B1 Module 14
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 14: Presenting Information about
Projects, Plans, and Results
14. 1: Talking about Risks and Rewards
Objectives: Describe the probability of risks
and rewards for a specific project or action.
(Slide 3): Warm-Up!
Aim: Review the concept of risks and rewards

◉ Teacher skill: Warm-up activities
Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.
Step 1: Ask a learner to read the instructions.
Step 2: Ask a learner to read the first situation. Then
have them identify which phrase below the
situation they think is the risk and which is the
reward.
Step 3: Once identified, ask learners to think of
other risks and rewards there might be for that
situation.
Step 4: Repeat the process for the other two
actions/situations.
Answer key: 1) Risk: We might lose money in a new
market. Reward: We might be able to increase our
global sales.; 2) Risk: We might end up investing a
lot of money in a system that doesn't work.
Reward: We might save money on staff and
increase the safety rating.; 3) Risk: Employees
might get angry and productivity might decrease.
Reward: We might be able to remove coffee from
our monthly expenses.

(Slide 4): Intensifiers
Aim: Introduce the concept of intensifiers (which
are adverbs) and show how they are used in
affirmative and negative sentences.
About the features on this slide:
Click on the “intensifiers” button to open a
grammar card..
Step 1: Ask a learner to read the instructions.

Step 2: Click on the ‘intensifiers’ button to reveal a
grammar card. Read through the information on
the card with the learners, checking for
understanding as you go.
Step 3: After closing the grammar card, ask a
learner to read the first text box with Susan Collins.
After they have read, ask them to point out the
intensifiers used and describe what type of
emphasis it provides.
Step 4: Repeat this process with the next two
textboxes.

(Slide 5): Personal Risks
Aim: Use intensifiers to describe different risks.
About the features on this slide:
Hover your mouse over the ‘intensifiers example’
button to reveal a list of examples. Click on each
card to reveal each employee's situation.
Step 1: Ask a learner to read the instructions.
Step 2: Click on the first card, Kristin Cha, and read
her situation aloud. Then, have a learner describe
that risk using an intensifier.
Step 3: Repeat this process for the other 5
employees, but allow the learners to read the risks,
instead of you. If they have any trouble coming up
with an intensifier, hover over the examples button
to reveal a list.

(Slide 6): What’s the risk?
Aim: Use connectors to juxtapose possible rewards
and risks for different actions.
About the features on this slide:
Hover your mouse over the ‘connectors example’
button to reveal a list of examples.
Step 1: Ask a learner to read the instructions aloud.
Remind them that they are the same employees
and situations from the previous slide.
Step 2: Starting again with Krisitn, read her situation
aloud and model by giving an example of what the
risk and reward could be, making sure to use
connectors. Then, ask a learner to provide another
risk and reward for Krisitin.

Step 3: Once Kristin’s card is complete, move onto
the next one, this time allowing a student to read
the situation and share a potential risk or reward.
Allow more than one student to share if time
permits.
Step 4: Repeat this process with the other four
cards.

(Slide 7): Risk and Reward
Aim: Use connectors to juxtapose the risks and
rewards of a new set of actions/decisions.
About the features on this slide:
Hover your mouse over the ‘connectors example’
button to reveal a list of examples.
Step 1: Ask a learner to read the instructions.
Step 2: Ask a learner to read the first text box aloud
and just as on the previous slide, describe a
potential risk and reward using connectors. If time
permits, allow more than one learner to give an
example.
Step 3: Repeat this process for the next 5 text
boxes.

(Slide 8): Giving Feedback
Aim:

Introduce more intensifiers.

About the features on this slide:
Click the “instructions” button to read the
instructions. Hover over Q1 to Q4 to see the
comprehension questions.
Step 1: Ask a learner to read the instructions.
Step 2: Review the first email and ask the learner if
the email was positive or negative. Then, ask them
to identify the intensifiers.
Step 3: Ask a learner to read the second email and
ask them if the overall tone of the email is positive
or negative then, which intensifiers are used.
Step 4: After reading both emails, go over each of
the comprehension questions to determine the
learners' understanding.

