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	MATERIALS CHECKLIST

	Item
	Provider

	· Participant Folders (containing Name Card, Welcome Letter, and Course Registration Forms) 
	Partnership

	· Participant Handouts #1 - #92
	Partnership

	· Flip Chart Pads or White Board
	Training Site or Partnership

	· Markers, Pens, and Masking Tape
	Training Site or Instructor


Master Listing of Instructor References and Handouts

Instructor References

Instructor Reference #1:
Welcome to today’s training course…
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Measurement of Learning: Post-Course Assessment Answer Key
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Handout #1:
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The Present Tense
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Don’t!
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To Be, Have, and There
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Can, Could, and Must

Unit 3:  Personal and Job Information

Handout #19:
Using the Verbs “To Be” and “To Do” in the Present Tense

Handout #20:
SUNY Albany’s Personal Data Sheet
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Cardinal and Ordinal Numbers

Handout #22:
Sample Paycheck

Handout #23:
Reading Comprehension Exercise

Handout #24:
Writing Exercise: My Story—Homework 

Handout #25:
Verb Tense

Handout #26:
Collective Nouns

Handout #27:
Pronoun Usage
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The Present Perfect
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List of Irregular Verbs
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The Present Continuous
Handout #32:
Two Bathrooms -- Illustrations
Handout #33:
Two Bathrooms:  Sentences
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Mopping, Cleaning, Lifting, and Carrying
Handout #35:
The Third Person Singular S – Present Tense

Handout #36:
How to Mop

Handout #37:
Simple Past Tense

Handout #38:
Matching Exercise

Unit 4:  Family:  Using the Verbs: “To Be,” “To Have,” “To Want,” “To Need” -- Present, Past & Future

Handout #39:
Family Vocabulary

Handout #40: 
Adjectives

Handout #41:
Verb:  “To Be”

Handout #42:
Verb:  “To Have”

Handout #43:
Personal Needs or Wants
Handout #44:
Parts of Speech

Unit 5:  Community Services and Agencies
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What Community Services are in Your Area?

Handout #46:
Simple Past – Regular and Irregular Verbs

Handout #47:
Expressing an Untrue Condition in the Present

Handout #48:
Writing Exercise:  Visiting a Community Agency – Homework

Handout #49:
Making Questions - Unreal Condition in the Present

Handout #50:
Individual Exercise:  Against the Law
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Yes/No Questions using the Verb “To Be”

Handout #52:
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Handout #54
Feeling Bad

Handout #55:
Writing Exercise:  Four Important Community Agencies – Homework

Handout #56:
Opening a Banking Account

Handout #57:
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Handout #58:
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Unit 6:  Health

Handout #59:
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Handout #60:
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Handout #61:
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Time
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OBJECTIVES

Participants will be able to:

· learn the English necessary to meet immediate needs at work and at home and gain better control of the features of American English language, engage in activities though a variety of student groupings to read, gather, share, discuss, interpret, organize, analyze, and present information;

· improve the ability to understand the English language, improve speaking, listening, writing and reading skills, develop new strategies for reading comprehension, and further develop numeric verbal skills where needed; 

· set personal learning goals and objectives, engage in activities to share, reflect on, develop, and express, and to interpret opinions and evaluations about a variety of experiences, ideas, and information;

· give clear and accurate personal information, listen attentively, take turns speaking, and build on others’ ideas when engaged in pair, group or full-class discussions on personal, social, community, and work related purposes;

· give clear and accurate descriptions of personal and work history; compare and contrast oral social and cultural norms, identify similarities and differences and universal cultural themes;

· identify community, banking and job related resources and ways to obtain and utilize these resources to meet personal needs; express detailed wants and needs, read, gather, view, listen to, organize, discuss, interpret and analyze information related to community, and job content areas from various sources;

· give clear and accurate information about forms of transportation; read and interpret schedules and maps, ask for and give directions; express time, use  appropriate vocabulary, interpret and demonstrate knowledge of oral communication features, and understand the context in which they are used appropriately; including, volume, stress, intonation, pace, rhythm, and pauses;

OBJECTIVES continued

· give clear and accurate information about past and present jobs using job-related vocabulary and idiomatic expressions, distinguish between fact and opinion, and relevant and irrelevant information in oral and written presentation; and

