DOCUMENT RESUME

ED 420 177 FL 025 277

TITLE Language Coordinators Resource Kit.

INSTITUTION Peace Corps, Washington, DC. Information Collection and
Exchange Div.

REPORT NO TO0S0

PUB DATE 1998-02-00

NOTE 1252p.; For the ten separately published sections of this
kit, individually analyzed, see FL 02% 278-287.

CONTRACT PC-896-0537

PUB TYPE Guides - Non-Classroom (055)

EDRS PRICE MF10/PC51 Plus Yostage.

DESCRIPTORS Administrator Role; Classroom Techniques; Continuing
Education; Curriculum Development; Educational Strategies;
Instructional Materials; Language Tests; Material
Development; Preservice Teacher Education; *Program
Administration; Program Design; Public Agencies; Second
Language Instruction; *Second Language Programs; *Second
Languages; St.dent Evaluation; Teacher Educator Education;
Teacher Supervision; *Teaching Guides; Teaching Metheds;
Testing

IDENTIFIERS *Peace Corps

ABSTRACT

The kit is designed to assist Peace Corps language
instruction coordinators in countries around the world in understanding the
principles underlying second language training and organizing instructional
programs. It is intended primarily as a resource library, with materials
organized to ensure flexibility of use. It consists of eleven sections and a
user's guide, and is accompanied by a CD-ROM (not included here) that
contains the contents of the sections and additional supplementary materials.
The sections include: "About This Resource Kit;" "The Role of the Language
Coordinator;" "Teacher Supervision;" "Curriculum Development;" "Materials
Development;" "Principles of Learning and Teaching;" "Ongoing Language
Learning;" "Assessment;" "Pre-Service Training:;" "Training of Trainers;" and
"Pictu.e Bank." (MSE)

dhkhkhkhkhkdhkhhkhkhkhkhhkhhkhdhkhhkhkhkhhkhhhdkhkhddbhbhkhdhkhdhdrhhhkhhhhkhhkbrhkhbhkhbhrhkhhkhkhhhkhkhkhbhkhhkhhkhhhhhhkhkdkii

* Reproductions supplied by EDRS are the becst that can be made *

* from the original document. *
dhkhkhhkhkhkhkhdhhhhdhdhhkhkhkhkhhhhkdhhhkFhhhirhhhddhdrhrbhkhhhhhhhhkrbhdkhkhdrdhhddhdkhbkhbkhkrrhkhkhkhkhdkhhhhxx




LANGUAGE
COORDINATORS
kIRErSOURCE

'ABOUT THIS RESOURCE KIT

Materials
Development

Curriculum
Development

Teacher
Supervision

Pre-Service

Training

The
Role of the

Language
Coordinator,

Training
of
Trainers

Peace Corp:

information Collection and Exchange (ICE
ICE Publication Number TOQO9C

February 199¢



LANGUAGE
COORDINATORS
léE;OURCE

Materials
Development

Curriculum
Development

Teacher
Supervision

Pre-Service

Training

The
Role of the

Language
Coordinator,

Training
of
Trainers

Feace Corps

Information Collection and Exchange (ICE)
ICE Publication Number TOO90
February 1998




INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.
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ABOUT THE PEACE CORPS
LANGUAGE COORDINATORS
RESOURCE KIT

This Kit consists of this introductory description, ten printed manuals and a CD-ROM which
contains all the printed materials in the manuals plus additional supplementary materials.
While it has been designed to be used in either print form or on the CD-ROM you will probably
want to use both parts of the Kit at one time or another. It will probably be more useful for you
to use these materials as a "resource library” than as a book which you sit down to read from
start to finish, and so the materials have been organized to provide maximum flexibility.

WHAT THIS This section contains information about:
SECTION
CONTAINS » How the LCRK was developed,

* How the information contained in the LCRX is organized,
¢ How to use the materials and resources on the CD-ROM for
vour own programs.



HOW THIS In October 1996 a group of Peace Corps Language Coordinators

from the Czech Republic, Bulgaria, Romania, Ecuador,
KIT WAS Paraguay, Nepal, Philippines and Zambia and training

DEVELOPED specialists from Peace Corps Washington met to establish the
basic design and scope of this Resource Kit.
¢ They identified the common needs of Language Coordinators
around the world.
¢ They defined problems, and developed categories to
organize the huge amount of information in ways that
corresponded to how they themselves saw their jobs and their
priorities.
* They began to specify the kinds of materials that would be
useful for both new and experienced Language Coordinators.
¢ They shared resources and materials that had been
developed in their countries and their regions over many
generations of language programs.
¢ They identified particularly useful information and sample
materials, and pooled their collective, world-wide
experience to create timelines for necessary tasks, tips and
suggestions about how to do things more effectively, guiding
principles in program and training design and
implementation, and many of the materials included in this
Kit.

This Language Coordinators Resource Kit is the result of their
collective interests, concerns, ideas and expertise, and history
of over thirty years of training Peace Corps Volunteers.

How THIS When this group was asked to develop an image to represent

the challenges and realities of the job of Language
KIT |S Coordinator, they decided upon the image of a juggler, who
ORGANIZED keeps a number of balls in the air at the same time. They
agreed that a major feature of their jobs was having to handle
a number of separate areas of responsibility simultaneously.
However, the specific order that those areas need to be dealt
/\@@ @ with, or the relative amount of time that has to be spent on a
i = particular area varies widely from post to post. Each
>\ Language Coordinator approaches the job in a slightly
- T  different way. In order to be useful for the many diffcrent
& ' @ situations that Language Coordinators around the world need

to deal with, the format needed to allow for individual
flexibility and the ability to access the materials in different
ways and for different purposes. The group, accordingly,
categorized and organized their many responsibilities into
nine separate areas, and these form the major sections of this
Resource Kit.

|
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SECTION 1.

THE ROLE OF THE
LANGUAGE
COORDINATOR

SECTION 2.
TEACHER
SUPERVISION

SECTION 3.
CURRICULUM
DEVELOPMENT

SECTION 4.
MATERIALS
DEVELOPMENT

Although Language Coordinators have different duties and
responsibilities in different countries , they share a number of
common areas of concern. This section contains information
about:

¢ job development needs,

» sample job descriptions for the Language Coordinator
position,

* ways to increase your overall effectiveness, and

¢ advice and suggestions from Language Coordinators in the
field.

Language Coordinators report that one of the most
challenging aspects of their job is being an effective
supervisor. This section contains information on

¢ recruiting: how to determine vour staffing needs, in terms of
numbers and qualifications, how to identify sources of
potential candidates, and how to advertise to attract the
best qualified candidates

¢ hiring: how to decide who to hire, and how to develop an
organized system for making those decisions thrcugh
interviews, selection TOTs, and demonstration lessons,

¢ supervising : how to set up systems to train, monitor, and
support your teaching staff,

¢ evaluating : how to develop a fair and comprehensive
system to evaluate teachers that can be used to make
decisions about rehiring people, and

¢ advice and suggestions from Language Coordinators in the
field about ways to be an effective supervisor.

Most Language Coordinators find that a substantial part of
their job involves developing curriculum and materials,
either from the beginning or by revising a previously
developed curriculum. This process is a cycle which involves
determining what the language goals of your program should
be, deciding how many and what kind of competencies your
curriculum should include, developing materials that reflect
principles of sound language learning , and assessing the
effectiveness of the curriculum and materials you have
designed for revision and improvement.

This section of the Resource Kit focuses on three of those four
steps:

* needs assessment,

* selection and sequencing of language competendes,

¢ evaluation of effectiveness.

The process of materials development, either revising
existing materials or creating new ones, is one of the most
challenging tasks that face a Language Coordinator. This
section contains information about the scope and process of
developing your language curriculum into a set of printed
materials for classroom and individual use. It contains design
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SECTION 5.
PRINCIPLES OF
LEARNING AND
TEACHING

SECTION 6.
ONGOING
LANGUAGE
LEARNING

SECTION 7.
ASSESSMENTYT

criteria and samples of different kinds of materials, including
¢ pre-departure information,

* student texts and workbooks,

¢ grammar reference materials,

* cross-cultural materials,

e teachers’ manuals and other kinds of teaching materials.

¢ In addition, this section contains information and advice
about basic logistics (the "who " and "how ") of the
development process.

This is a section of important, up-to-date, basi- infurmation
that Language Coordinators can refer to for teacher training,
program design or to supplement their own professional
expertise. This section contains useful basic background
information about

¢ the principles and philosophy of Peace Corps training and
adult learning,

¢ the basic concepts of communicative, competency- based
language teaching,

* techniques of successful classroom management and proven
language learning activities, and

* a list of useful additional Peace Corps resources that can
help you in your job.

Since PCVs cannot become fluent in the target language in a
few short weeks of training, it is important to set up the
foundations and foster procedures for ongoing language
learning in the field. This section discusses various activities
that support ongoing language leaming such as:

* IST design, including general considerations, guidelines and
samples of various successful IST activities, evaluation
techniques, and final reports;

* how to use tutors and language informants, including
general considerations, as well as guidelines and samples of
informational materials and systems for monitoring;

* how to develop language newsletters or columns in the PCV
newsletter; and

* how to foster self directed language learning both during
and after PST, including sample activities, training sessions
and techniques, and systems for self-assessment of language
proficiency.

Language Coordinators need to monitor Trainee progress in
order to adjust the language training program, gauge
effectiveness of methods and materials, and in many
countries, make decisions about whether Trainees have
reached a sufficient proficiency level to be "swomn-in" as
Volunteers. This section examines:

* informal classroom assessment to monitor progress,

¢ formal summative assessment to determine language
proficiency.



SECTION 8.
PRE-SERVICE
TRAINING

SECTION 9.
TRAINING OF
TRAINERS

SECTION 10.
PEACE CORPS
PICTURE BANK

e It describes basic principles of Peace Corps assessment and
different kinds of assessment activities that have been
developed at Peace Corps posts.