◉ 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): Voice Messages
Aim:
Use intensifiers and connectors to tell
someone else what you think of their idea.
About the features on this slide:
Hover your mouse over both orange example
buttons to reveal examples. Click the play
button to listen to the audio. Click on the “eye”
icon to see the transcript in a pop-up.
Step 1: Ask a learner to read the instructions aloud.
Check for understanding of the task.
Step 2: Tell learners we will listen to the audio
twice. The first time, aim to capture the main idea
of the audio. The second time, pay close attention
to words and phrases that may be new, and
detailed information.
Step 3: After listening, ask the learners for a
summary of Gina’s idea. If the learners struggle,
you can click the “eye” icon next to see the
transcript in a pop-up.
Step 4: Once you are sure that the learners have
understood Gina’s idea, ask them to describe what
they think of her plan and what are the risks and
rewards associated with the plan. Remind them to
use intensifiers and connectors as they answer. (If
they struggle with either, hover over the
corresponding button to reveal some examples).

(Slide 10): Idiomatic Expressions
Aim: Introduce idioms for discussing rewards and
risks.
About the features on this slide:
Click the “instructions” button to read the
instructions. Click the “idiom meanings” button
to reveal a definition card.
Step 1: Click on the instructions button and ask a
learner to read the instructions.
Step 2: Starting with the first example in light blue,
ask a learner to read the situation aloud and then

summarize it. After, point out the text in bold and
ask them what they think that phrase means based
on the context. If possible, get possible meanings
from multiple students.
Step 3: Repeat this process until all the text boxes
have been read and students have attempted to
define all the idiomatic expressions.
Step 4: Click on the ‘idiom meanings’ button to
review the meanings of each and check how close
or correct the learners were.

(Slide 11-16): Pop Quiz
Aim: Check learners’ comprehension of target
language thus far
About the features on this slide:
Click the answer learners choose to see if it’s
correct or incorrect in a pop-up.
Step 1: Ask a learner to read the question aloud.
Step 2: Ask learners to select the answer they think
is correct. You can have them share their answers
in the chat function of your VC platform, or you can
have them share orally and discuss why they chose
that option.
Step 3: Click the answer that the learner(s) chose
and see if it is correct or incorrect. If it’s incorrect,
choose again.
Step 4: Repeat this process for each of the 6 pop
quiz questions.
Answer key: 1)B: 2)A: 3)C: 4)A: 5)C: 6)A:

(Slide 17): Company Decisions
Aim:
Analyze and share opinions about the risk
and reward of different actions.
About the features on this slide:
Hover your mouse over each orange example
button to see examples for each point. Click and
drag each card to the trash can to reveal the one
beneath.
Step 1: Ask a learner to read the question aloud.
Confirm understanding that they must look at the
decisions companies are considering and say what
they think the risk and reward are for each situation.

Step 2: Have a learner read the first card aloud and
ask them what they think the risk is, reminding
them to use intensifiers. Then ask them what they
think a risk might be.
Step 3: Ask other learners if they agree or have
other examples of potential risks and rewards.
Step 4: Drag away the top card and repeat the
process with the rest of the cards.

(Slide 18): 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 19): 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.

14. 2: Agreeing, Disagreeing, and
Asking Questions about Plans
Objectives: Use diplomatic phrases and
business idioms to discuss and ask about plans
and projects at work.
(Slide 3): Warm-Up!
Aim: Review the concept of risks and rewards

◉ Teacher skill: Warm-up activities
Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.
Step 1: Starting on the left, ask a student to read
the question aloud. Elicit responses, Discuss.
Step 2: Repeat the process in order from left to
right for the remaining three questions.

(Slide 4): Emails
Aim: Highlight the new phrases/language for
agreeing and disagreeing and include comp
questions about the use and meaning of this
language.
About the features on this slide:
Hover over Q1 to Q3 to see the comprehension
questions.
Step 1: Ask a learner to read the instructions.
Step 2: Review the first email and ask the learner if
the email was positive or negative and to
summarize the general concept of the email.
Step 3: Ask a learner to read the second email and
ask them if the overall tone of the email is positive
or negative and what the main idea was.
Step 4: After reading both emails, go over each of
the comprehension questions to determine the
learners' understanding.