· provide job description, discuss job performance issues and remedies for improvement in order to write a job performance evaluation with suitable supporting materials such as: facts, illustrative examples, anecdotes, and personal experiences

GROUND RULES

1. Listen with respect.

2. Observe the time schedule.

3. Participate fully.

4. Have fun!

	AGENDA

	Unit 1:
Registration, Welcome and Introduction (Day 1)


Assessment (Day 2)

	Unit 2:
Getting Started – Basic Rules of English (Days 3 – 8)

	Unit 3:
Personal and Job Information – Using the Verb “To Be” and “To Do” Present Tense (Days 9 – 14)

	Unit 4:
Family:  Using the Verbs:  “To Be,” “To Have,” “To Want,” and “To Need” -- Present, Past and Future (Days 15 – 20)

	Unit 5:
Community Services and Agencies (Days 21 – 26)

	Unit 6:
Health (Days 27 – 30)

	Unit 7:
Time, Transportation, On-the-Job Directions


and Instructions (Days 31 – 40)

	Unit 8:
Writing Skills, Clichés, Word Choice (Idioms), and Often Confused Words (Days 41 – 47)

	Wrap Up
Measurement of Learning (Day 48)


Day 1:  Unit 1:

Registration, Welcome and Introduction TC "Unit 1:

Registration, Welcome and Introduction" \f C \l "1" 
Unit Objective(s):

Participants will be registered, welcomed, and introduced to the course.

Time:



1 hour

Materials or Equipment:
Sign-In sheet, Partnership folders, flip chart, markers, tape

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	(5 min.)

Instructor Presentation:

(20 min.)

Instructor Presentation:

Group Discussion:

	Registration, Welcome and Introduction

Registration:

On a flip chart, Write the title of the ESOL course, instructor’s name, schedule, and classroom number.  
Participants must sign-in and be given a Partnership folder and dictionaries.

Welcome and Introduction:

Good morning (or afternoon) and welcome to:  English for Speakers of Other Languages (ESOL) for Custodial Workers.

Ask the representatives from the agency, CSEA, and the Partnership (if present) to welcome participants.  Go over registration forms.    Distribute and explain photo release form.

Introduce the training program by referring participants to their Partnership folder containing a Welcome letter and course materials.

Overview:

Introduce yourself, briefly outlining your experience and qualifications.

This course is designed to enhance your reading, writing, listening and verbal language skills as well as your decision-making and problem-solving skills.  

This course also addresses life skills in the areas of family, health, interpersonal communication, community, job, and numeric usage in language and culture so that you can be better prepared for your every day life and work in North America.

The class consists of 48 sessions, 2 sessions a week for 24 weeks, 2 hours a session for a total of 96 hours.  A 10-minute break is provided per session.

Handout #1:  Objectives

Review the objectives with the participants. Check for comprehension by asking questions.

Review the ground rules with the participants.  On a flip chart, list the ground rules agreed to with the participants.  Display it somewhere in the room.
Handout #2:  Agenda

Review the agenda with the participants. Check for comprehension by asking questions.

Handout #3:  Self-Assessment of Goals and Needs

Review Handout #3 with the participants.

Write on a flip chart:

Language Skills:

Listening

Speaking

Reading

Writing

Life Skill Topics:

Health

Family Life

Community

Work

Have participants ask and answer questions about themselves and others. Discuss the overall goals and objectives of this course.  Brainstorm reasons for taking this ESOL course with the participants and what they hope to learn from it.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.

Instructor Reference #1:  Welcome to today’s training course…



	(10 min.)
	BREAK
	


Day 1:  Unit 2:

Getting Started:  Basic Rules of English TC "Unit 2:

Getting Started:  Basic Rules of English" \f C \l "1" 
Unit Objective(s):
Participants will be able to identify the overall goals and objectives of the ESOL course, and assess their skills in reading, writing, listening, and speaking.

Time:



50 Minutes

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Writing Activity:

Group Exercise:
	Getting Started:  Basic Rules of English
Handout #4:  Peer Review Form:  Personal Information Questions

The purpose of this exercise is to measure the participants’ basic comprehension of the English language.

Handout #5:  Ice Breaker

Have participants move around and find a match for each statement or divide them into three groups and have them share and fill out the information.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Day 2:


TABE Assessment Tool

Greet and welcome participants to the class.

Administer the TABE Assessment Tool on the second day of class.

