acceptably.
Finally, ask them to choose one that will be a bad
experience for them. For each one, try to get them
to explain it with more than one sentence, using
the first conditional.
Step 4: Repeat the process for each student.

◉

Teacher skill: Error correction and praise

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

(Slide 13): Final Task
Aim: Give students a chance to use what they’ve
learned today in their own personal context.
About the features on this slide:
Hover over the green marker to reveal example
sentences.
Step 1: Show students the final task.
Step 2: Give students time to formulate their
responses. If students need help remembering the
structure for each sentence, hover over the marker
to reveal the guide.
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 sentence level). Be sure to
ask some CCQs to be sure that they've found the
correct English words.
This is the final activity in the lesson before the exit
ticket. This is a great moment to include group wide
error correction and provide some praise to your
class as a whole and for individuals.

(Slide 14): Exit Ticket
Show this task to your students and encourage
them to share their answers before the class ends.
You can also share some of your lesson highlights
with students here.

Teacher skills
Being a great teacher involves setting your students up for success. With a consistent structure, clear
instructions, eliciting and guiding, appropriate error-correction, and many opportunities to practice
language, you’ll give students all the tools they’ll need to succeed. This section outlines the importance
of each of these skills and gives information on executing some different types of activities.

◉ Giving clear instructions

Clear instructions are concise and include only the information students need in order to complete an
activity. Follow these steps for clear instructions every time:
1. Action. Begin your instructions with a clear action word (e.g. Write, Read, Listen, Create,
Imagine, etc.)
2. Partners? Be clear about your expectations for students to work in pairs, groups, or individually.
Say this part of the instructions as simply as possible (e.g. Work with a partner, Work
individually/alone, Julia, please work with Sam)
3. Step by step. Give only the instructions necessary for the step of the activity you are on. If the
activity has multiple steps (e.g. First read this dialogue silently, then work with a partner to fill in
the blanks, then choose one person to read the dialogue aloud), give the first step alone and
when students are ready for the next step, give the instruction for it.
4. Time limits. If necessary, give clear timelines. Finish an instruction by giving a timeframe for
students to work. Say “You have 2 minutes” or “Take 3 minutes”. Avoid using loose time frames
(e.g. a couple of minutes, take some time, etc.)

◉ Error Correction and Praise

Addressing errors in class first requires us to understand the different types of errors our students may
make.
1. A lapse is caused by a memory lapse or a slip of the tongue. These errors rarely require error
correction but if the lapse causes confusion, it can be addressed by asking the student to repeat
themselves OR by simply repeating the word the student misused with an interrogative
intonation (eg. His brother?)
2. A mistake is caused by a misuse or mispronunciation of a previously learned (or currently being
taught) concept or vocabulary word. Students typically can correct their own mistakes with
teacher or peer-guided correction methods. Mistakes, especially those that involve the target
language of the lesson should be addressed in the moment.
3. An error is caused by attempting a concept that has never been learned (eg. a student who has
only learned the simple present tense attempts to talk about their last weekend but uses only
present tense verbs). True errors require not just error correction, but teaching of the entire
concept. We recommend making a note of these errors but not correcting them until you’re
ready to teach the concept the student is attempting to express.
Approaches to error correction
Learning to elicit corrections from your students (self-correction) or their peers (peer correction) in order

to correct is the best FIRST strategy in addressing a lapse or mistake. Indicate to your student that there’s
been a mistake by:
● Raising your eyebrows or cocking your head to show that something’s not quite right. This is a
physical reaction we make outside the classroom as well when we hear someone say something
we don’t quite agree with or hear something that sounds strange.
● Making a short sound to indicate that something’s not quite right. You can say “hmm?” or hum
with a higher intonation to indicate that they’ll need to repeat themselves and try again.
● Repeating a mispronounced word or incorrectly conjugated verb back to your student with the
same intonation we’d use to ask a question (eg. “eated?”)
● Using your fingers or hands to indicate that there’s been a mistake with word order.
● If a more complex mistake has been made, you can also type it into the chatbox or use the
whiteboard tool on your VC platform.
It’s recommended that you take note (literally) of repeated mistakes your students make in class. Once
you notice that students consistently make mistakes with one aspect of your lesson (pronunciation of
particular words, verb conjugation, sentence structure or word order, etc.), make sure that you guide
students to fixing these mistakes before the lesson ends. Uncorrected mistakes can lead to fossilized
errors that are more difficult to correct later on.
If your students are performing a speaking activity (like a dialogue they created for a production activity),
record their errors while they are speaking, allowing them the space and focus to complete their work.
Then, mention their errors and give them an opportunity to self correct. If they need help, encourage
their peers to offer corrections. Please note that error correction should be experienced as an
opportunity for learning and a chance to improve; it is not something that should be avoided or seen as
punishment. Keep this in mind when you’re guiding your students through error correction.
Praise
Praise should be given in a present, genuine manner. Be conscious of the praise words you are using and
keep it real with your students. When giving praise during a speaking activity, try to give students
specific and enthusiastic praise about what they've done well. Phrases like the ones below tell your
students more specifically what it is they've done so well, and are more motivating than a simple "great"
or "good job":
● Great pronunciation, Lee!
● Your words flowed so well, Maria!
● You have a very big vocabulary, Guillaume!