(Slide 5): Coworker Conversations
Aim: Analyze dialogues to identify who agrees and
disagrees with a plan.
About the features on this slide:
Click on each card to reveal a dialogue between

two employees.
Step 1: Ask a learner to read the instructions and
check for understanding.
Step 2: Click on the first card, labeled ‘1’, and ask
two learners to roleplay the dialogue. Alternatively,
you and a student can read the dialogue together.
Once it has been read, ask a learner for a summary
of the situation being discussed and if the
employees are in agreement or not about the topic.
If the learner determines that they aren't, ask them
who agrees and who disagrees.
Step 3: Repeat this process for the other 2
employee conversations.

(Slide 6): Sort the Phrases
Aim: Classify phrases by function.
About the features on this slide:
Click and drag each phrase into the appropriate
column. Check answers by clicking on the eye
icons located next to each column title.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Starting with the first expression, read it
aloud and ask learners which column to move it to.
Once there is consensus, drag the phrase to the
column indicated by the students.
Step 3: Repeat this process with the other phrases
until all of them have been sorted.
Step 4: Check the answers by clicking on each eye
icon to confirm that the phrases have been sorted
correctly.

(Slide 7): Your Opinion
Aim: Agree or disagree with a variety of statements
about work.
About the features on this slide:
Hover your mouse over each hexagon to reveal
the question. Hover your mouse over the
‘‘phrases to agree or disagree’ button for
examples.

Step 1: Ask a learner to choose a number from 1 to
6. Hover over that hexagon to reveal a statement.
Remind students to try to answer using the
previously practiced phrases from the lesson.
(Hover over the ‘phrases to agree or disagree’
button if the learner needs support). Repeat this
process until all the questions have been answered.

(Slide 8): Company News
Aim: Read about news from two different
companies and see which decisions or policies
employees agree or disagree with.
About the features on this slide:
Click the image of the newsletter to see it in a
pop-up window. Click the gray tab on each
newsletter to see some tasks and prompts in a
pop-up. Click the boxes with colleagues to the
right of each newsletter to see a dialogue in a
pop-up. Click the Q buttons on the right to see
discussion questions.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Now click on the first newsletter. Ask
learners to take turns reading portions aloud.
Encourage learners to make a note of vocabulary
they see that is unfamiliar to them.
Step 3: After reading the newsletter aloud, click the
gray tab next to it to see some speaking tasks and
prompts. Complete these as a group.
Step 4: Click the first dialogue box to the right
(Elliot and Nick). Ask two learners to read the
dialogue aloud. Then ask learners if Elliot agrees or
agrees with the decision they discussed about. Ask
learners if Nick agrees. Repeat this process with the
next box (Chris and Janelle).
Step 5: Repeat this process with the second
newsletter.
Step 6: Now click the Q buttons on the right side of
the slide to see discussion questions in a pop-up.
Ask a learner to read each question aloud, and
invite several learners to share their answers before
moving on. Elicit self- and peer- error correction
before providing it yourself, and encourage the use
of the target language (phrases for agreeing and
disagreeing) as much as possible.

(Slide 9): Employee Opinions
Aim: Listen and distinguish between the functions
of the phrases used.
About the features on this slide:
Click on the green hand icon to check the
answers. Click the play button to listen to the
audio. Click on the “eye” icon to see the
transcript in a pop-up.
Step 1: Ask a learner to read the instructions aloud.
Then, ask a learner to read the description of
Hillary’s task on the top left of the slide. Check for
understanding of the task.
Step 2: Tell learners we will listen to each audio
twice to make sure they haven’t heard and
understood it.
Step 3: Play Donald’s audio twice. After listening,
ask the learners for a summary of Donald’s opinion
and if he agrees, disagrees, or questions the new
policy. Take note of the learners’ decisions.
Step 4: Repeat the process with all the other
employees, noting down their choices for each
employee.
Step 5: Once all the audios have been played and
the learners have determined each employee's
opinion on the policy, click on the green hand icon
to reveal the correct answers and check them
against the students’ choices.