Please remember to give participants a 10 minute break during this time.

Days 3-8:  Unit 2:
Getting Started:  Basic Rules of English continued

Unit Objective(s):
Participants will be able to ask and answer questions about themselves and others, write sentences using this information, ask for assistance, clarification, repetition, and explanation, identify life skills objectives and language learning needs, and set ground rules.

Time:
9 hours (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activity:
Instructor Presentation and Group Discussion:

(10 min.)

Instructor Presentation and Small Group Activities:

Instructor Presentation:

Instructor Presentation and Group Activity:

Instructor Presentation and Group Activity:

(10 min.)

Instructor Presentation and Group Activities:


	Getting Started:  Basic Rules of English continued

Greet and welcome participants.  Review information previously covered, if necessary.

Introduce yourself (again) stating your name, where you are from, etc.

Have the participants introduce themselves by stating their names, agencies, job titles, their native language, and what country they are from.

Introduce the ESOL course description and present life and work skills topics and objectives.

This ESOL course is designed to improve your basic language skills (listening, speaking, reading and writing) as well as your decision-making and problem-solving abilities in the life skill areas of health, family, life, community, on-the-job, and numeric expressions, etc.

Copy the underlined content keywords on to a flip chart and discuss with participants.  Have them include these words in their vocabulary log in the back of their binder.  Check for comprehension.

Handout #6:  Checking for Understanding

Use Handout #6 to reinforce the importance of listening and understanding what has been shared so far.  Do this as a group discussion. 

BREAK

Peer Review Form:  Personal Information Questions and Ice Breaker 

Review Handouts #4 and #5 with the participants.

Divide participants into groups of four and have them choose a partner to interview.  Ask participants to share what they have learned about their partner.

Life Skills Survey Questions:

Handout #7:  Life Skills Survey Questions 

Review Handout #7 with the participants.  Have participants switch partners and ask life skills questions of each other.  Listen to pronunciations and coach as needed.

Weekly Vocabulary Log:

Introduce five to ten new vocabulary words for participants to look up in English and in their native language. Tell them that you will review the words with them at the next session.

Supplemental Materials:  Weekly Vocabulary Log

Ask them to fill in words they use at work on their vocabulary log on the back of their binders.  Tell participants that the Weekly Vocabulary Log will be reviewed each week with words being added as we move through the course.

Ask participants  to bring a copy of their paycheck stub to use in next week’s session.

Basic Parts of English Sentences:

Handout #8:  Basic Parts of English Sentences

Review Handout #8 with the participants.  

Provide information on nouns, verbs, pronouns, adjectives, adverbs, prepositions and conjunctions.

Every sentence has a subject and a verb.  The subject tells us who or what the sentence is about.  The verb describes the actions that the subject performs.

Verbs explain what has already happened, is happening now, or will happen in the future.  The tense of a verb changes in order to specify when something happens.  The present tense of a verb indicates that the action or state is taking place now (or that it takes place regularly.

Example:
She walks five miles at dawn.



You are the best nurse in the State.

Write job-related sentences on a flip chart and have the class identify nouns, verbs, pronouns, etc. 

Handout #9:  Basic Parts of English Sentences Exercise

Review Handout #9 with the participants and have them complete the exercise.

Using their new knowledge, ask participants to complete the assignment on Handout #9.  Tell them that you will review their writing with them at the next session.

BREAK
During the five to six days allotted for Unit 2 topics, review Handouts #10 through #18 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #10:  Types of Sentences

Handout #11:  Making Sentences

Handout #12:  The Present Tense

Handout #13:  Making Questions

Handout #14:  Short Forms (Contractions)

Handout #15:  Don’t!

Handout #16:  Practice Exercise

Handout #17:  To Be, Have, There

Handout #18:  Can, Could and Must

Introduce five to ten new vocabulary words for participants to look up, for “Job and Personal Information” in English and in their native language for homework.

Introduce five to ten new vocabulary words for participants to look up relate to “Family” in English and in their native language for homework.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Days 9-14:  Unit 3:
Personal and Job Information – Using the Verbs “To Be” and “To Do” in the Present Tense TC "Unit 3:
Personal and Job Information – Using the Verb \“To Be\” and \“To Do\” Present Tense" \f C \l "1" 
Unit Objective(s):
Participants will be able to ask and answer questions about themselves and others, write sentences using this information, ask for assistance, clarification, repetition, and explanation, identify life skills objectives and language learning needs, and set ground rules.