Organizing and carrying out the language training component
of Pre-Service Training (PST) is typically the major task of a
Language Coordinator. Curriculum development, materials
development, recruiting, hiring and training teachers all lead
up to this culminating event. This section focuses on the areas
that Language Coordinators have identified as being most
crucial in a typical PST:

* setting up pre-PST logistics and training for vou: staff,

¢ important "design issues” such as

* developing overall programs and schedules,

¢ lesson planning,

¢ integration with other training sectors,

* teaching more than one language,

* grouping and rotation of Trainees and teachers,

¢ fostering self-directed language learning,

¢ using out of class activities,

* elective classes,

* community-based training,

» effective training activities and

* how to evaluate the PST and write final reports.

Developing effective training designs and materials for
training language teaching staff is an area of considerable
importance, particularly because if the high turncver of
teaching staff at most posts. This section contains information
on designing Pre-PST training for vour language teaching
staff, including:

* logistical organization,

* basic design considerations ,

* models of various kinds of staff training,

* session descriptions of sessions frequently included in TOTs,
¢ how to evaluate the TOT and write final reports.

In many countries, it is difficult to obtain supplementary
visual aids to enhance learning materials and classroom
activities can be difficult. To help Language Coordinators
meet these needs, we have compiled a "Picture Bank". This
section consists of a catalog of hundreds of pictures that have
been developed by Peace Corps Language programs to 1:e used
in teaching materials and classroom activities. They have
been grouped into twenty different general categories. In
addition, a selection of some of the most useful images have
been also developed into a Hypercard stack on the CD ROM
so that you can easily copy and insert them into vour
materials. Information on how to do this is included in the
introduction to the Picture Bank.

(51}



HOW EACH
SECTION IS
ORGANIZED

OVER

VIEW

WHAT

NEEDS TO

DONE|

TIME
LINE

THINGS
TO THINK
ABOUT

USEFUL

INFOR-
MATION

HOW

TO DO IT

Each section (except the Picture Bank) is organized in a
similar way. The first part of each section consists of a
Section Introduction , followed by Subsections that reflect the
issues and areas that most Language Coordinators use to
describe, define and organize their jobs. The documents that
make up each section and subsection have been classified and
given an icon to help you see at a glance the kind of
information that each contains:

Overviews provide a summary of the issues and ¢ 1 outline of
the major features or concemns. They can be found in the
"Introduction” for each section, and in many of the Subsections
as well. An Overview is a good place to start for the big
picture, or to get additional clarity about what particular
resources and information you might need.

What Needs To Be Done provides an introductory checklist to
help you identify the tasks that need to be done at vour post
in each section area. This is a useful first step in defining
vour needs and establishing your work priorities.

Timelines provide guidance about when specific tasks need to
be done. They specify the order that tasks should be done and
give recommendations about when to do them so that you can
coordinate the many different tasks that make up your job.

Things To Think About discusses many important basic issues
to consider: things that other Language Coordinators have
thought about ~or wish they had thought about-when
trying to develop systems and materials for a particular area
of responsibility.

Useful Information contains background information from
many sources to help you make more informed choices about
how to design and administer your program. These can be used
for your own professional development, or as resources for
teacher training and progra.n design.

How To Do It provides practical "nuts and bolts" advice about
doing a specific task, such as organizing a workshop, revising
a curriculum or developing a needs assessment.
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TIPS

FROM THE

[FIELD

ISAMPLES
FROM THE

FIELD

SAMPLE
SESSION

SAMPLE
LESSON

PLAN

TABLES OF
CONTENTS
FOR THE
PRINTED
MATERIALS

Tips From The Field are compilations of advice and
suggestons from Language Coordinators in the field on many
different areas. These hints will improve your performance,
make vour job easier and help vou accomplish your goals.

Samples From the Field provide examples of many different
kinds of materials, from textbooks to tutoring forms, that
have been developed by posts. You can use th- m as vou begin
to develop the same kinds of materials for your own post.

Two sections of this Resource Kit also contain ready-to-use
training designs for TOTs and PSTs.

Sample Session Plans provide ready-to-go training designs for
TOT sessions on a wide variety of subjects.

Sample Lesson Plans provide newly developed materials to
be used as part of your PST design to orient Trainees in the
techniques and concepts of Self-Directed Learning, and to give
them structured practice at deve’ ping their own language
learning activities.

Each section contain- a Table of Contents for that particular
area, but the entire Table of Contents for all sections of the

Kit has been duplicated here for your reference and easy
access.

SECTION 1.
THE ROLE OF THE LANGUAGE
COORDINATOR

1. INTRODUCTION
Section Overview

The Language Coordinators Roie
What Needs To Be Done

Identifying Your Own Development Needs as a Language Cocrdinator
Timeline

Suggested Schedule For Language Coordinater Achities

2. WHAT A LANGUAGE COORDINATOR'S JOB INVOLVES
Useful Information

Sample Job Descnptions tor Language Coordinator:
How ToDo It

Sample Two-Year Workplan for Language Coordinatore

3. INCREASING YOUR EFFECTIVENESS
Things to Think About

What Qualihcations Help Language Coordinators Succeed
How ToDo bt

Obtarning Resources to Support Language Training
Tips from the Field

Dealing With Peace Lorps Huw te Be More Etfective 1n Your fob
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TO DO IT

USING THE CD-ROM

In addition to the printed Manuals, this Resource Kit contains a CD-ROM which can be used to
access the materials in the manual, as well as Additional Resources and Samples from the
Field (that are not included in the Resource Kit in a printed form, but only on the CD). The
information has been organized in several ways. You can explore those resources by just opening
the CD, or by reading the following descriptions of its various features.

ACCESSING
MATERIALS
FROM THE
MANUAL

USING THE WORD
FILES

USING THE PDF
FILES

The materials in the manual are represented in two different
formats:

» a set of Word files, that can be edited and customized for
your own use, once they have been copied onto the hard drive
of your computer (since you cannot change anything that is on
the CD itself, but must transfer it to your hard drive first).
Each Word file represents an item listed in the Table of
Contents of the section.

* a szt of Adobe Acrobat PDF files, that provide a number of
special features including hyper-linking data. These files
can be printed but cannot be changed or customized, even if you
have copied them onto your hard drive. Each PDF file
represents one entire section of the manual.

Each of the documents that appears in the printed Manual is
also on the CD-ROM as a separate item in the Word files.
These individual items can be accessed through the Manual
Files folder on the CD and are organized in the same way and
in the same order as the printed Manual. You can access any
of these documents on Macintosh computers with Microsoft
Word 5.0 software, by double clicking on the Word folder,
then the relevant section of the manual, and finally the
individual file. It is also possible to open these files with
other word processing applications, but the formattirig mav
not be the same.

PDF files allow for access in non-linear ways. The
information for each manual section is represented as a
Schematic Topic Chart that reflects the thematic
organization of the materials. The Charts for each section
are printed below, and when you access these Charts on the



1. HOW TO INSTALL
PDF READER
SOFTWARE

2. USING PDF
READER AFTER
INSTALLATION

3. HOW THE PDF
FILES ARE
ORGANIZED

CD, you can connect directly to specific sections of the manual
by clicking on the topic area that you are interested in. This
enables you to move from Topic Charts directly to relevant

_ pages in the manual without having to scroll through an

entire section or refer to the printed Table of Contents.
Because some of the printed pages in the manual contain
composites of several documents, the PDF-version has a few
pages that can not be accessed on the CD as they appear in
the printed text. Those items must be accessed through the
Word files.

Each manual section is represented on the CD by a PDF file.
These files allow the user to accomplish a number of tasks not
possible with a standard word processing program. However
older machines may not be able to take advantage of the
features found in these files. Computers need at least 3.5 MB
available RAM to view PDF files. In addition, users must
install the Acrobat Reader program to access this version of
the manual. The installation requires 6.5 MB of hard drive
space. The installation puts Adobe fonts and ATM into the
target computer. The installation program is located in the
PDF Manual folder on the CD.

Double click on the installer icon to start the process. Choose
the computer's hard drive as the installation drive as it is not
possible to install the installer contents on the CD. Simply
pressing return and following the on-screen instructions will
result in a successful installation.

Once installation is completed, double click on the Acrobat
Reader icon on your hard drive, go under File, and choose
Open. Use the menus to locate the CD, and go into the PDF
folder to choose the file you want to view.

It is possible to drag the entire PDF folder to your hard drive
and place the Acrobat Reader in that folder. Doing this will
allow you to open the PDF files simply by double clicking.
These PDF files are hyper-linked via the opening screen
charts: click on a box to go to that area in the manual section.
Also, it is possible to enlarge the screen for easier viewing,
and to jump easily from place to place quickly inside the
section. Explore the PDF file toolbar to find more useful
features. PDF files can also be printed ea ily.

Each Section of the PDF files begins with a Schematic Topic
Chart. By clicking on the individual squares you can access
the relevant pages that discuss that topic in more detail.

By clicking on the section title square you can access the
Tables of Contents Additional Resources and Samples from
the Field. The Schematic Topic Charts for each section are
printed below.

‘o
.