(Slide 10): Agree, Disagree, or Question
Aim: Introduce idioms for discussing rewards and
risks.
About the features on this slide:
Click and drag the cards to move them to the
trash. Hover over ‘question the idea’ and ‘agree or
disagree with the idea’ to reveal phrases for each.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Starting with the first card, ask a learner to
read the situation aloud. Then, ask them to share
their opinion based on the advice from the
consultant. If possible, get opinions from multiple
students. (Hover over ‘question the idea’ and ‘agree

or disagree with the idea’ to reveal phrases for each
as needed to support students).
Step 3: Repeat this process until all the cards have
been used.

(Slide 11): 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 12): 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.

14. 3: Describing Data from Graphs in a
Presentation
Objectives: Describe data and trends from
graphs in presentations.

(Slide 3): Warm-Up!
Aim: Understand the names of each type of
graph/chart and answer questions about them.
About the features on this slide:
Hover over Q1 to Q3 to see the comprehension
questions. Click and drag the three phrases in
black.

◉ Teacher skill: Warm-up activities
Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.
Step 1: Read the instructions aloud then using the
three phrases in black on the bottom right, ask
students to label the charts/graphs. Drag the phrase
over to the selected graph and check their answers
when complete..
Step 2: Then, hover over each question (Q1 to Q3)
and allow students to discuss.

(Slide 4): Bar Graph
Aim: Show some common phrases used with
charts and graphs.
About the features on this slide:
Hover over each hand icon to reveal an
explanation. .
Step 1: Ask a learner to read the instructions.
Step 2: Hover over each of the hand icons to
highlight different parts of a graph and how we talk
about them. (Save the one in the middle for last,
which shows a sentence frame for describing the
entire chart).
Step 3: Ask a learner to use the sentence frame in
the last pop-up to describe what the chart is
showing.
Step 4: Then, demonstrate using the phrase ‘This
chart/graph shows us…”

(Slide 5): TruMango Marketing Onboarding
Aim: Watch a short video from TruMango’s
onboarding process for new marketing employees,
and answer comprehension questions.

About the features on this slide:
Click the play button to watch the video. Click
the gray tab in the bottom right to see prompts
and questions in a pop-up.
Step 1: Ask a learner to read the text on the left.
Step 2: Now tell learners we will watch the video
twice. Encourage them to pay close attention to
fractions and percentages and how they can be
used interchangeably in a presentation. Also
encourage them to note any vocabulary they hear
that they are unfamiliar with.
Step 3: After watching twice, ask learners to share
in their own words a summary of the information
from the video.
Step 4: Now click the gray tab in the bottom right
of the slide. Ask learners to read the questions
aloud and take turns sharing their answers.

(Slide 6): Percentages
Aim: Describe the data contained in pie charts.
About the features on this slide:
Click the play button to listen to the audio. Click
on the “eye” icon to see the transcript in a
pop-up.
Step 1: Ask a learner to read the instructions and
check for understanding.
Step 2: Starting with the first pie chart on the left,
ask the learners to each describe something about
the chart. Try to get as many different answers as
possible.
Step 3: Once the learners have described the chart
in detail, tell them, we will listen to each audio
twice to make sure they have heard and
understood it.
Step 4: After listening, ask them if there was any
information that they hadn’t included previously.
Step 5: Repeat this process for the other 2 pie
charts.

(Slide 7): Presentation Prep
Aim: Demonstrate how we describe data on a
graph.

About the features on this slide:
Click and drag each card to the trash can to
reveal the one below..
Step 1: Ask a learner to read the instructions aloud.
Step 2: Starting with the first card, read it aloud and
ask learners to point out what it’s referring to in the
corresponding chart/graph. Then, drag the card to
the trash.
Step 3: Repeat this process until all the cards have
been viewed.

(Slide 8): Adverb or Adjective
Aim:
Demonstrate the way to change an adverb
+ verb sentence to an adjective + noun sentence.
About the features on this slide:
Hover your mouse over the hand icon to reveal a
tool tip about the verb ‘plateau’. Click on
‘sentence structure’ to reveal a grammar card.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Ask a learner to read the first set of
sentences aloud. Then, ask them to identify the
difference between the two sentences. (If they are
unclear, point out the part of the sentence that
changes.)
Step 3: Once they’ve identified what the change is,
click on the ‘sentence structure’ button and review
the information.
Step 4: Go through the next three sentences in the
same fashion. For the final sentence read the first
half and then hover over the hand icon to highlight
that ‘plateau doesn’t use an adverb. Then, read the
altered version of the final sentence.