Time:
9 hours (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activities:

(10 min.)

Instructor Presentation and Group Activities:


	Personal and Job Information – Using the Verbs “To Be” and “To Do” in the Present Tense

Greet and welcome participants.  Review information previously covered, if necessary.

Handout #19:  Using the Verbs “To Be” and “To Do” in the Present Tense

Handout #20:  SUNY Albany’s Personal Data Sheet

Review Handouts #19 and #20 with the participants and have them fill out Handout #20 as a group activity.

Cardinal and Ordinal Numbers:

Handout #21:  Cardinal and Ordinal Numbers

Review Handout #21 with the participants.

Have participants count orally both cardinal and ordinal numbers.

Sample Paycheck:

Explain the types of numeric information provided on the sample paycheck.

Handout #22:  Sample Paycheck

Review Handout #22 with the participants and have participants answer the questions about the sample paycheck..

Discuss vocabulary; gross, net, current pay period, deductions, union dues, etc.

Do verbal exercises on a fun activity they do on “Payday,” e.g., go to a movie, order Chinese food.

Brainstorm on the word “money” to elicit ideas on where and how it is spent.  Anticipate words like credit card, debt, bills, cell phone, etc. and discuss ideas.

Model questions:

Who works in your family?

Who decides how to spend the money?

What kinds of bills do you pay?

What is your biggest expense?

NOTE:  Personal finances/handling money is one of the most important life skills.  Please spend as much time as needed to help participants figure things out.  Exercise sensitivity and discretion in talking about money matters.  Determine the comfort level of the class before proceeding with this topic.  You may want to explore with the participants why talking about money may be uncomfortable.

BREAK

Introduce five to ten new vocabulary words for participants to look up in English and in their native language as a homework assignment.  Refer to the list below.

Savings
Toiletries

Expenses
Upkeep

Mortgage
Wages

Rent
Hobbies

Utilities
Childcare

Debt

Reading Comprehension:

Handout #23:  Reading Comprehension Exercise

Review Handout #23 with the participants and have them answer the questions about the story.

Handout #24:  Writing Exercise:  My Story -- Homework

Remind participants about completing Handout #24:  Writing Exercise:  Have them revise and re-write MY STORY as a homework assignment.

During the five to six days allotted for Unit 3 topics, review Handouts #25 through #38 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #25:  Verb Tense

Handout #26:  Collective Nouns

Handout #27:  Pronoun Usage

Handout #28:  The Present Perfect

Handout #29:  List of Irregular Verbs

Handout #30:  Present Perfect Exercise

Handout #31:  The Present Continuous

Handout #32:  Two Bathrooms – Illustrations

Handout #33:  Two Bathrooms:  Sentences

Handout #34:  Mopping, Cleaning, Lifting, and Carrying
Handout #35:  The Third Person Singular S – Present Tense

Handout #36:  How to Mop

Handout #37:  Simple Past Tense

Handout #38:  Matching Exercise


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Days 15-20:  Unit 4:
Family:  Using the Verbs:  “To Be,” “To Have,” “To Want,” “To Need” – Present, Past and Future TC "Unit 4:
Family:  Using the Verbs:  \“To Be,\” \“To Have,\” \“To Want,\” \“To Need\” – Present, Past and Future" \f C \l "1" 
Unit Objective(s):
Participants will be able to identify and describe family members using subject pronouns, basic adjectives, and the verbs “to be” and “to have,” draw their family tree and describe it to others, and write sentences describing their family.
Time:
9 hours  (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activities:
(10 min.)

Instructor Presentation and Group Activities:

Instructor Presentation and Group Activity:

	Family:  Using the Verbs:  “To Be,” “To Have,” “To Want,” “To Need” – Present, Past and Future
Greet and welcome participants.  Review information previously covered, if necessary (including Handout #8:  Basic Parts of English Sentences).

Divide the class into groups of two or four and have them answer the following questions from each other:

Where were you born? 

How long have you been in the USA? 

How did you get to the USA? (plane, train, boat, car, etc.)

Review Handout #24:   Writing Exercise:  My Story – Homework.   Make corrections and suggestions.  Ask participants to make additional revisions to their writing as a homework assignment.  Tell them you will review it with them at the next session.