SECTICN TWO
TEACHER SUPERVISION

SECTION ONE

THE ROLE OF THE
LANGUAGE COORDINATOR

|
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DONE
WHAT A LANGUAGE | - INCREASING
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| 1
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SECTION FOUR SECTION FIVE

MATERIALS DEVELOPMENT PRINCIPLES OF LEARNING
AND TEACHING

" RASIC PRINGPLES OF PEACE CORFS TRAINING AND
COMMUNICATIVE LANGUASE TEACHING

e S

WHAY TO DEVELCP = T
e Tis FRACK | [PRACE CORPS | [ PRACR CORSS 1 [4aaTs
CORPS? TRAINING LAMGUASS || STYLE THEORY!
FHLOSOP
, :
AQUISITION BASLD O, L o ANDTHE
OTHER AMD OLDER A 1| AP LEANMNED: ONE | | COMMUMNICATML
1 MATERIALS COMMUMCATIVA
courenn |
STUDENT | [GRAMMATICAL INSTRICTORS r T I
| TRXTROOKS |  INFORMATION | MANUALS memumwmm] TOTAL T AUDIO-LINGUAL METHOD
b - LANGUASE TEACHING PHYSICAL
RESPONSS|
HOWTO | TECHNIQUES OF
DEVELOPIT i CLASSROOM
i MANAGEMENT
I
LOGISTICAL
CONSIDERATIONS FOR OVERVIEW
MATERIALS DEVELOPMENT
T HOWTO
L L MANASE
[ ASTARLISMING YOUR SAMPLAS HOW YO ] LEARNER
MATERIALS STATEMENTS OF WORK WITH CENTIRED
DEVELOPMENT TEAM WORK FOR cmnumﬂ ACTIVITIES
—_— MATERIALS
DEVELOPMENT HOW YO
HAVE A
DISCUSSION
SECTION $IX
ONGOING LANGUACE | “ARNING
1sT
il 1 ! ]
U s (mnum]Lm ][ (33 l,mmw.
| AL
lL_'__‘, I 11
STGOALS T | WY
AND SCHEDWLAS | | acTivmas |
ORICTIVES
TUTOR & LANGUARE .
1
INFORMANTS ; LANGUAGE
' NEWSLETTERS
| i R
|overview | | owewon]  [wanE
i FROM
T GENURAL MONTORING THE FIALD
CONCRRNS

FOR S8LF- LEARNING LASSONS FOR |
Y .

| TacHMQues

—
s 5]

ca



SECTION EHGHT

PRE-SERVICE TRAINING
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ACCESSING THE
SUPPLEMENTARY
RESOURCES

There are a large number of other useful resource materials
that do not appear in a printed form in this Kit, but can be
accessed in the same way as the Word Files for the Manual.
These are contained on the CD-ROM in a folder called
"Supplementary Materials”. A Table of Contents for the
supplementary materials for each section of the Resource Kit
can be accessed by clicking on the Main Section Title for each
chart contained in the Schematic Topic Charts. Printed
versions of these Tables of Contents have also been included
below.

Because these supplementary materials are Word files and
not PDF files, 1t is not possible to link directly from these
content lists to the actual documents, but they can be found by
clicking on the corresponding Word file.

Like the separate document files for the Manual materials,
these files can be copied and transferred to your own computer
where they can be adapted for yvour own particular situation.

A hst of all the supplementary materials included in this
Resource Kit follows.

CD ROM CONTENTS
ADDITIONAL RESCURCES AND
SAMPLES FRCM THE FIELD

SECTION 1: THE ROLE OF THE LANGUAGE
COORDINATOR

1. WHAT A LANGUAGE COORDINATOR'S JOB INVOLVES

+LANGUAGE COORDINATOR JO& DESCRIFTIONS
Ecuador
Fae
Nepat
Paraguav
Zambia

* LANGUAGE COORDINATOR TASKS AND ROLES
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2. INCREASING YOUR EFFECTIVENESS
Project Dhesign Sheet - Philippines




viuesue],
vur | ug
vissny
vuewny
puejo |
AvnBesv g
jedan
OO
vAuay
ey auoydoduvag
vanuy
sngnday o
vaeding
VINONEND DADA4S-AUINNOD «

WATAONRNIND DNINIVYL ADVNONYISIHOD OV «

YVINOINAUND FTINVS T

Caunsamdy MataIa] ADd
aneuuopsand)
viuezue
visedng
4S1Y04 SININSSASTY SAXIAN -

spuai| pue stosiasedng o) annto)sand)
s13ulel] 103 aeuuonsand)
SIMUN(OA 105 azjeuuonsand)

IC1d— ANIWSSASIV SARAN TVHANID «

AINIWSSASSY SAGIAN ‘L

AINTWHOTIATQ WNTNOIJUND € NOLLDTAS

o
ri

enedng
SWHOA INIWSSASSY ANV NOLLYANIASHO HIHOVIL T

fedoN
vuvding
ONINIH QNY NOLLYDIJILON ‘a

aujesys}

sonpddpngg

vuedng
SNOLLSTND MBIANALNI -

YTHI LD QNY STHNATI0UHd NOLLDITIS O

jedoN
vuvdng

SHOLMILINI
ADVAONVYTADINTITAAXE YO 4 SINAWIINNONNY HOC +

tedaN
1:-:—’-._5 —‘
vuvdng
SYTHIVIL MAIN VO4 SINIWIONNONNY BOL -

SNOWLLYOINddY DPNUINTOS H
wmynday yraogg

soutddipiy,g
Aendviv)
tvdoN
eueng
HUOM JO SANAWILVLS »

AenBese)
aqnday yoaz )y
VIS AND NOLLDITAS ¥IAHD VL.

vurdng
redan
SASITAHD NOILOATAS L$4-AWd -

SAFAN DNIAAVLS DNINIWHLLIQ Y
SHAHOVIL DNINIH ANV DNLLINYDTY L

NOISIAYIdNS YTHOVEL :TNOLLDIS




F-ﬂt

\#

pomieapy pue dunnnidoy

STVIHILYW ANV SNOISSES SSVID DNLLLVWHO A H21NdWOD -

puoid 1531 ] HoRs0,] WRUdaEAN ] S[PLNPI vuvieg

ANTWAOTIATA STVINZLYW HO I NHOM 40 SINTWILVLS
ANIWJIOTIAIA STVIUILVI 40 SOLLSIDOT 9

v | 1Ig

ey stoyduoueay
STIVNANVIN SHOLONAULSNI 'S
umsiap ysedg

ULISIA YUy
unisap ysydug

0pei|

SWYHDOUd ADVNONVT NOLLYWYHOANI IVENLIND-SSOUS ‘b
Sd¥0D DVvIJ NI DNILSIL WOOHSSYTD HOJd NOOHANVH 'S

tsiuedg iy vonvunopug sajig Sutdaer |
Sunpvag 1) suonedydwy sajhig Supavay

STTIALS ONINMVAL ‘b

erquavy

viavaue |
)y euv | iy

SNIFLINNTOA
SINOD IOVId HO4 STIDILVYLS DNINYVIT IOVNONYT '€ A
(STLLIALIDY ONINIVAL HLIM ) WOINIINEND SIHOD VA 'T NOLLVWHOLINI TWILLYWWWD '€

sse|) v d wiep 01 Moy
sajdig Suwier | /8ungoray jo Autouoxe
STNDINHIAL ONIHOVLL -

SIPTAERY JAies | piNBAN - enpuvg

YOI LS :
11 e s

vossx) ajdweg poiapy [endurj-opny
suoss| ajdwes suvl g uussr] LVINY
unssr) opdweg asuodsay fedshy, vio),
unssr | apdavg pue unigduosacy dupaea d8enBuey paseg-uojsumg.
uossoy aiduieg pue woudinssg Sunier | denBue ) Qunwwoy
uossy | apdureg pue vopdisasaq A tuagg iy anogk ) uepray Xunepxp - nequey
uassa 1 aidweg pue vondissaq vipadmsaging

jonuoyy MenSuvy 1S punmoy equ

SHOOHMUOM ANV SNOOHIXIL INIANLS ‘T
uossy | aidureg pue uondidsag) pmpap 12
uossa ] opdurg pue uondudsac] vonejsurag-Jeunuelry IO AUDIAY - PSSR
spoyla Suuter) aBenBue| ju Aavwwng spdinsodey
Qupavag a8enBur] jo spoyiapy o) uopInpouy
STYIALYW T1dWVS ANV SCOHLIN DNIDVIL IDVADNYL -
SIVINALYIN ANV SETNDINHDAL ‘SAOHLIW SOAOIANVITIOSIN PIULWOY UO JOPf] ROTIR I
ST U]
'ONIHOVAL IDVNONVT FALLYIINNWWOD 40 STTIIDNINA 'L audunsader vvtog
SWALI UNLAVIIA-AL 'L
DNIHOVIL

GNV DNINAVIT 40 STTJIDNIU S NOLLOTS INIWAOTIATA STVIAILVIN & NOLLDIS




Y

sanbiaa g pruv sdig sm8aguags -Sunvry pagay) fjos
) 4oL U Ys1o)
1apjoog sajfig Supner
Mgy inog uQ) Hoquiy Xuniory
WapuaAy viuy &g spouduw Sutiar) papaas-f1es
924y Bupnea) dwey ayL

STVITLIVYW ONNONDNOVE «

SRSING puy sulaqoa Suuryg Jujuier ] aay aps Mo
Swava | a8enduv; panunuo)
my ayt pue Sunuer] \jnpy
3r odenduey Buisn
BUOISSIS 1G]/ 451
-1 suoissag dunuer| uapuadapug
Su0#%as LOL
SNOISSUS DNINIVML.