(Slide 9): Describing Graphs
Aim: Practice describing graphs with the target
language.
About the features on this slide:
Click on ‘sentence structure’ to reveal a grammar
card. Hover over the “eye” icon to see the
transcript in a pop-up.

Step 1: Ask a learner to read the instructions aloud.
Step 2: Starting with the first graph, model an
example by describing the information in the
graph, such as “from March to April expenses
sharply increased.” Then ask learners to describe
the same graph, using both formats.
Step 3: Once learners have described the chart,
hover over the eye icon below the reveal a sample
description and see how it compares to what the
learners have said.
Step 4: Repeat the process for the next three
charts. (You do not need to provide an example for
each chart/graph unless students need support. You
can also review the sentence structures by clicking
on the ‘sentence structure’ button).

(Slide 10): Describing Data
Aim:
Listen to data and identify which graph it
describes.
About the features on this slide:
Click the play button to listen to the audio. Click
on the “eye” icon next to the audio to see the
transcript in a pop-up. Drag the audio over to
the correct chart. Click on the orange eye icon on
each chart/graph to see the full transcript.

Click the “enter” button to “enter” the portal.
Slide 12: Watch a short video from Sentinel’s sales
team about Q1 and Q2 sales, and answer
comprehension questions.
About the features on this slide:
Click the play button to watch the video. Click
the gray tab in the bottom right to see prompts
and questions in a pop-up.
Step 1: Ask a learner to read the text from the
message aloud..
Step 2: Now tell learners we will watch the video
twice. Encourage them to pay close attention to
the descriptions of the charts in the presentation.
Also encourage them to note any vocabulary they
hear that they are unfamiliar with.
Step 3: After watching twice, ask learners to share
in their own words a summary of the information
from the video.
Step 4: Now click the gray tab in the bottom right
of the slide. Ask learners to read the questions
aloud and take turns sharing their answers.

(Slide 13): Milestones and Accomplishments
Step 1: Ask a learner to read the instructions aloud.
Step 2: Tell learners we will listen to each audio
twice to make sure they have heard and
understood it.
Step 3: Play the first audio twice. After listening, ask
the learners which chart they think it goes with and
move it under that chart.
Step 4: Repeat the process with all the other
audios, dragging them over to the chart/graph the
learners indicate.
Step 5: Once all the audios have been placed, click
on the eye icon for each chart/graph to see if the
learners correctly matched them.

(Slides 11 and 12): Sentinel’s Sales
Slide 11: Show learners the employee portal for
Sentinel.
About the features on this slide:

Aim: Watch the video and review the presentation
of data at work.
About the features on this slide:
Click the green eye icon to see an example script
to go with the video. Click on the 'play' button to
start the video and use the video controls to
pause, go back, or move forward in the video.
Step 1: Explain to the learners that they will be
watching a video that shows different graphs and
charts being presented at an end of year meeting
for a company. Ask them to take notes for each
chart so they can share after the video. Play the
video.
Step 2: At the end of the video, ask learners to
describe the four different charts, and make a list in
the chat function of your VC platform that learners

will be able to reference and build on each other's
ideas.
Step 3: Once learners have described all the charts,
click on the green eye icon to reveal an example
script and see how it compares to the one the
learners put together in the VC chat.
Tip: You can replay certain parts of the video to
review the content for learners.

(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.

14. 4: Reassuring Others and Boosting
Conﬁdence in Plans
Objectives: Use phrases and idioms to
reassure someone of a plan and provide
additional confidence at work.
(Slide 3): Warm-Up!
Aim: Introduce the context of the lesson and get
learners talking.

◉ Teacher skill: Warm-up activities
Refer to Teacher Skills in the Appendix to learn
about conducting warm-up activities.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Select another learner to read the first
question aloud. Ask other learners to share their
answers.
Step 3: Repeat this process for each of the
remaining questions.

