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Participant pack

Module 7a
Developing the personal English skills of teachers and assessors

Induction workshop

Handouts

HO 1: Workshop reflection sheet 

HO 2: Speaking and listening self-assessment mark sheet
HO 3: Self-study revision pack 

HO 4: Course glossary 
PowerPoint slide notes 

HO 1: Induction workshop reflection sheet 

Use this sheet to record your own reflections and development needs.
	Introductory activity

(underpinning knowledge)
	

	Language awareness (‘noticing’)
	

	Review of initial assessment
	

	Carousel of activities (assessment / consolidation / learning)
	

	Discussion (‘language histories’)
	

	Proofreading
	

	Completion of ILP
	

	General comments
	


HO 2: Speaking and listening self-assessment mark sheet
You have just taken part in the ‘noticing discussion task’. Now, work with a partner to decide how confident you both feel about speaking and listening in terms of the Level 3 criteria listed below (you will use ‘can do’ cards to do this, a technique often used with adult literacy / language learners for self-assessment).

After your discussion, award yourself marks for your noticing discussion, using the marking sheet below.
	Speaking and listening focus area

Did you…?
	Possible marks
	Your mark

	Express yourself clearly and effectively 
	Up to 2 marks
	

	Select appropriate linguistic techniques / strategies to ensure that your speech links together coherently
	Up to 3 marks
	

	Recognise, use and respond to non-verbal communication
	Up to 2 marks
	

	Listen critically and show evidence of your understanding
	Up to 2 marks
	

	Recognise the speaker’s intention
	Up to 2 marks
	

	Listen and respond in an appropriate manner
	Up to 2 marks
	

	Total marks
	


HO 3: Level 3 literacy and language self-study pack

· You will find the content of the master classes much more accessible if you have reviewed and, where necessary, practised the topics listed below.
· The links are to websites containing information as well as literacy and language-based activities.
· The links may help you develop your personal abilities and confidence in areas where you may be a little rusty (refer to your initial assessment and induction tasks for topics you could work on).
· Use your ILP to guide your selection.
· In addition to the suggested links in the chart below, there are several very useful books which you could read to help you learn more about language and literacies. Examples include:

·  The Adventure of English, Melvin Bragg, 2003

· The Routes of English, Melvyn Bragg, BBC Radio 4 
· David Crystal – many titles including: How Language Works, Penguin, 2006; The English Language, Penguin, 2002; Rediscover Grammar, Pearson Longman, 2004; ‘The Cambridge Encyclopaedia of Language, Cambridge University Press, 2010

· Pragmatics, 1996 revised 2008, OUP, George Yule 
· More Powerful Literacies, Jim Crowther, Lyn Tett and Mary Hamilton, NIACE, 2012
· Verbal hygiene (the politics of language), Deborah Cameron, Routledge, 1995
· My Personal Language History,  Harris and Savitzky, ILEA, 1989
Other useful links

· You should become familiar with the adult literacy and adult ESOL core curricula: http://www.excellencegateway.org.uk/sflcurriculum
· The LSIS English, maths and ESOL hub has a wealth of material to support literacy / language / English, including the following small selection: 

· functional skills http://www.excellencegateway.org.uk/node/21154; 

· dyslexia http://www.excellencegateway.org.uk/node/23686; 

· embedded learning http://www.excellencegateway.org.uk/node/21314; and

· CPD http://www.excellencegateway.org.uk/node/21207 
· RaPAL (Research and Practice in Adult Literacy) holds an annual conference and publishes three journals per year: http://www.literacy.lancs.ac.uk/rapal/ 

· The Move On website has resources for learners but also a great deal of material to support teachers – see the Teacher Route: http://www.move-on.org.uk/ 

· BBC Learning has a useful section for adult learners, with sections on spelling and grammar: http://www.bbc.co.uk/learning/adults/ 

Note: Materials have been recommended from a number of sources; links and accuracy cannot be guaranteed. Note that many of the links are to sites from the US and other English-speaking countries and so may not always reflect UK spelling and other conventions. 