BNINYVIT ABVNONYT GLLIINA-ATIAS ‘¥

HIPWOY WL SIDNASMIN
SHALLIATISMIN '€
0] v Bunsajeg
uoIssas 18]
sSojeiq wewogu) Juidey
1dagg 28enBuey v Judajeg
siueunioyug o) Swydaig
STUPHLIOJU M IRV
adey 1) s3opei Sun
unuva] hnrdeuy
JWPULNG -+ SUOJESIG 1G]
SNOISSIS DNINIVAIL «

{PnuRpy S 0N PIIO)sY

saulaping Ym )
[enue siong vueing
ey

SINITAAIND NOISIAYIINS »

SINVWHOINI IDVNONVTANY DNRIOLNL T

i H
wpnday Yoo
vruvdng
SLHOJIN TYNIL AST -

SWHO4 NOILYNTVAR 151

sajpa g
VOSSN IO DIATISPIY
FUPY | SUOSST |

AP 18 -
ANPAYS 1S

wdan
SPOPY 1G] -- VAOPION
MNP
suopvpadag
sarupadn y pue smdog
vuedng
NDISIQ LS.

vIuruiny

pdaN

—.>.-«e_:v£

eiredjngg

INIWSSASSY SAAAN 181 -

Ah.u_u.i_
SMOS
[LACUIUIN RS
ay Alala)

Mg gl

SISTN WY -

sanpddng

SMOS TT

SqUINALN(
epvdng

SOUSIDOTANY DNINNVIY LSI-

DONINIVHLADIAYIAS N! ‘L

SNINMVIT

IADVNDNYVT DNIODNO :9 NOILIAS




RIS
vruewoy
sawmddiigd
tedan
G>C—~—Cz
uvpsfezey
vidoppiy
apndayg gy
epedng
viueqly
SALYOdTY TIYNId 1Sd 1SOd 'E

SUNO;] IK)
smgnday Yoz )y
evlaedjng
suuog uonenjeay ajdeg
NOLLVIYIVATZ DNIODNO SNNINSNT -

JuawuBissy siA ans apdureg
suopsond) supnoy Ajjec] ajdueg
w0, euo)) Qrnwwo,) ajdiuvg

ALINNWWOD THLONIZITILN -

anvunotisanly suonepadxg aautea] - aqnday Yooz
1Sd 10) sany s
ONINYVITINTANASAANI DNIDVMNOONT -

Adaing jeuoiday Wy DI
STANIVUL DNIINOWD -

P ttos g BOHE L] - Gaa] PIRUIG ANIINU0,) [PUMday siojeuipion) adentue)
SAINZNOAWOD HAHLO HLIM NOILVUEDALINI

speutsog a8endur ] ysiuedy
ue| ] uassy ] vowvg
vjuvuioy
vpedig
SuR] VOSSY ] DAL
SNDISIANOISSAS ANV SIVIVHO ANV 14 NOSST -

speon) weaBos g adendur | O f dHauay

sjeoty - uesyRezey

marazaan wesdol -- ongeday war)

anpayag 5G4 -+ epeing
STINCTHIS ANV 'SNOLLIIYIRAA ‘STVOD NDISTA WvHDONd -

INOILYANIWATdWI ANV NDISAA 1Sd 'T

1epuagen) funney|

DNINNV1d 15d-THd L
SNINIVUL IDIAYAS-TUd 6 NOLLDIS

sypnday yeaots pue yoas
elsy [PHLY)
14T M Od SAOHSNUOM WAHS T TN -

ONIN. VYL HALSEL HOL SANITIAIND -

Jopyinyy
vieRng
SAVId A1CH ANV SNOILVALIS 1LV -

INIWSSIASSY IYWHOA ‘€

saugddiigg
STILIALLY ANIWSSASSY MIHLO -

samddiy,g
WdTIDUIV4 -

SUAUBISSY STOIUR|OISIN

SAINIWNDISSY LDVINOD ALINNWWOD -

PUITE 2 (WY

ueisyesey
SNOLLYINWIS:

tedan
vpedng
SO AINAWSSASSY-4T1IS -
INIWSSISSY IVWHOLNT T
sonddigiy,g
WYL

snday gz )y
euvding

SMIIAYIAOC LNIWSSISSV 'L
AINIAWSSISSY L NOLLDAS




SECTION 9: TRAINING OF TRAINERS

1. PRE-TOT PLANNING AND PREPARATION
Bulgana -- TOT Planming Checkhist
Nepal --SDW Budpet

2. TOTDESIGN

*GOALS
Bulgaria
LUzbekistan and Armenia

*SCHEDULES
Czech Republic
Romania
Tanzania
Turkmerustan
Ukraine

+ACTIVITIES, SESSION DES'*GNS AND MATERIALS
Tiaching Techuigques far Peace Corpe Languaye Programs
-4 Video Traiming Guide
Muscellaneous Country TOTs
Asia/Paahic Regional TOT 96 Session Overviews
Bulgana TOT 96 --Session designs and material<
Inter-Amenca Regional TOT 95 --session reports
Nepal  in-Service Traiming Plan
TOT Faalhtators Booklet
Selection TOT Manual
Ukraine - Sesston Descnptions and Summaries

3. TOT EVALUATION FORMS
Bulgaria
Nepal
Philippines
Romania

4. TOT REPORTS
Czech Republic
Philippines
Ukraine
Uzbekistan
Anglo-phone Atrica Regronal TOT --Gambia

ACCESSING
THE PICTURE
BANKS

¢ The Picture Bank:

There are two picture banks contained on the CD-ROM, and a
print version of all the images in the Picture Banks has been
included as a separate section of the Resource Kit.

This printed version contains small "thumbnail-size” version
of each image.

But the easiest access to the Picture Banks is through the CD-
ROM. By clicking on the appropriate icon vou can access
either the full picture bank or the easier-to-use selection of
Hypercard pictures. The print version and the CD versior
both contain more detailcd instructions on how to copy and
adapt the images w the Picture Bank for vour own needs

-
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INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.
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OVER
VIEW

SECTION ONE:
THE LANGUAGE
COORDINATOR'S ROLE

The duties and responsibilities of Peace Corps Language Coordinators (LCs) vary from country
to country. In some places the position is a year-round appointment; in others, language
coordinators are hired for specific training events such as PSTs (Pre-Service Trainings) or ISTs
(In-Service Trainings). In spite of country-to-country differences, all Language Coordinators
are involved in the areas of program management, teacher training and supervision, and
materials development. Typical responsibilities include the three discussed below.

OVERVIEW OF * PST (Pre-Service Training): organize and coordinate the
LANGUAGE language component of the PS Training, integrating it into the
COORDINATOR overall training design.

RESPONSI- ¢ Language Materials: develop or coordinate the
BILITIES development of language learning materials for PST and

afterwards; ensure ongoing revision of the materials.

¢ Continued Language Leaming of Volunteers and staff:
organize trainings after PST: ISTs (In-Service Trainings), or
language weekends; assist PCVs with finding and
communicating with tutors; develop and administer a policy
concerning use and reimbursement of tutors and language
informants; help both American and local staff with
identifying their language learning needs, and help finding

tutors.
TRAINING Developing language training materials for Pre-Service
RESPONSI- Training and designing all the language training for this
BILITIES central event often comprise the main focus of a Language

Coordinator’s role. It involves:

* Design and implement Pre-Service Training (PST)language
program for Trainees.

* Conducting Training of Trainers (TOT) workshops for booth
new and experienced language instructors before and during
PST on up-dated language teaching techniques appropriate
for a competency-based language curriculum. The Language
Coordinator may have similar responsibilities for training




MATERIALS
DEVELOPMENT
RESPONSI-
BILITIES

MANAGEMENT
RESPONSI-
BILITIES

WHAT THIS
SECTION
CONTAINS

cross-cultural trainers.

* Observation/Feedback. Observe classes of language
instructors and give feedback on their teaching.

¢ Develop and implement In-Service Trainings (ISTs). These
may be held at a single training site, or in a number of
different places. Some LCs travel around the country giving 2-
3 day ISTs to Volunteers who live close to one another.

For some Language Coordinators the position involves
creating not only training designs, (the scope and schedule of
the language training) but also materials development (the
curriculum and language learning activities)

Developing materials involves:

» Writing Curricula. Do needs assessments for the language
needs of Volunteers and design/revise survival or technical
curricula based on results.

* Developing lesson plans and materials. Write lesson plans
or teaching materials to support instruction: texts, workbooks,
audio tapes, and visual aids.

¢ Developing self-study materials. Develop n.aterials for
Volunteers to use for self-instruction. Some posts use
correspondence courses to assist Volunteers in their continuing
language study. Audio tapes and workbook materials may be
useful. There may also be a need for developing additional
materials for use with tutors and tutor training.

» Obtaining or writing teacher resource materials. Write
documents such as grammar texts, cross-cultural explanations
for teachers, etc. Ensure that there is a collection of resource
materials for teachers, Trainees and Volunteers.

¢ Oversee Cross-Cultural Training and/or integration of
Language, Cross-Culture, Health, Safety, and Technical
aspects of a PST or an IST.

¢ Develop TOT design and materials for language TOTs for
new staff and experienced instructors.

A final important area of responsibility, in addition to
developing and implementing the language program, involves
your role as a supervisor of others.

As a supervisor, a Language Coordinator needs to:

¢ Manage the language program (and sometimes the cross-
cultural program) for PSTs and ISTs.

¢ Evaluate Trainees’ progress.

* Hire and supervise language staff.

¢ Manage tutoring programs. Hire, train, and monitor local
tutors, or develop materials for the Volunteers to train tutors.

The areas of responsibility discussed above are addressed in
separate sections of this manual. This section contains:

¢ an overview of your job development needs

¢ sample job descriptions for Language Coordinator positions
e desirable qualifications and characteristics

e tips from Language Coordinators in the field.

A



WHAT

NEEDS TO BE

DONE

IDENTIFYING YOUR OWN
DEVELOPMENT NEEDS AS A
LANGUAGE COORDINATOR

This brief check list will help you assess and prioritize areas of your own expertise you may
need to develop in order to be as effective as possible in your job. For each of the job areas listed
below select the letter of the response that best describes your own professional development
needs:

A. I can do this successfully.

B. I can do this, but could use advice or assistance.

C. I cannot do this, and I need to learn how.

D. This is not part of the language coordinator's job at my post.

ltems that you marked with a B or C will probably need further development.

PROFESSIONAL DEVELOPMENT

MANAGEMENT

1. I have a system for identifying and developing position descriptions for language
teaching and materials development

2. I have a system to recruit, select and train qualified candidates to fill positions in the
language program.

3. T'have systems for supervising and evaluating instructors and providing feedback on
language teaching and materials development.

CURRICULUM DEVELOPMENT

4. I'have a well-developed curriculum of competencies and sample language that meets
Trainees' survival and technical language needs.

5. T'have systems for both needs assessment und follow evaluation




MATERIALS DEVELOPMENT
6. I have a well-developed set of materials for the language program which includes
pre-departure materials, PST materials (student and teacher resource materials),
tutoring materials, and materials to support self-directed learning.