BREAK

Family Vocabulary:

During the five to six days allotted for Unit 4 topics, review Handouts #39 through #43 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #39:  Family Vocabulary

Handout #40:  Adjectives

Handout #41:  Verb “To Be”

Handout #42:  Verb “To Have”

Handout #43:  Personal Needs or Wants 

When participants complete Handouts #43,  they can do so in groups of four.  Ask the groups to ask the following questions of each other:

Do you have any children? 

How many brothers and sisters do you have? 

Do you have any relatives in the USA?

How often do you go back to your country to visit family?

Remind participants to bring back their revised version of Handout #24:  Writing Exercise:  My Story – Homework.  Also, ask them to bring a picture or artifact that has to do with their story.

Introduce five to ten new vocabulary words for participants to look up in English and in their native language for homework.

Parts of Speech:

Review Handouts #40 through #42 again with the participants to reinforce adjectives and verbs. 

Handout #44:  Parts of Speech

Review Handout #44 with the participants focusing on nouns (singular and plural) and adjectives. 

Emphasize the connection between these building blocks and clear writing. 

Share the following statement:

 “Knowing the parts of speech can help you understand what kinds of words can be put together to express an idea precisely. This knowledge can help you develop your writing skills; you can recognize and reorganize groups of words that are out of place.”

The goal is not necessarily to memorize the parts of speech, but to use the tools and rules that will help demystify the English language, to show the logic and basic building blocks behind an effective sentence. 

Ask participants to complete Handout #44 and write a story about their family.

Introduce five to ten new vocabulary words for participants to look up related to “Community” in English and in their native language for homework.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Days 21-26:  Unit 5:
Community Services and Agencies TC "Unit 5:
Community Services and Agencies" \f C \l "1" 
Unit Objective(s):
Participants will be able to identify basic community resources, express personal needs related to these resources, and create a community resources directory.

Time:
9 hours  (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, and tape

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activity:
(10 min.)

Group Activity:

Instructor Presentation and Group Activity:

Instructor Presentation:

Group Activities:

 
	Community Services and Agencies
Greet and welcome participants.  Review information previously covered, if necessary.

Participants + Instructor = Learning Community:

Divide the class into groups of two or four and have them ask the following questions of each other:  

Do you send your work clothes to the cleaners or do you do your own laundry? 

Do you buy your books at a bookstore or do you borrow from the library? 

Do you have any relatives that work for New York State (NYS) or are you the only one in your family?

Do you take the bus or do you drive to work?

Review the homework assignment where participants wrote a story about their family.  Ask participants to share their stories.  As the writers read aloud, after giving positive feedback, write on a flip chart a sentence or two from each piece.

BREAK
Participants were asked to bring a photo or childhood memento from their culture to share.

Have participants talk about the object in a sharing circle.  

Have participants write descriptions of the objects, including details to add interest (e.g., age, event, place, significance).  Next, have them write the name of the participant who told the story and describe the character’s experience with this object  (e.g., whether it was sad, honest, frightening, or difficult.)

Handout #45:  What Community Services are in Your Area?

Review Handout #45 with the participants.

Handout #46:  Simple Past -- Regular and Irregular Verbs

Review Handout #46 with the participants and have the class complete the exercise.

As a homework assignment, ask participants to bring in community newspapers, sale flyers, PTA letters, or work/community newsletters. 

Have participants look through these publications and copy five to ten new vocabulary words to the Weekly Vocabulary Log.  Ask them to look up the meaning in English and in their native language.

Also, have participants look through the above listed publications and pick a product they would like to buy or an event they would like to participate in and explain why.

Participants + Service Providers = Community:

Ask participants brainstorm and list customs about dating and marriage in the U.S. and their native countries, including ages, range of choices, weddings, etc. 

Provide information on U.S. customs, and some cultural variations within the U.S. (e.g., Irish, Italian, German, African, Caribbean, Native Americans, etc.)

Handout #47:  Expressing an Untrue Condition in the Present

Review Handout #47 with the participants and have them complete the exercise as a group.

Handout #48:  Writing Exercise:  Visiting a Community Agency – Homework

Review Handout #48 with participants and ask them to complete it.  As a homework assignment, ask participants to revise and expand their story.