	Speaking and listening

	Features of spoken English
	Structural features of speech

http://www.universalteacher.org.uk/lang/speech.htm 



	
	Differences between spoken and written English 

http://www.articlesbase.com/education-articles/difference-between-written-and-spoken-language-1980929.html


	
	Dialect levelling and received pronunciation

http://www.universalteacher.org.uk/lang/rp.htm


	Discussions
	Brainstorming ideas/ arguing a case

http://bmf.sumsx1.ebiz.co.uk/media/learninglibrary//Key%20Skills%20-%20Communication/Level%203%20Workbook%20-%20General%20Information.pdf


	Presentations
	Effective presentations

http://www.bbc.co.uk/keyskills/comms/level3/module3/1.shtml


	
	Giving a presentation

http://bmf.sumsx1.ebiz.co.uk/media/learninglibrary//Key%20Skills%20-%20Communication/Level%203%20Workbook%20-%20General%20Information.pdf


	
	Planning a presentation

http://www.mindtools.com/CommSkll/PresentationPlanningChecklist.htm 



	
	Planning a presentation

http://www2.le.ac.uk/offices/ld/resources/presentation/planning-presentation


	Different ways of listening
	Three levels of listening

http://communicatebetter.blogspot.co.uk/2009/01/three-different-levels-of-listening.html 



	Non-verbal communication
	Non-verbal communication in the classroom

http://www.articlesbase.com/literature-articles/non-verbal-communication-906189.html 



	Writing

	Writing process
	Writing guide

http://www.studygs.net/writing/index.htm

	
	General (essay) writing

http://www.bbc.co.uk/keyskills/comms/level3/module6/1.shtml


	
	General writing skills and workshops/resources

http://owl.english.purdue.edu/exercises/ 



	Planning
	Pre-writing

http://www.studygs.net/writing/prewriting.htm


	
	Mind/ concept mapping

http://www.studygs.net/mapping/


	
	Determining audience/readership

http://www.studygs.net/writing/audience.htm


	
	Determining purpose for writing and audience

http://writing.colostate.edu/guides/guide.cfm?guideid=5 



	
	Analysing a text

http://whyword.wordpress.com/tag/conventions-of-writing/


	Text types
	Letter writing

http://archive.excellencegateway.org.uk/page.aspx?o=221123


	
	Report writing

http://www.bbc.co.uk/keyskills/comms/level3/module4/1.shtml


	
	Writing types (memos, letters, reports)

http://bmf.sumsx1.ebiz.co.uk/media/learninglibrary//Key%20Skills%20-%20Communication/Level%203%20Workbook%20-%20General%20Information.pdf


	Drafting
	Rough drafts

http://www.studygs.net/writing/roughdrafts.htm


	Accuracy
	Punctuation

http://www.grammar-monster.com/


	
	Punctuation
http://www.teachfind.com/national-strategies/module-5-punctuation


	
	Online dictionary

http://www.merriam-webster.com/home.htm 



	
	Spelling (homophones)

http://www.grammar-monster.com/


	Proof-reading
	Proof-reading

http://www.studygs.net/writing/proofreading.htm


	Cohesion and coherence
	Editing your writing for coherence, cohesion and content

http://pdfcast.org/pdf/editing-your-writing-for-content-coherence-and-cohesion


	
	Examples of cohesive devices

http://home.ku.edu.tr/~doregan/Writing/Cohesion.html 




	Reading

	Pre-reading
	Pre-reading strategies

http://www.studygs.net/preread.htm


	
	http://departments.weber.edu/teachall/reading/prereading.html


	
	http://www.palomar.edu/reading/r110hybrid/Module%201/mod1.1ReadingProcess.htm


	Reading strategies
	Skimming, scanning and speed reading

http://bmf.sumsx1.ebiz.co.uk/media/learninglibrary//Key%20Skills%20-%20Communication/Level%203%20Workbook%20-%20General%20Information.pdf