PRINCIPLES
7. T am aware of and can communicate to my teaching staff and trainees the relevant issues of:
training and adult learning
communicative language teaching methodologies
techniques for managing a learner-centered classroom
classroom activities that appeal to a range of students with differing learning styles
and strategies
relevant strategies for self-directed language learning
basic terminology and resources of language teaching

]

ASSESSMENT
8. I'have a system for both formal assessment of general proficiency and classroom
assessment of specific skills which includes a rationale for why, when, and how this
information is being reported

TRAINING
9. I have developed (or can develop) a variety of training designs for PST, IST, TOT and
SDW (Staff Development Workshops) that meet the needs of a variety of participants
at post.

10. I have logistical preparation schedules and training supplies checklists.

11. I have a system to identify and obtain needed resources for secretarial support, host
family orientation, and training equipment and supplies.

. 12. T have a system for soliciting participant feedback about the effectiveness of the
training design and specific sessions.

13. I have a format for training session designs, and systems for recording and preserving
most effective activities and for compiling information for final reports.

14. For PST training my program design includes: a plan for grouping students and
rotating teachers, sessions to encourage self-directed language learning, a range of

possible elective courses, and community contact activities.

ON GOING LANGUAGE LEARNING
15. a system for monitoring and supporting tutoring

16. materials for tutoring and self-directed learning




TIME
LINE

SUGGESTED SCHEDULE FOR
LANGUAGE COORDINATOR
ACTIVITIES

Peace Corps Language Coordinators have developed this suggested timeline to reflect a
typical work cycle for a language coordinator.

LANGUAGE COORDINATOR WORK CYCLE

THROUGHOUT e Conduct site visits of current Volunteers and talk to tutors.
BUT WITH » Participate in technical ISTs to work with counterparts.
SPECIAL FOCUS ® Send out newsletter.

PRIOR TO

TRAINING

EVENTS

SIX MONTHS * Assist program managers with developing Volunteer Activity
BEFORE Descriptions (VADs).

VOLUNTEERS * Assist program managers in identification, assessment and
ARRIVE development of sites.

TWO MONTHS * Send out invitee materials.

BEFORE

VOLUNTEERS

ARRIVE

Sawm




ONE TO THREE
MONTHS
BEFORE
VOLUNTEERS
ARRIVE

¢ Review past training reports. Review volunteers' evaluation
and recommendation.

* Review/research relevant training material, assess needs for
new training materials, sessions, etc.

¢ Review and analyze project plans, VADs, Pre-Training
Questionnaires (PTQs) and other documents describing Volunteers'
job.

¢ Interview PC staff and Volunteers about language program
strengths and weaknesses.

¢ With the Training Director interview and select Language
Instructors.

* Design language TOT.

¢ Design a form for evaluating Language Instructors. Discuss it
during TOT.

* Review and become familiar with the system for Trainee
Language Program evaluation.

* Review language materials.

¢ Conduct selection TOT.

THREE WEEKS

¢ Continue reviewing language materials and duplicate needed

BEFORE items.

VOLUNTEERS * Review designs for each TOT session.

ARRIVE ¢ Conduct TOT for selected teachers (see TOT timeline for more
detail).

TWO WEEKS * Meet with other PST coordinators to ensure integration with

BEFORE other components.

VOLUNTEERS

ARRIVE

ONE WEEK * Continue preparation of training materials.

BEFORE * Be part of team building TOT.

VOLUNTEERS

ARRIVE

PST ¢ Coordinate and supervise all activities of the Language

(VOLUNTEER Component .

ARRIVAL ¢ Make sure that independent language learning is sufficiently

THROUGH stressed during PST.

SWEARING-IN) * Make sure integration is incorporated in the design.

¢ Assess and evaluate Trainees during and after PST.
¢ Inform new Volunteers about continued language learning policy
at post(see PST timeline for more details).




ONE TO TWO
WEEKS AFTER
SWEARING IN

» Compile the assessment and evaluation materials.
* Submit Final Report.

THREE TO SIX
MONTHS INTO
SERVICE

» Conduct IST according to needs assessment (see IST timeline-

THROUGHOUT
VOLUNTEERS'
SERVICE

* Assist PCVs with tutors and monitor tutoring program.




USEFUL
INFOR-
MATION

SAMPLE JOB DESCRIPTIONS
FOR LANGUAGE
COORDINATORS

These two generic job descriptions both describe typical position requirements for most Peace
Corps Language Coordinators. They may not describe your duties exactly, since in some countries
Language Coordinators are hired for specific training events, or do not work year-round. But, in
general, these descriptions specify the areas of responsibility that usually come with the job.
Language coordinators worldwide do all or some of the .hings listed here.

PST LANGUAGE The first sample, developed for the PATS Manual Training

COORDINATOR Supplement describes the duties of Language Coordinators
who have been hired for PSTs alone. It offers a basic
prototyp = for the Language Coordinator position that can be
adapted to fit a variety of local circumstances.

POSITION Begin date - ending date

SUMMARY Reports to: Project Director
Coordinates with: All training staff.
Position Summary: Coordinates the production of the
language training curriculum and schedule. Designs and
conducts the Language Training TOT. Monitors the language
training program during the PST. Coordinates the evaluation
of the language training program and the assessment of
Trainees' performance.

DUTIES:
1. PREPARATION .« Coordinate the process of designing/revising the language
PHASE training curriculum and training schedule.
¢ Interview, select and train language trainers.
* Design and run a 3-5 day Language Instructors workshop
(TOT).
* Design /revise an evaluation/feedback instrument for
describing instructors’ performance.
¢ Attend and participate in Staff Training, which should
include goals and philosophy of Peace Corps training,



2. IMPLEMENTATION
PHASE:

3. AFTER TRAINING
PHASE:

QUALIFICATIONS

FULL-TIME
LANGUAGE
COORDINATOR

POSITION
SUMMARY

concepts of integrated training, time for refining session plans
and team building.

* Review and analyze Volunteer task analyses, VAD sheets,
pre-training questionnaires and general correspondence to get
an up-to-date description of the Volunteers' jobs.

* With Project Director, finalize component training
documents for language learning to ensure integration with
other components of training.

* Implement plan for language training classes.

* Monitor language classes and provide feedback to each
trainer at regularly scheduled intervals.

* Meet regularly with the project director to evaluate trainer
and Trainee progress.

* Respond to regular Trainee evaluations of language
training.

* Actively participate in staff meetings by making
recommendations for training improvements, including staff
morale.

* Provide documentation on Trainee performance in language
training, in support of decisions to recommend or not
recommend each Trainee to become a Peace Corps Volunteer.

* Write and submit a final training report using the approved
format.

* Compile copies of all language training materials and
names of resource persons with recommendations for future use
in a way that can be easily referenced for the next training.

Minimum Qualifications:

¢ training in language instruction, methodology, and
materials development, or teacher training

* demonstrated academic or other qualifications indicating
not only speaking fluency in the required language, but also an
appreciation of the language’s grammatical structures and
the ability to write

* fluency in English

Preferred Qualifications:

* experience with Peace Corps language training

This second job description is by a group of "full-time”
l.anguage Coordinators who were asked to develop a position
description that reflects the realities of their year-round jobs.

* Be responsible for organizing and/or coordinating all
aspects of Trainee, Volunteer, and staff language learning and
teaching.

* Serve as a model of dedication, commitment, and esprit de
corps for both Trainees, Volunteers and staff.



COORDINATE
LANGUAGE
CONMPONENT OF
PST

SUPPORT
CONTINUVED
LANGUAGE
LEARNING

LANGUAGE
MATERIALS

DEVELOP AND
MONITOR A
LANGUAGE
LEARNING PLAN

¢ Recruit, hire and supervise PST language teachers.
¢ Coordinate TOT for language teachers.

* Develop PST language schedule.

* Provide feedback on language teaching effectiveness during
PST.

¢ Organize and provide evaluative feedback to Trainees on
progress in language learning.

* Promote integration among PST ccmponents.

* Work as member of the training team.

* Contribute actively in the PST site selection process.

¢ Provide guidance and assistance in the selection of host
families for PST.

¢ Organize and conduct in-service language training,
according to the language learmning plan for the post.

¢ Help Volunteers identify their needs for individual
learning and provide support in dealing with tutors.

¢ Review and approve Volunteer tutoring plans.

¢ Be available for consuitations with Volunteers.

* Provide guidance and support for P’ C staff language
learning.

¢ Coordinate PC LP] testing.

¢ Conduct PC LP! tester refresher workshops.

* Manage the language tutoring program.

¢ Coordinate with the Admnin unit regarding payments for
tutoring.

e Recruit, hire and coordinate language teachers/materials
developers.

¢ Involve interested Volunteers in language materials
development and revision.

¢ Identify and purchase materials required to improve the
effectiveness of the language program.

* Serve as the advocate for language at post at the level of
programming APCDs and Admin.

* Work to ensure integration of language into all aspects of
Peace Corps programming and training.

e Actively participate in budget decisions regarding the
language program.

¢ Develop and maintain a professional communication
network with Peace Corps language specialists, other
language coordinators, as well as the local teaching
community.

I
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TO DO IT

SAMPLE TWO-YEAR

WORKPLAN FOR LANGUAGE
COORDINATOR

This sample work plan is based on one that was developed by Peace Corps Romania, and
reflects the needs for that particular post. Your workplan will be different, but will probably
include many of the same tasks and timelines . The years are linked to two PST training cycles
and reflect tasks of a Language Coordinator beginning at a point after a PST. As a result, this
plan includes both the "follow-up"” tasks for one PST and the start up tasks for a second one.

YEAR ONE:

Activity

Related Tasks

Date for
Completion

Language needs

» Read reports, files; review all disk materials

Start in November.

assessment: from other language programs. Then ongoing
background * Meet with current PCVs. assessment and
analysis * Meet with current PC staff (APCDs, Admin.). } analysis

* Meet with language tutors and counterpants.
Developing « Learn Word 5.0. November

computer skills

Organize
language IST

* Send Needs Assessment Survey.
» Organize logistics.

* Find training site.

* Hire teachers.

* Design schedule.

« Plan curriculum.

* Develop Activity files.

» Conduct the Language IST.