◉ Conduct a listening activity

Listening is an essential linguistic skill that students need to develop in order to communicate in their L2.
However, it’s also one of the most challenging to develop in the classroom, given that a teacher only
knows how well a student can listen by assessing their comprehension of the information listened to.

Low-level students often get overwhelmed when performing listening tasks because they have a
tendency to try to focus on every word they hear. As soon as they encounter a word they’re not familiar
with, they stay stuck thinking about that word while the audio keeps playing and then they miss the rest
of the information that they might have understood, had they heard it.
To counter this, try a few of the following steps:
● Have students read the instructions for an activity aloud. Then ask them a few CCQs that help
them to predict what it is they are about to listen to (Ok what are we going to hear? / What type
of information answers these questions? / What do you think she will say?). The predictions
about context and content will help to focus students’ thinking on language that’s useful for the
context.
● Tell students they will hear every audio 2-3 times before you ask for the question. This
alleviates some of the pressure to understand every word the first time around.
● Remind students that even in their first language, they don’t need to think about every word in
order to understand something-- they take most of the words and build meaning from them.
The same happens in our L2. It’s not necessary to understand every single word (although there
are some words that are more important than others in a sentence).
● Success isn’t 100% comprehension. Total comprehension is great, but these are exercises to
build the students’ listening capacity, not to test their already-perfect listening skills. If students
aren’t able to answer a comprehension question after a few hints, show them the answer and
then listen again to the audio where that answer appears.
● Invite students to repeat after the audio (or after you)-- perception and production skills are
intertwined and research shows that working with both skills together is beneficial to adult
language learners.

◉ Conduct a dialogue activity

Dialogues are a great way to give your low-level students more speaking practice while their grammar
knowledge is still being built. Using a dialogue is also useful for exposing students to natural sentence
structures-- in the same way that reading helps students encounter more vocabulary and sentences,
saying these dialogues aloud helps them to work on multiple skills at once.
Think of dialogues as a set of training wheels for a bicycle-- students have the necessary structure there
to get going and have a conversation in a specific context. You can also think of dialogues as a science
lab-- students have all the tools they need to try out different combinations, insert new vocabulary
words and phrases, etc. and see what happens!
Some students may be nervous about participating in a dialogue because of their pronunciation. A great
way to get a group of students warmed up for a dialogue activity is to invite all students to participate as
Person B, simultaneously, while you act as Person A. The group of voices all speaking together means
everyone gets a dry run of saying the pronunciation and no one feels too singled out. You’re also likely
to get a laugh when everyone in the dialogue gets to a part where they need to add their own

information and the result is a jumble of words or names. Breaking the ice to get students to really work
on their pronunciation, fluency, and the target language of the lesson is an important step to start with.
If your VC platform allows you to create small rooms for pairs or small groups and broadcast a slide to
them, that’s a great way to get students to work together on a dialogue. However, if you need to keep
everyone in the same room to interact with the slide, try a few of these tips to keep everyone engaged:
● Model the dialogue with one student and then ask that student to switch to Person A and select
Person B. Then the new student will become Person A and select their Person B, and so on
until everyone has had at least one turn speaking as both people. The possibility of being
selected suddenly is a great motivation for students to stay engaged even when they’re not
speaking.
● Ask students to find one thing to praise and one thing to improve for each round of the
dialogue. This gives students who aren’t actively speaking a task to focus on that keeps them
engaged in the activity.
● Ask students to seek out portions of the dialogue that they could rephrase (if you feel that
they’re ready). This gives students an added challenge that will keep them focused as they
await their turn.