	
	https://cramberry.net/sets/21313-reading-and-reading-subskills


	
	Careful reading

http://orelt.col.org/module/unit/3-reading-efficiently-sub-skills-reading


	
	Critical reading

http://www.studygs.net/crtread.htm


	Making notes
	Marking and underlining to take notes

http://www.studygs.net/marking.htm


	Recording own interpretations of texts
	Summarising reading

http://www.studygs.net/summaryreading.htm

	Multimodal reading
	http://www.curriculum.edu.au/leader/helping_teachers_to_explore_multimodal_texts,31522.html?issueID=12141 



	Generic features of texts
	http://genretextinenglish.blogspot.co.uk/2011/10/generic-structure-of-english-texts.html 


	
	www.hvlc.org.uk/hlp/docs/writing/Genres%20of%20Writing.doc


	Paraphrasing and summarising
	http://owl.english.purdue.edu/owl/resource/563/01/ 



	
	http://unitproj.library.ucla.edu/col/bruinsuccess/03/08.cfm



	Knowledge about language

	Grammar
	Grammar glossary

http://www.grammar-monster.com/


	
	Grammatical knowledge for teachers

http://www.teachfind.com/national-strategies/grammatical-knowledge-teachers-–-clause


	
	Grammar Slammer

http://englishplus.com/grammar/gsdeluxe.htm


	
	Grammar guide

http://www.edufind.com/english/grammar/grammar_topics.php


	
	Grammar essentials

http://www.englishbiz.co.uk/grammar/ 

 

	
	Free online grammar course

http://www.cambridgeenglishteacher.org/ 


	
	Free podcasts on various aspects of grammar

http://www.bbc.co.uk/worldservice/learningenglish/grammar/grammar_challenge/index.shtml


	Word grammar
	Word classes

http://oxforddictionaries.com/words/word-classes-or-parts-of-speech 


	
	Word classes

http://www.teachfind.com/national-strategies/module-2-word-classes


	Sentence grammar
	The structure of English language

http://www.universalteacher.org.uk/lang/engstruct.htm


	
	Relationship between form and meaning

http://assets.cambridge.org/97805218/16229/excerpt/9780521816229_excerpt.pdf


	
	Simple, compound and complex sentences

http://www.teachfind.com/national-strategies/module-4-simple-compound-and-complex-sentences


	
	Clauses and word order

http://www.teachfind.com/national-strategies/module-3-clauses-and-word-order


	
	Grammatical terms

http://grammar.about.com/od/terms/a/topgramterms.htm


	
	Syntax (free registration required)

http://www.teachit.co.uk/index.php?CurrMenu=866&resource=17667 


	Varieties of English
	English varieties of the British Isles

http://www.universalteacher.org.uk/lang/britishisles.htm


	Language as a social practice
	Language and power

http://www.universalteacher.org.uk/lang/power.htm



HO 4: Glossary of terms

	Terms
	Meanings and examples


	active voice
	Where a verb is in the active voice, the subject performs the action, for example: ‘The dog bit the man’. The subject is ‘the dog’ and it performed the action (it bit someone).



	adjacency pairs
	An adjacency pair is a type of turn-taking, where one utterance depends on another. For example in greetings, invitations, and requests: ‘Are you coming?’ ‘Oh, I don’t know’.


	adjective
	A word used to modify or describe a noun or a pronoun. For example:
She has beautiful, long, brown hair.


	adverb
	A word that is used to add meaning to or qualify the meaning of a verb or adjective. For example:
Her hair grows slowly.

Her hair is extremely long.


	alliteration


	A linguistic device where the same sound is used to begin two or more neighbouring words, to create a deliberate effect, for example: ‘Flora’s Flower Shop’.



	analogy
	Making a comparison between the features of different things, for example comparing a heart with a pump. In spelling, using known spellings to work out how to spell unknown words (e.g. if you can spell ‘animal’ it helps you to spell ‘animate’). In reading, using your knowledge of known words to read an unknown word, or work out its meaning (e.g. you can read / understand the word ‘authentic’ you are likely to be able to work out ‘authenticity, and ‘authenticate’.   



	article
	a / an / the

A word that determines a noun’s:

· definite or indefinite status

· new or given status
For example:
A: Can you pass me a bag please?