Handout #49:  Making Questions – Unreal Condition in the Present

Handout #50:  Individual Exercise:  Against the Law

Ask each participant to draw a universal picture to the best of their ability for each of the commands listed in this activity.  You may want to make if fun, by turning this exercise into a team competition.

Also, ask participants to choose ONE safety procedure from their jobsite.  They should prepare a handout demonstrating to the rest of the class step by step directions and draw a picture of the Universal Warning.  (Instructor should collect this assignment for future curriculum contextualization.)
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Example:  Door must be open with caution, so you won’t hit anybody coming the other way.



During the five to six days allotted for Unit 5 topics, review Handouts #51 through #58 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #51:  Yes/No Questions using the Verb “To Be”

Handout #52:  Yes/No Questions using the Verb “To Do”

Handout #53:  Getting a Ticket

Handout #54:  Feeling Bad

Handout #55:  Writing Exercise:  Four Important Community Agencies -- Homework

Handout #56:  Opening a Banking Account

Handout #57:  Writing Out Checks

Handout #58:  Verbs To Express Requirement, Permission, Possibility

Remind participants to complete Handout #55 as a homework assignment and that it will be reviewed at the next session.

Ask for volunteers to share their responses to last week’s writing assignment.  As the writers read aloud, after giving positive feedback, write on a flip chart a sentence or two from each piece.

Introduce five to ten new vocabulary words for participants to look up related to “Health” in English and in their native language for homework.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.

OPEN DOOR

SLOWLY




Days 27-30:  Unit 6:
Health TC "Unit 6:
Health" \f C \l "1" 
Unit Objective(s):
Participants will be able to identify read, and write parts of the body, identify aches, pains, and common diseases, and express emotions/feelings and identify ways to cope with them.

Time:
5 hours  (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activities:
(10 min.)

Instructor Presentation and Group Activities:


	Health
Greet and welcome participants.  Review information previously covered, if necessary.

Review last week’s assignment about Health. Have participants read aloud to the class.

Health Vocabulary:  Parts of the Body:

Handout #59:  Vocabulary:  Parts of the Body

Review Handout #59 with the participants.

Have participants individually fill out the chart and then compare notes with each other.  Make it fun, participants wearing the same color clothes, same color shoes, same color eyes, etc.

Aches and Pains:
Handout #60:  Aches and Pains

Review Handout #60 with the participants.  Have participants break into pairs and complete the exercise.

BREAK
Emotions/Feelings Vocabulary:

Handout #61:  Emotions/Feelings Vocabulary

Review Handouts #61 with the participants.

Read aloud a simple letter to a newspaper column such as “Dear Abby” while the participants read the letter silently.  Have participants discuss possible answers to the problem.  

Guide the participants in writing a brief response to the letter.  Have participants work in pairs and compare responses with one another and ultimately to the one printed in the column.

Introduce five to ten new vocabulary words for participants to look up related to “their job” in English and in their native language for homework.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Days 31-40:  Unit 7:

Time, Transportation, On-the-Job Directions and Instructions TC "Unit 7:

Time, Transportation, On-the-Job Directions and Instructions" \f C \l "1" 
Unit Objective(s):
Participants will be able to identify, read, and write job-related reports using appropriate verbs and nouns and write a simple description of their job, other job titles, locations, directions, schedules, and other basic tasks.

Time:
16 hours  (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activities:

(10 min.)


	Time, Transportation, On-the-Job Directions and Instructions
Greet and welcome participants.  Review information previously covered, if necessary.

Review last week’s assignment about job related words.

Have participants read aloud to the class their instructions about their individual safety sign.

Use the various safety signs provided by the participants to describe an incident/accident at work that requires emergency personnel, describes an agency that provides assistance for emergencies, and models making a 911 call.

Provide pairs of participants with emergency scenarios.  Have participants take turns role –playing 911 operators.  Operators must decide, on the basis of the information provided by the caller, which public agency to call (Police, Fire Department, Dog Catcher, Child Protective Services, the Electric Company, etc.)  Participants should provide feedback to the callers and operators.

During the nine to ten days allotted for Unit 7 topics, review Handouts #62 through #69 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #62:  Forms of Transportation

Handout #63:  Time

Handout #64:  “What” Questions in Simple Present and Future Tense

Handout #65:  “How” Questions with “To Be” in Present and Future Tense

Handout #66:  Buying a Ticket

Handout #67:  Making Questions with “How Much?” and “How Long?”