(Slide 4): A Rough Day at Work
Aim: Read about employees’ bad days at work.
About the features on this slide:
Click each employee’s photo to read about their
terrible day in a pop-up.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Ask another learner to select one of the
employees. Click that employee’s photo and ask
the learner to read about that person’s day aloud.
Step 3: Repeat this process for each employee.
Step 4: Ask learners to summarize what each
employee is dealing with at work. Then, ask
learners who they think is having the worst day, and
why. Invite them to share their answers and justify
why they think this person’s day is the worst of all.

(Slide 5): Encouraging Texts
Aim: Present phrases used to encourage others.
About the features on this slide:
Click the instructions button to read the
instructions in a pop-up. Click the person’s image

at the bottom of each phone to review why their
day was so bad.
Step 1: Click the instructions button. Ask a learner
to read the instructions aloud.
Step 2: Now ask learners what they remember
about Kyle’s bad day. Click his image to see the
information again in a pop-up if necessary.
Step 3: Ask two learners to read the dialogue aloud
between Kyle and his friend.
Highlight the
underlined phrases used to encourage Kyle.
Step 4: Repeat this process with the remaining two
conversations.

(Slide 6): Presentation Nerves
Aim: Listen to a conversation between two
colleagues using encouraging phrases.
Then,
answer the questions.
About the features on this slide:
Click the play button to listen to the audio.
Hover over the Q buttons to reveal questions.
Click the A buttons to see the answers in a
pop-up. Click the eye button to see the audio’s
script in a pop-up. Click the “phrases” button to
see the previously-taught phrases.
Step 1: Ask a learner to read the instructions aloud.
Step 2:Listen to the audio two times. Afterward,
ask learners to tell you the main idea of the
conversation.
Step 3: If necessary, listen again while reading the
script (click the eye button) or invite two learners to
read the script aloud as a dialogue. With the script
open, review the new phrases in bold with the
learners.
Step 4: Hover over the Q1 button and ask a learner
to read the question aloud. Invite learners to share
their ideas before clicking the A button to see the
answer in a pop-up.
Step 5: Repeat this process with the remaining
questions. The third question is open-ended. The
“phrases” button contains useful phrases that
learners may use in their answers.

(Slide 7): Colleague Pep Talks
Aim: Listen to worried colleagues describe their
problems at work. See excerpts from their recent
performance review and use that information to
encourage and motivate them using phrases from
the lesson.
About the features on this slide:
Drag the doors away to reveal a colleague. Click
the eye buttons to see what each person says.
Click the pin buttons to see excerpts from each
colleague’s performance review.
Click the
phrases and task buttons to see more
information in a pop-up.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Now ask a learner to choose a door. Drag
that door to the bottom left of the slide. Click the
eye button to see that person’s problem in a
pop-up. Ask a learner to read it aloud.
Step 3: Now tell learners we need to give that
person a pep-talk. You can have learners take turns
sharing aloud, or you can tell learners to type an
encouraging message to that employee in the chat
function of the VC platform you’re using.
Encourage them to use the information they’re
about to see from the performance review, as well
as the phrases from the lesson.
Step 4: Click the yellow pin button to see 4
excerpts from the colleague’s performance review.
Ask learners to take turns reading them aloud.
Step 5: Now give learners 1-2 minutes to prepare
what they would say/write to this colleague. Click
the “phrases” button to show them a list of the
phrases used in the lesson so far.
Step 6: Invite them to share their answers. Elicit
self- and peer- error correction before providing it
yourself. Praise the use of specific phrases from
class.
Step 7: Repeat these steps for each of the doors.
Then, click the “task” button. Ask a learner to read
the instructions. Then, have learners take turns
reading aloud the five new phrases and what they
mean. Ask learners to choose 1-2 of the phrases
from the list. Go back to the slide and review the
problems of each employee, and ask learners to

share which employee they could say that phrase
to based on the problem and the performance
review excerpts.

(Slide 8): Encouraging Colleagues
Aim: Match the situations to the new phrases.
About the features on this slide:
Drag the phrases in yellow boxes to the situation
they best address. Click the + button to check
answers.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Show learners on the right that the list of
phrases are the phrases we just worked with in the
task of the previous activity.
Step 3: Ask a learner to read the first situation
aloud. Instruct learners to either say their answers
aloud for which phrase addresses that situation
best, or share in the chat. Alternatively, you can
give control of your screen to your learner (if the
VC platform allows) to drag the phrase themselves,
or have them write their answers to share at the
end of the activity.
Step 4: Repeat the process you followed above for
each of the phrases. Check answers as you go or at
the end.
Step 5: Click the + button to see the answers in a
pop-up.