B: Which bag?

A: The blue one with spots on.


	back channel
	Noises / sounds made that are not full words, and short verbal responses made by listeners that acknowledge incoming talk and react to it, without wishing to take over speaking. For example: ‘u-huh’, ‘um’, ‘yeah’, ‘right’…


	baton signals
	Actions that emphasise the rhythms of words. For example: ‘I went to their office every day’, with a fist bang on the hand for underlined parts.


	blend
	A word produced by combining parts of other words, such as ‘smog’ from ‘smoke’ and ‘fog’ or ‘cyborg’ from ‘cybernetic’ and ‘organism’. See also ‘consonant blend’ below. 



	clause
	A group of words, consisting of a subject and, usually, a verb. It does not necessarily constitute a sentence.



	coherent
	The way the text hangs together or flows. It is connected with the overall effect of the text. For example, in a CV a sentence about hobbies in the middle of a paragraph explaining previous work experience would not usually be coherent.



	cohesive devices
	Words and phrases that ‘glue’ the text together - like ‘however’ and ‘but’. Cohesion is also about ‘signpost’ words and phrases that show which way a text is going, such as ‘for example’ and ‘’after that’.


	colloquial 
	Words and phrases used mostly in informal / spoken language, for example: ‘Hiya’ and ‘You don't say?!’



	colloquialism
	A word or phrase that is ‘appropriate’ (a social convention) to use in informal conversations or writing.



	compound noun
	Where two or more words are added together to make a new noun, as in bag + pipe = bagpipe or rain + storm = rainstorm.



	conjunction
	A word that is used to connect words, phrases, clauses or sentences. For example:
I didn’t go to the party because I was too tired.

I was tired, so I didn’t go to the party.


	consonant blend


	Combining two or more consonants within a word, where each consonant sound is altered only slightly: tr and str are blends.


	digraph
	Two letters used to make one sound (phoneme), for example: ‘sh’, ‘th’, ‘qu’, ‘ai’.



	discourse
	A discussion in speech or writing (this can be a single conversation or an ongoing public discourse (for example about media regulation).



	discourse markers
	Words or phrases used to mark boundaries in conversation between one part and the next. For example: 
‘So, then I…’ 
‘Later on, I went back…

‘Even though he was tired, he…’


	dyslexia
	 A learning difficulty that primarily affects the skills involved in accurate and fluent reading and spelling. 



	ellipsis
	An element used in writing to prevent repetition, and in speech frequently involves the omission of personal subjects. For example: John: ‘Where are you going?’ Ann: ‘Up town.’ (‘Up town’ does not normally count as a sentence but here it is perfectly natural).


	genre


	A text category with distinctive features, e.g. lyric poetry, crime novel, small ads.


	grammar
	The structural conventions (some would say ‘rules’) that regulate the composition of clauses, phrases, and words in a language.



	grapheme
	The written representation of a sound, which may consist of one or more letters (for example: ‘ee’ as in cheese or ‘ea’ as in easy;‘s’ as in ‘sun’ and ‘c’ as in ‘city’).


	graphology


	The study of writing, especially handwriting, and forms of print.

	hedging
	A general term describing a strategy when a speaker or writer wants to avoid coming straight to the point or speaking directly. For example: I don't know why I er, went, you know, er, out with them last night.


	homonym
	A word that has the same spelling as another word(s) but a different meaning, for example: lead as in ‘to lead an organisation’ or in ‘Paint has no lead in it these days’.



	homophone
	A word that has the same sound as another word but a different meaning, for example: ‘here’ and ‘hear’ or ‘wear’ and ‘where’.



	hyperbole


	Exaggeration for literary effect, for example: ‘There were millions of people at the concert’.