Handout #68:  Ways to Ask for Directions – Question Patterns

Handout #69:  Prepositions of Location

Before explaining prepositions, consider drawing a gorilla on the flip chart, then writing the words:

“I am running _____________ the gorilla.” 

Ask participants to call out words that fill in the blank. Write these down, noting that they are all prepositions.

BREAK
During the nine to ten days allotted for Unit 7 topics, review Handouts #70 through #82 with the participants.  Have participants complete exercises as group activities, when appropriate.

Handout #70:  Using Imperative to Give Directions

Handout #71:  Writing Exercise:  How to Get To           My House -- Homework

Handout #72:  Pair Activity

Handout #73:  Writing Exercise: My Neighborhood – Homework

Handout #74:  Campus Map – Illustration

Handout #75:  Quality Traits for Job Success

Handout #76:  Irregular Verbs – Past Tense and Past Participle

Handout #77:  Your Job Description

Handout #78:  Performance Evaluation Form

Handout #79:  Discussing Job Performance Outcomes

Handout #80:  Sentence and Paragraph Structure

Handout #81:  SUNY Albany Abbreviations and Jargon

Handout #82:  SUNY Albany Sample Documents and Forms

Have participants read aloud to the class the instructions and practice filling out the forms


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Days 41-47:  Unit 8:
Writing Skills, Clichés, Word Choice (Idioms), and Often Confused Words TC "Unit 8:
Writing Skills, Clichés, Word Choice (Idioms), and Often Confused Words" \f C \l "1" 
Unit Objective(s):
Participants will be able to improve their writing by recognizing clichés and identifying appropriate word choice and often confused words.
Time:
11 hours  (NOTE:  Please include a 10 minute break at the mid-point of each two hour session.)

Materials or Equipment:
Flip chart, markers, tape, overhead projection system (laptop and LCD projector or overhead projector), slides or overheads

	ACTIVITY and TIME
	DELIVERY INSTRUCTIONS and CONTENT
	INSTRUCTOR NOTES and REFERENCES

	Instructor Presentation and Group Activities:

	Writing Skills, Clichés, Word Choice (Idioms), and Often Confused Words

Greet and welcome participants.  Review information previously covered, if necessary.

Review last week’s assignment about a typical day at work.  Have participants read aloud to the class. Allow questions and answers 

Handout #83:  Clichés

Review Handout #83 with the participants and have them complete the exercise.

Handout #84:  Word Choice (Idioms)

Review Handout #84 with the participants and have them complete the exercise.

Discuss informal idiomatic U.S. English expressions for everyday use.  Support participants as they read the Handout #85 and then in-groups of four come up with as many sentences they have heard with these words as possible.  Make it fun! Make it a competition.

Handout #85:  Often Confused Words

Review Handout #85 with the participants and have them complete the exercise.

Divide participants into groups of four and have them write two sentences using clichés and two sentences using words or statements that they use at work, which no one from the outside would understand.

Developing Participant’s Writing Skills:

Handout #86:  Write for Your Reader’s Needs

Handout #87:  Writing Better Messages

Handout #88:  The Purpose for Writing

Tell the participants they will be learning how to disagree politely, and announce a ridiculous new rule to the class to spark protest and questions for the participants (e.g., participants will only be allowed to complete homework assignments on black paper and with crayons). 

Coach participants on appropriate ways to phrase their concerns and respond to their concerns with more ridiculous responses (….because the instructor thinks crayons are prettier than pens) to draw out the experience.  

At the end of the activity, participants discuss how comfortable they felt while disagreeing and compare strategies for disagreeing in the native cultures with the strategies learned though the activity.

Handout #89:  Proofreading Exercise

Handout #90:  Better Writing Exercise

Handout #91:  Punctuation Group Exercise

Review Handouts #89 through #91 with the participants and have them complete the exercises.


	Various homework assignments are included in this course.  Please be sure to review completed assignments each week with the participants.




Day 48:
Wrap-Up:  Measurement of Learning and Advisement for Future Learning Opportunities

Greet and welcome participants to the class.

Have participants complete the Measurement of Learning:  Post-Course Assessment.

Please remember to give participants a 10 minute break during this time.

Thank participants for completing this course.
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