« Evaluate tanguage IST.

December - January

1



Language
materials
development for
IST

* Review IST Manual.

December

Organize the
tutoring program

* Get information from Admin. Officer on PCVs'
spending on tutoring .

+ Send out a questionnaire for PCVs about
tutoring.

+ Contact tutors.

November throughout
December

Integrate » Develop goals and objectives for the January
language program |language program.
into the IPBS * Plan language program budget.
Create a system + Monitor tutoring program. Start February and
for PCVs ongoing | Attend technical ISTs and interview PCVs on | ongoing
support for language progress.
language learning |« Talk to counterparts about language issues

» Create a weekly Newsletter.

* Do LPi interviews at Close of Service (COS).

and Mid-Service Conferences (MSC).
Establish a * Do LP! interviews at neighboring country February
network and assist| (same language) COS.
neighboring
countries with + Train Lls from another and share experience. | March
language issues
Attend regional * Prepare materials. April
language « Design sessions.
conference
Language » Determine overall structure of PST language | April
materials materials.
development for | e Review all existing materials for learning target | May
1995 PST language.

* Develop a SOW and hire consulting team of 2

local language teaching specialists to review

PST language materials.
Recruitment and |+ Develop SOW for language instructors. May

hiring of language
instructors for
PST

* Develop list of desired and minimum
qualifications for language instructors in
conjunction with PC staff.

« Interview and select candidates for PST.

Pool of teachers hired
by mid-May




Organization of * Develop appropriate TOT materials and

Weekend TOT begins

TOT activities for 2 weekends (8 hours per in mid May
weekend).

Materials * Make an audio tape with PST language Received by PC

development for | training staff and PCVs to introduce Peace Washington by mid-

Invitees Corps Romania and the corresponding tape April to be sent out to
script. Invitees through the

* Make a survival language guidebook and
appropriate listening materials.

Country Desk Unit

Language ¢ Inventory current holding in Resource Start immediately
resource Center. ongoing
inventory and * Order language materials through PC
ordering Romania as appropriate.
Work with LPI + Contact and develop a good working start immediately
testers relationship with certified PC LPi testers. ongoing

* Set appropriate rates for testing and develop

a comprehensive testing schedule for PCVs.

* Conduct the 1-day LP| Tester Refresher mid-August

Workshop prior to ratings for PST.

Manage PST * Design an integrated language program.
language * Monitor the language team.
component * Make decisions on adapting the language

curriculum, assigning groups, designing
schedules, etc.

* Integrate cross- culture and technical
components .

* Inform PC staff on PCVs progress and
suitability for service.

|
1

June - September

Language . Teach Romanian to PC staff.
learning program |« Help PC staff in gefting language materials
for PC staff and assistance with language issues.

immediately and
ongoing

13



YEAR TWO:

Activity

Related Tasks

Date for
Completion

Develop program
of language for
specific purposes
to support PCVs
at work

e Survey PCVs about technical language
materials.

» Conduct a Needs Assessment to evaluate
PCVs needs for technical language.

» Do workplace site visits to collect materials,
identify needs, and interview counterparts and
clients.

¢ Hire teachers to work on materials
developraent.

+ Monitor the activity of the team.

* Work closely with APCDs to determine the
impact of language in PCVs' service and ways
to improve and integrate.

» Share information with the programming unit
to use in site placements, site development
and in writing documents such as VADs.

Start October and
ongoing

November

Manage an
integrated
language IST

* Conduct needs assessment.

* Interview and contract teachers.

* Design integrated sessions.

¢ Design a " choice " IST with optional sessions
to address individual needs.

¢ Conduct the IST.

¢ Evajuate the IST.

Start November
complete January

language learning

Technical {ST.

* Interview counterparts at the Technical IST on
language issues.

¢ Do LPl interviews at MSC and COS.

* Do language sessions at MSC.

* Develop a framework and a monthly plan for
the Newsletter "Numai Romaneste " and ask
for PCVs ' contributions to it.

Enhance the * Develop materials- review Tutor's Manual November
accountability and |« Contact tutors.
the effectiveness | ¢ Visit tutors at sites.
of language tutors | ¢ Monitor tutoring activities.
* Do an annual survey of the tutoring program
to be used for the next IPBS.
« Evaluate tutoring program.
Enhance ongoing | * Conduct language progress interviews at the § February

1yt




Review and
develop language
materials for PST

* Review lesson plans.
* Review PST Manual.

* Supervise the writing of the PST Workbook.

Started in November
oy contracting
teachers

Completed May

Implement a * Design activities for a training for selection. Start March and finish
selection TOT  Advertise the training. by mid May

* Select teachers.

* Conduct the training.
Prepare materials | ¢ Design a booklet of basic language. April

for invitees

* Review the information on language sent to
invitees.
* Prepare an audio tape.

Manage the PST
language program

* Improve the SOWSs for teachers to combine
cross-culture and language.

« Integrate technical language and survival
language throughout the PST.

* Make all necessary decisions regarding the
language program and integration with the
other components.

* Conduct and evaluate the PST language
program.

June - September

Create a network
of teachers and
LSP specialists

» Attend language conferences and related
events.
» Visit workplaces, institutes.

As appropriate/ as
scheduled

15
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THINGS

TO THINK
ABOUT

WHAT QUALIFICATIONS HELP
LANGUAGE COORDINATORS
SUCCEED?

Although Language Coordinators’ duties and responsibilities vary considerably from post to
post, there are general qualifications that any effective Language Coordinator should have.

ADMINISTRATION
& MANAGEMENT
EXPERIENCE

TEACHING
EXPERIENCE

PERSONAL
QUALITIES

Much of this job is supervision, coordination with others,
making program decisions, and reporting. Other culturally
significant attributes, such as age, may be of some importance.
In some countries linguistic background should be considerad.
Experience working with an American organization might be
helpful.

Only an experienced language teacher should be considered.
This experience may be with children, college students or
foreigners living in the community, but ideally the Language
Coordinator has already served as an instructor for the Peace
Corps. Experience in curriculum development or teacher
training would be a definite plus. An advanced degree in
linguistics may lend some culturally accepted status, but is not
a guarantee that the individual can supervise effectively.

The demands of the training program test everyone's
patience, maturity, open mind, flexibility, good management
skills, cooperative spirit and diplomacy. A Language
Coordinator should exhibit these qualities in person and in
work history, and should be confident of his or her
knowledge. Eagerness to learn new methods and approaches
is one sign of a good teacher and crucial in a good Language

Coordinator as well.



ZOB STANDARDS

ND

PERFORMANCE
CRITERIA

#1.

PST LANGUAGE
TRAINING

MANAGEMENT SKILLS

#2,

LANGUAGE IST
MANAGEMENT

Expectations about job standards and performance criteria
will vary from post to post and director to director. But it is
useful to consider how one country distinguishes between
adequate job performance and superior job performance. In the
five areas below, Peace Corps Romania has defined what it
means to do a satisfactory or outstanding Language
Coordinator. '

Satisfactory

* With ongoing guidance from the Director is able to plan,
implement and evaluate PST Language training component.
* Identifies all technical language competencies to be
addressed in training and is able to confirm or recomumend
changes in the existing IPBS current services budget and in
personnel necessary to conduct adequate training.

¢ Assists the director in reviewing existing job descriptions of
trainers; demonstrates satisfactory training skills in
implementing TOT for language teachers; demonstrates
adequate personnel managerment skills in supporting and
directing the language training team.

* Ensures that adequate language learning materials are
available, updated and revised.

¢ Creates additional materials whenever necessary.

¢ Prepares and leads language teachers in
evaluation of PCTs and suggests alternative methodologies
for PCTs who need special assistance or advanced learning
strategies as fast learners.

* Acts as lead evaluator for deciding whether PCTs meet
language standards for Volunteer service.

Outstanding

¢ With minimal guidance from the Director, prepares in-
depth needs assessments and drafts outstanding technical
language designs that creatively integrate technical
language and cultural adaptation.

* Successfully plans, conducts and evaluates PST language
component, with minimal guidance from the CD.

* With responsibility and dedication acts as a leader
ensuring the integration of programming design and language
components.

Satisfactory

* With normal supervising guidance, adequately arranges for
IST, prepares teachers for instructional time and acts as
primary coordinator during the event.

* Maintains adequate records concerning past 1STs and
designs satisfactory training designs.

¢ Teachers are hired on time and adequate IST is conducted.

¢ Sufficient direction is provided to PCVs and teachers.

17



#3 LANGUAGE
LEARNING SUPPORT
FOR PCVS

* Adequate budget and cash flow requests are submitted to
Admin. in a timely fashion, and final reports are presented
on time.

Outstanding

* With minimal guidance from the director, conducts
outstanding IST need assessment and on-site appraisals of
Volunteer language level and specific language needs.

* Shows exceptional skill in design and teacher training and
in preparation of all IST materials.

* Periodically ensures updating and revising all language
materials. _

* Sets a positive tone for teachers and students and
exemplifies positive adult learning attitudes.

* Presents all budget projection and cash flow requests in a
timely fashion, in order to insure the smooth administration
of the event.

+ Skillfully prepares Volunteers and testers for the
assessment conducted at the end of training; designs useful IST
evaluation forms for both staff and Volunteers so that focused
follow-up study can begin.

* Exhibits strong leadership in motivating PCVs to attend
and excel.

* Final reports are in depth, targeted and indicate next steps
in language program.

Satisfactory

* Adequately supports PCVs on-going learning by assessing
their post PST and IST levels.

* Conducts evaluations at technical ISTs and MSCs and
arranges for final COS testing.

Outstanding

* Based on the LPI evaluation that begins at ST and
continues through IST, tailors an individual study and
tutoring program for all PCVs using creative motivation
techniques to enhance on-site learning experience .

* Provides additional materials to PCVs within the limits of
the budget and coaches them on how to use them.

¢ Demonstrates enthusiasm and interest with Volunteers who
have particular difficulty in learning target language, and
develops individualized study programs for them.

* Manages all tutor forms effectively and processes them to
the admin. unit in a timely and efficient manner.