	idiom


	An expression that can’t be worked out from the literal meaning of the individual words, for example: ‘It’s raining cats and dogs’.


	infographic
	A type of graphic with textual information – it’s a new compound noun (information + graphic) for a fairly new genre.



	intonation 
	This is the way that people speak (the ‘melody’ they use), rather than the words they say. Without this, it is very difficult to understand the expressions and thoughts that go with words, for example in the different ways you might say ‘Now?’ and ‘Now!’



	lexis


	 The total set of words in a language. See this link for more detailed information:  http://repository.excellencegateway.org.uk/fedora/objects/import-pdf:9670/datastreams/PDF/content 



	literacy and language practices 
	The (social) activities people do that include literacy / language, for example reading a menu to order lunch in a café, understanding spoken directions to a football stadium from a train station, or writing an email.



	linguistic devices 
	These are ways that a writer keeps the audience’s interest and attention, for example metaphors, alliteration and similes.



	meta-language


	Language used to talk about language, e.g. noun, genre.

	metaphor


	A linguistic device where the writer describes a thing or person as if it actually were something else, e.g. “My tongue was flame / And my kisses burned.” (Carol Ann Duffy)



	mnemonic
	A word-based way to remember something. For example: ‘Richard Of York Gave Battle In Vain’ to remember the colours of the rainbow (red, orange, yellow, green, blue, indigo, violet) or to remember a spelling as in ‘There’s a rat in separate’.



	modal verb
	A type of auxiliary verb used to convey a mode such as likelihood, obligation or advice. For example:
You should go to the doctor. (advice)

It might rain later. (possibility)


	morpheme
	The smallest meaningful unit of language forming part or all of a word (for example, ‘un’ + ‘fair’ from ‘unfair’). Morphemes cannot be divided into smaller units of meaning. Suffixes and prefixes are morphemes.



	morphology


	Morphology deals with the structure of words and how this affects meaning, e.g. take / takes; faith / faithful / unfaithful / unfaithfulness. 


	multimodal
	The many modes through which we read, write, hear, etc. For example, song is a mode of hearing spoken communication and video is a mode through which we can speak. Layout and font are modes through which we convey meaning that are alongside what we write. When we combine different modes we can say this is ‘multimodal’.



	non-verbal communication
	The use of gesture, body language, tone and facial expressions that add meaning to what we say verbally.



	noun
	A word that names something. For example:
Emma played football with her friends.
There are various types of nouns, such as common nouns, the names of non-specific things such as boy, car, army); abstract noun (names for concepts or ideas, such as truth, beauty); collective nouns (names for groups of things, such as herd, team); proper nouns (names of specific things and always starting with a capital letter, such as London, May).   


	onomatopoeia


	A linguistic device where words are chosen to sound like what they represent, e.g. sizzle, crunch.


	para-linguistic features

	Ways of speaking that alter the meaning of what is being said, for example: whispering, breathiness, nasality, extra lip-rounding.


	paraphrase
	To repeat something someone says back to check or confirm your understanding. Paraphrasing is used, for example, when listening to someone ‘actively’. 



	passive voice
	Where a verb is in the passive voice, the subject is at the receiving end of the action, for example: ‘The man was bitten by the dog’. The subject is ‘the man’ but the action of the verb (biting) was performed by something else (the dog). The passive voice is also commonly use in fairly formal communication, such as: ‘Breaks can be taken at any time.’



	personification


	Talking or writing about a thing as if it were a person, for example: ‘This computer really has it in for me.’



	phoneme


	One of the smallest meaningful sounds in a language. Bit, bat, bought, beat, but and boat each have three phonemes (as in b-i-t), though the middle phoneme is different in each case.


	phonology

	The systematic study of sounds in a language.



	phrase
	A group of two or more words forming a grammatical unit (usually smaller than a clause, but without a finite verb).



	pragmatics


	Pragmatics explores how people use and understand language in social contexts.


	prefix, suffix


	A small group of letters that has meaning, but can’t be a word by itself. Prefixes go at the beginning of words, e.g. unusual; suffixes at the end, e.g. careful.  


	preposition


	A word that shows the relationship of a noun to something else, such as a relationship of time or place. For example:
The ticket machine is on the ground floor next to the exit. (place)

The wedding is in April, on a Saturday, in the afternoon. (time)


	pronoun
	A word that stands in the place of a noun or a noun phrase. For example:
My brother lives in Nottingham. He is a student.