(Slide 9): Reassuring Teammates
Aim: Read a company announcement and the
messages that different team members send about
it. Reassure each employee based on the details of
their message using the phrases from today’s
lesson.
About the features on this slide:
Click the instructions button to read the
instructions aloud. Click each person’s message
to read the entire message in a pop-up. Click the
“phrases” button to see the phrases from the
lesson in a list.
Step 1: Click the instructions button and ask a
learner to read the instructions aloud.

Step 2: Now ask another learner to read the
message from CEO Ramesh Patel aloud.
Step 3: Now ask a learner to choose an employee
on the right. Click that employee’s message to see
the full message in a pop-up. Ask another learner
to read it aloud.
Step 4: Ask learners to take 1 minute to prepare an
answer to that employee. Encourage them to
invent new details about the importance or value
of that person’s contribution to the team to add to
their reassuring message, as well as the phrases
from today’s class. After a minute, ask learners to
share what they would say to that person.
Step 5: Repeat this process for each of the workers.
If at any point you notice the same phrases being
repeated, click the phrases button to see more
options in a pop-up, and encourage learners to try
using different ones.

(Slide 10): Reassuring Bosses
Aim: Examine how new phrases can be used to
reassure a boss or manager about progress at work.
About the features on this slide:
Click the photos of each pair of workers to see a
dialogue in a pop-up. Click each number to see a
question in a pop-up. Scroll down in the pop-up
to see the answer.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Now ask learners to choose a pair of
workers. Click that pair of workers to see a dialogue
in a pop-up. Ask 2 learners to perform the dialogue
aloud. Afterward, highlight the phrases in orange.
Ask learners to say them aloud and guess what
they think they mean.
Step 3: Click the numbered boxes in that square.
Ask a learner to read the question in a pop-up. Ask
other learners to share their answers before
scrolling down to reveal the correct answer.
Step 4: Repeat this process for each pair.

(Slide 11): Opposites
Aim: Match phrases from the previous activity to
phrases of the opposite meaning. Then, use the
phrases to answer questions.

About the features on this slide:
Hover over each image to see the employee’s
problem.
Drag the phrases below to the
opposite match. Click the eye button to check
your answers. Hover over the Q buttons to reveal
prompts that elicit the phrases.
Step 1: Ask a learner to read the instructions aloud.
Step 2: Hover over the first employee’s image. Ask
a learner to read about the employee’s problem
aloud. Highlight the new phrase and ask the learner
to think about what it means.
Step 3: Now ask learners to match the phrase
below that means the opposite of the phrase in the
text. You can ask learners to answer aloud, give a
learner control of your screen to drag the phrase to
its match, or ask learners to write their answers
down to check at the end of the activity.
Step 4: Repeat the process you’ve followed above
for each of the employees. Check learner’s answers
as you go or at the very end by clicking the eye
button to reveal the opposites for each phrase.
Step 5: At the end, hover over each of the question
buttons below. Ask a learner to read the question
aloud, and then ask several learners to share their
answers using the vocabulary from the activity.

(Slide 12): Speaking Prompts
Aim: Answer speaking prompts about reassuring
and encouraging others in the workplace.
About the features on this slide:
Hover over each number to reveal a prompt or
question. Click the “phrases” button to see a list
of the phrases used in the lesson.

Step 3: Now ask that learner to choose a new
number and repeat the process.
Encourage
learners to use the phrases from the lesson. If
necessary, click the “phrases” button to review
these in a pop-up. Elicit self- and peer- correction
before providing error correction yourself
throughout the activity.

(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
Step 1: Ask a learner to read the instructions aloud.
Step 2: Ask another learner to choose a number.
Hover over that number and ask the learner to read
the question or prompt aloud. Then, ask them to
answer. After that, ask them to choose another
learner to answer the same question.

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 her

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.