¢ Starting with PST and throughout each PCVs' service,
creates and maintains Language Evaluation Portfolios for
PCV, to provide a comprehensive record of their progress in
the language.



#4 STAFF
LANGUAGE
LEARNING AND
SUPPORT

#5 LEADERSHIP

Satisfactory

* Provides staff with four hours of tutoring classes weekly.

* Motivates all staff to attain a working knowledge of target
language.

Outstanding

» Provides US staff with tailored motivational tutoring (four
hours per week) and arranges for additional hours if
necessary for staff newly arrived in country.

* Provides or organizes on-going counseling and training to
host country staff.

* Motivates all staff to try to excel in target language
through use of programming and business terminology.

* Provides suggestions for speakers and delivers coaching for
staff speaking engagements.

* When appropriate, accompanies staff on important
interviews to ensure accurate understanding of staff and
clients. During these interviews, points out areas where
further clarity is needed.

Satisfactory

* Adequately assesses PCTs and Volunteer suitability and
acts as a language learning motivator.

* Works in a team seting with normal supervisory input from
CD. :

» Provides adequate discipline criteria for PCTs and PCVs
during training and in the field.

Outstanding

* Demonstrates a positive energetic attitude when dealing
with Volunteers and staff concerning language training. Acts
as a team member with APCDs and Admin.

» Consistently excels in motivating PCVs and staff to do their
best in language learning efforts.

* Challenges all staff and PCVs to value the language and to
use it well.

* When dealing with issues that address Volunteers and/or
staff cooperation acts as a participant problem solver.

* Assesses and evaluates Lls and PCVs in a fair and
analytical manner.

* Demonstrates decisiveness in disciplining and leading PCVs
and Lls.

o
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TO DO IT

OBTAINING RESOURCES TO
SUPPORT LANGUAGE

TRAINING

GETTING
MATERIALS
FROM PEACE
CORPS

BUDGETING AT
POST FOR
ROUTINE
LANGUAGE
PROGRAM NEEDS

SPECIAL
FUNDING
REQUESTS

Resource materials may be ordered through ICE or you may
try to have the Country Desk Unit track down specific titles.
Obtaining resource materials will usually mean spending
funds from the post's budget, so it is necessary to go through
request and approval procedures as established at your post.
Your administrative officer or In-Country Resource Center
manager can help you with specific steps to follow, depending
on the kind of materials you are requesting. See the
Bibliography in Section One for suggested titles.

Most of the money needed to support your language program is
allocated by your own country's Peace Corps office, in
consultation with chief of Programming and Training for your
region at Peace Corps headquarters in Washington. Support
for language training is part of the annual budget that your
post plans for each fiscal year, which begins October 1 and
ends September 30. Most of the routine needs for the language
training program should be met in this way, so it is important
that you participate in budget planning processes at your post.

From time to time, there will be needs that cannot be met by
regular program budget, and you should consider requesting
funds from other sources. In addition to any local sources of
support, Peace Corps/Washington can be approached to help
meet a number of needs. The two main possibilities there are
your Region’s Programming and Training chief and the Office
of Training and Program Support (OTAPS).

The following are tips for increasing your chances of receiving
the support you request. In addition to reviewing these

suggestions , talk to other staff at your post for their help and
advice.

(1)



FOR ALL
REQUESTS

FOR OTAPS
REQUESTS

¢ Send in your request well ahead of time. Requests should
reach Washington at least two months before the resources
are needed, longer if the request involves a US consultant.

¢ Explain the reason for the request as fully as possible, so
that folks at Peace Corps Washington understand why you
need help, not just what you want to spend the money on.

¢ Indicate the outcomes that will result if you receive
support, describing the benefits to Peace Corps Volunteers.
¢ Include a brief draft budget with proposed timelines and
personnel roles.

¢ Describe how you will monitor the proposed activity and
report on it.

¢ Use the appropriate forms, currently the OTAPS Activity
Request Form.

¢ Direct your request to the appropriate OTAPS office,
usually the Language Training Specialists.

¢ Your request for support will have the best chances of
success if it has the following characteristics:

¢ Itis an innovation and not just a usual training expense. For
example, if a request for support for a language IST will
probably not be supported. In contrast, OTAPS might say yes
to a request for funds to develop a reference book of the “The
Fifty Most Common PCV Language Problems," based on needs
assessment results from the past three years of ISTs.

¢ It results in a product that could benefit other posts, e.g., a
TOT design or manual of tutor training tips for PCVs.

¢ It involves participation or support from outside the
language program itself, such as the Health APCD at your
post or the Environment Sector of OTAPS.

¢ It has sustainability and is not something you are going to
need to request outside funds for again and again. This is why
OTAPS Language Training Specialists support requests that
involve developing manuals to support tutoring rather than
requests to support workshops to train tutors in the field.
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TIPS

FROM THE

FIELD

DEALING WITH PEACE CORPS:
HOW TO BE MORE EFFECTIVE
INYOURJOB

Here are suggestions from Language Coordinators to help you be more effective in your job:

GETTING * Find out about current training initiatives and funding
MATERIALS AND  levels for project areas, and know your language budget.
EQUIPMENT * Plan early to include everything necessary in the budget,

merging your requests with compatible requests from other
sectors, or even other posts.

¢ Talk to your regional computer person about needs and
possibilities.

¢ Do vour homework before requests, so that stated costs are
accurate.

¢ Explain why you need equipment and show what can be
done with it.

* Have a "wish list" of items ready in August for end of the
year money. There’s often money available at the end of the
fiscal year in September.

SURVIVING AS * Always document your work.

PEACE CORPS ¢ Talk to staff about what you're doing, not only to the

STAFF Program and Training Officer (PTO} or Training Director
(TD), but also the Country Director (CD) and Associate Peace
Corps Directors (APCDs).

¢ Share your accomplishments and concems with staff at
other posts, the region, and OTAPS.

¢ Ask other staff about what they’re doing.

¢ Invite other people to your events, and ask for their help

¢ Take part in meetings at your post. Attend mid-cycle and
final reviews.

S ()fJ



¢ Make sure that there is an understanding at post of your
duties and responsibilities (as stated in your SOW).

¢ Invite Peace Corps staff to teachers’ meetings, as
appropriate.

¢ Work with your Training Officer or CD on developing the
budget.

¢ Ask to be included in the budget planning process.

¢ Remember "The 5 P's" of Peace Corps: be proactive,
persistent, patient, phlexible and phunny.

¢ Don't give up! Remember there are other opportunities and
resources, and you can always try again next year.
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INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and heir counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.
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OVER

VIEW
SECTION TWO:

TEACHER SUPERVISION

WHAT DOES Language Coordinators report that one of the most
SUPERVISION challenging aspects of their job is being an effective
iNVOLVE? supervisor of other people. Supervision involves a number of

different tasks:

¢ Recruiting: Datermining vour staffing needs, in terms of
numbers and qualifications; identifying sources of potential
candidates and advertising to attract the best qualified.

¢ Hiring: Developing a set of criteria for deciding who to
hire, as part of an organized system for making those
decisions—interviews, selection TOTs, sample lessons.

* Supervising: Training, monitoring, and supporting
instructors, and setting up systems to achieve program goals.
* Evaluating: Developing a fair and comprehensive system to
evaluate teachers and use those evaluations to make
decisions about rehiring people for later language training

events.
WHO DG Language coordinators are primarily involved in supervising
LANGUAGE the language program staff. This may include:
COORDINATORS ¢ language instructors, including lead teachers, Language
SUPERVISE? Coordinator’s assistants, etc. working during PSTs, ISTs, or
TOTs.

* materials developers, including people working on the
layout of language materials and secretarial staff.

* Volunteers who work during PSTs/ISTs/TOTs on the
language and/ or cross-cultural training program.

WHAT THIS This section contains information about:
SECTION * how to determine staffing needs and recruit qualified
CONTAINS applicants.

¢ methods for selecting qualified candidates.

» purposes of and svstems for tcacher observation, assessment
and feedback.

* tips from language coordinators in the field about wavs to be
an effective supervisor.
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WHAT

NEEDS TO BE

DONE

IDENTIFYING TEACHER
SUPERVISION NEEDS FOR
YOUR PROGRAM

This brief check list was d..veloped by Peace Corps language coordinators to help you assess
program needs in the area of teacher supervision and help you determine what procedures and
systems for effective recruiting, hiring and evaluating teachers may need to be developed for
your post. For each of the issues listed below select the letter of the response that best
describes curriculum development at your post:

A. Completed successfully

B. Completed, but needs revision

C. Not completed and it needs to be done

D. Not completed, but not important at present

Items that you marked with a B or C will probably need further development.

TEACHER RECRUITMENT AND SUPERVISION

RECRUITMENT

1. There is a system for establishing what staffing patterns will be needed for upcoming
training events.

—____ 2. There are formal positions descriptions (SOWs) for all positions that specify
necessary qualifications, both teaching and non-teaching duties, length ot service, any
other contract requirements and salary levels for both new and experienced teachers

3. There is a system for identifying and maintaining contact with particularly
talented teachers from previous training programs.

(¢




_ 4. A plan for publicizing available teaching positions and attracting qualified
candidates has been established that includes procedures for both new teaching staff
and teachers from previous programs.

. 5. Advertisements have been developed that contain position descriptions and
application deadlines, requirements and procedures.

6. There are standardized application procedures and relevant forms.

SELECTION
7. There is a plan for how teachers will be interviewed and selected.

8 There is an established list of selection criteria to decide which applications will be
interviewed or invited to selection TOTs.

9. Other selection requirements and procedures (sample lessons, recomunendation letters,
etc.) have been identified.

10. There is a formal interview protocol and standardized list of questions for all
candidates being interviewed.

11. There is a formal rating system for candidates that includes self-assessment and pre-
established criteria for selection.

HIRING

12. There are specific administrative procedures for notification and hiring of selected
staff that correspond with Peace Corps policies and procedures.