I love you.


	register
	The variety of language used in a specific setting or situation. For example, when speaking in a court of law, a barrister uses a formal register.



	root (or stem)


	The basic part of a compound word, e.g. unambiguously, distasteful.



	schema
	These are the mental structures we use to organise and simplify our knowledge of the world around us. When reading a magazine article, the pictures, title and layout help to ‘activate’ our schema on the subject.



	segment
	To split a word into its component phonemes, for example: bench = b + en + ch).



	semantics


	This is about meaning in language.


	sentence
	A complete unit of meaning which normally has a subject, a verb and may also have an object.



	simile


	A linguistic device where one person / thing is compared with another using ‘like’ or ‘as’ (e.g. She sang like a bird. He was as pale as a sheet.)


	situated literacy


	Literacy practices that are found in specific situations, like reading job cards as a plumber or completing client record cards as a hairdresser.

	social practice
	A practice that takes place in the world, linked directly or indirectly to other people. For example, reading a letter from an estate agent is a solitary practice but there are other ‘actors’, such as the agent who wrote the letter and the prospective buyers of the house.



	stress patterns 
	The emphasis placed on certain parts of a word or certain words in a sentence that help to give meaning. For example ‘Ms Waite was late’ (Ms Waite, not someone else) or ‘Ms Waite was late’ (to emphasise the truth of this statement) or ‘Ms Waite was late’ (showing surprise at this unusual event).



	subject


	The person or thing that a sentence is about, e.g. She felt ashamed. That house was built in 1900. The effect on her was marked.



	subject-verb agreement
	When the subject of a sentence is singular, the verb must also be singular (e.g. ‘He goes shopping every week’ not ‘He go shopping every week’). 



	summarise
	To write or say something in a more concise way than the original. Usually, a summary only focuses on the main points.



	super-diverse
	A way to describe the massive range of language varieties or people we can find in societies.



	syllable
	This is a unit of speech sound. For example, beautiful has 3 syllables: beau – ti – ful).



	syntax


	Syntax deals with how the words in sentences are arranged or constructed.


	tags
	A string of words consisting of an auxiliary verb and a pronoun with or without ‘not’. 

For example: You’re coming, aren't you?’, ‘They haven't been, have they?’ or ‘It’s late, isn't it?’


	tails
	A slot available at the end of the clause in which the speaker inserts grammatical patterns that amplify, extend or reinforce what he/she is saying. 

For example: ‘You’re a good bunch of people you are’, ‘It holds the record, this club, for rowing backwards!’ or ‘It was a long film that.’


	tense


	Verbs have a tense which show time relations, for example, the past (simple) tense is used here: ‘He went to the supermarket’; and the future tense here: ‘I will go soon’.



	text, sentence and word level 
	The different ways that we can analyse written texts. For example, if we think about a cook book, text-level analysis would look at the index, sections and headings, and would focus on overall meaning. Sentence-level analysis would focus on the way that recipes were written (verbs at the beginning of instructions – cut the carrots into batons). Word level analysis would focus on words, such as specialist cooking terminology (braise, sear, etc).



	verb
	A word that conveys an action or a state. For example:
I play tennis every Saturday. (action)

I love chocolate. (state)


	word classes
	Categories for describing different types of words (e.g. verb, adjective or noun).



	word stress
	The emphasis we put on syllables in words to pronounce them comprehensibly. 

For example the words dessert and desert have different meanings and we know which is which through the stressed syllable.
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