13. There is an established system for notifving other Peace Corps and training staff
about the status of recruiting, interviewing and selection of language staff.

SUPERVISION
14. Expectations about work hours, job responsibilities, out-of-class behavior, etc. are
clearly described and communicated to the staff during the selection process and TOT.

15. There is an established format and schedule for teachers meetings during PST.

. 16. There is an established schedule and procedure for conducting formal teacher
observations, evaluation and feedback both during and at the end of PST.

17. There is an established system to solicit trainee input on teacher performance during
and at the end of PST.

— 18. There is a system for teachers to register and negotiate about grievances or appeal
unfair evaluations, in accordance with Peace Corps guidelines.




1
LINE
SUGGESTED SCHEDULE FOR

TEACHER SUPERVISION
ACTIVITIES

Peace Corps Language Coordinators have developed this suggested timeline for the major tasks
involved in recruiting, hiring and supervising language instructors (LIs).

TEACHER SUPERVISION TIMELINE

FOUR MONTHS ¢ Review input from Trainees and supervisors evaluation for
BEFORE PST experienced language component staff.

¢ Check or develop a list of qualified and experienced
language trainers.

¢ Develop tentative action plan for staffing.

¢ Develop and print application forms and SOWs for
language trainer position.

* Make a tentative action plan for staffing and hiring
experienced and recruiting new language trainers.

¢ Put an advertisement in national/local newspapers for LIs’
position.

¢ Develop requirements for the PST site in terms of the
language program.

¢ Make an action plan for hiring/recruiting language staff
and TOT.
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THREE MONTHS
BEFORE PST

 Confirm required number of new language trainers.

* Confirm the PST site.

» Collect all applications for LIs' position.

* Develop hiring activities.

* Confirm site for LI candidates’ screening/ selection
workshop.

* Review /update interview questionnaire.

¢ Inform CDs, PTOs/PTSs, Admin about the dates of
interview.

* Develop a design for screening / selection TOT workshop.

TWO MONTHS
BEFORE PST

¢ Select candidates to be interviewed.

* Implement interview for new language instructors.
¢ Select from interviews Lls candidates for
screening/selection TOT workshop.

¢ Finalize screening/selection TOT workshop design.

SEVEN WEEKS
BEFORE PST

* Send invitation letter with contract period and salary offer
to the experienced staff.

¢ Conduct screening /selection TOT workshop for new
applicants.

SIX WEEKS BEFORE
PST

* Plan and design for TOT for all hired LIs.
* Inform all successful candidates and send invitation letters
to the selected new Lls including contract period and salary.

TWO TO FIVE WEEKS
BEFORE PST

¢ Contract all the language component staff.

DURING PST

¢ Have teachers’ meetings dailv during PST to discuss
implementation of PST language program.

* Observe each teacher in class at least everv two weeks.

* Have informal talks with the teachers, trainees, and other
staff regularly to check for feedback on teachers’
performance.

» Conduct formal interviews with teachers 1 to 2 times during
PST - at mid-point PST and at the end of PST.

AT THE END OF PST

¢ Complete an appraisal form for each teacher and conduct
formal interviews at the end of PST.




OVER
VIEW

THE PROCESS OF TEACHER
RECRUITMENT AND HIRING

Peace Corps Language Coordinators have developed this overview of the recruitment, selection

and hiring process.

STEP T:
DETERMINE
STAFFING NEEDS,
SCHEDULES, AND
SOWS

STEP 2:
SOLICIT
APPLICATIONS

¢ Start the recruitment process for teachers early in year so
that you can select the best applicants and train them, i.e.
three to four months prior to PST. For this purpose, make a
selection planning checklist as a part of your yearly workplan
as an LC. Try to make it as detailed as possible so that you do
not miss anything.

¢ To decide how many teachers you are going to need you
should have in mind the number of Trainees you are expecting
for your PST and the number of teachers with Peace Corps
experience that you would like to hire again and that would
be available for the PST period. To check this, develop and
distribute an availability checklist to experienced language
staff.

¢ Select experienced training staff for rehiring based on
Trainees' and supervisor's performance evaluation and
training office observation.

¢ Confirm the required number of language staff and number
of experienced language staff availability and then
determine the number ~f ,.0w language trainers that vou will
need to recruit and hite.

How to announce the position:

¢ Put advertisements in local/national newspapers (can be in
English, also in local language, but make sure they are clear
and simple).

¢ Use flyers (put them in different schools, universities,
educational institutions where teachers often go).

¢ Use PCVs' recommendations, connections, tutors and
counterparts or ask counterparts for recommendations.

How people apply

* You may want applicants to send a CV and a cover letter to
the Peace Corps office.
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STEP 3:
DEVELOP
SELECTION
PROCEDURES
AND CRITERIA

STEP 4:
NOTIFYING AND
HIRING
SUCCESSFUL
APPLICANTS

¢ You may want them to fill in an application form prepared
by Peace Corps in advance.

e If applicants have to fill in application forms, along with
those forms, provide the applicants with a Statemen* of
Work (SOW ).

Selection Procedures

¢ Develop a list of criteria for selecting candidates to be
interviewed. (Samples are included later in this section.)

¢ Select candidates to be interviewed. (Be sure to select at
least double the number of teachers that you will finally
need, if possible, to be sure you have plenty of qualified
people to choose from.)

¢ Make copies of the SOW available and distribute copies to
the applicants invited to the interview.

¢ Notify the selected candidates about selection procedures
and schedule.

¢ Review/update hiring criteria and desirable
qualifications, interview questionnaire, and print the
required number of copies.

Stages of selection

e Applicants send in their application forms/CVs + cover
letter.

e PC hiring staff goes through application forms/CVs + cover
letter and selects applicants to be invited for an interview:.

e If it is nec.ssary to check applicants' proficiency in the
language to be taught, applicants should be given at least a
written test in this language prior to the interview.

¢ Selection event or events (interview, demonstration lesson,
selection/screening TOT ) .

Note: Some posts choose people by interview only, others use
the preliminary interview to decide which "finalists” will
be invited to the selection TOT, and then make a final
decision at the end of that.

¢ After the selection process is finished, send the list of
selected language trainers to the PC Country Director for
approval with at least two candidates on the waiting list.

* After the Country Director's approval, post the results on
the office notice board, inform all successful candidates, and
send an invitation letter which should include contract period
and may include salary. Also + ntify applicants who have not
been selected.

* Request administrative office to prepare contract document.
Provide the SOW for the contract.

¢ Contract documents should be readv one week before staff
development / TOT begin.

¢ Staff will sign the contract before thev go to slaft
development/TOT.

1y
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SAMPLES
FROM THE

FIELD

PRE-PST STAFFING CHECKLIST

Peace Corps Nepal uses this checklist to help organize their teaching staff for PSTs.

PEACE CORPS NEPAL

PRE-PST STAFFING CHECKLIST
Starting date is May 1st
ViTs arrival - Last week of September

Five Months out:
___ Application forms for different positions (500 - 600 copies) should be
ready.
Notice of position available for current Nepali training staff.

Four Months Out:
___ Develop tentative action plan for staffing.
Deveiop experienced Training staff availability checklist.
- Input of trainees and supervisors' evaluation for experienced PST staff.
Advertisement on Gorkhapatra and Rising Nepal for the PST positions
available.

Three Months Out:
____All'the applications should be collected separately according to the

position and given contact date.

_ . Review of applicants to select those to be interviewed.

______ Develop hiring activities and structure interviews (if some things need to
be changed from the past).

Notification of interview schedule for candidates. (who have passed

through the screening criteria by letter, or a list on the bulletin board on
the time of contact period).

Two Months Out
_____ Seta time for written test, interview, or screening for language trainers
and otner positions and training for the interviewers.
_ Conduct hiring procedures and interviews for all positions.




One Month and Three Weeks Out:
Notification of results for all positions.
Submit priority list of candidates to CD for approval for screening
workshop.
Conduct screening workshop.

One Month and Two Weeks Out:
Submit recommended PST staff list to CD for approval.
Develop assignment, length of contract and salary sheet.

_ __Inform all candidates and send letter of agreement to PST staff.

One Month and One Week Out
Contract ready for PST staff.
Staff Development Workshop and Training of Coordinators.
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TIPS

FROM THE

FIELD

CRITERIA FOR SELECTING
TEACHERS

Peace Corps Language Coordinators have developed this list of possible criteria for you to
consider as you develop vour position descriptions and Statements of Work for Language

Instructors at PSTs:

WHERE THEY
COME FROM

PROFESSIONAL
SKILLS

TEACHING
EXPERIENCE

Candidates from the training site and /or from areas outside
the training site. (If you select people {rom outside the
training site, you may have to provide lodging,
transportation and/or meals for them.)

Successful trainers have the following characteristics:

¢ team work skills (ability to work with others, to share
ideas, flexibility, adaptability)

¢ creativity and inventiveness

* planning, materials development skills

* organizing skills

¢ leadership skills

* awareness of their native language

* ability and speed of learning in an intense envirorunent
* abilitv and/c * readiness to work in a cross-cultural
environment, and more specifically with Americans

* a hard-working and responsible attitude

You may consider hiring people with teaching experience
and/or people without teaching experience but with
willingness to be trained how to teach.

* Hiring people with prior teaching experience is essential
especially when the time for teacher training prior to the
PCTs' arrival is very short due to different reasons (starting
the recruitment process too late, for example) or when the
program is new and you need higlly qualified staff to
develop the program.

G



PERSONAL
CHARACTERISTICS

DIVERSITY

ENGLISH

¢ Teaching experience may include teaching children,
university students or foreigners living in the community. An
advanced degree in linguistics should not be a requirement for
staff.

¢ A variety of experiences and backgrounds is considered to be
beneficial to the program.

In addition to the professional skills listed above, most
Language Coordinators feel that it takes a special kind of
person to be a successful Peace Corps language trainer. Ideal
candidates should have the following qualities:

patience, flexibility and a cooperative spirit, eagemess and
enthusiasm in learning new methods and approaches,
friendly, firm but not intimidating with students, good
communicator, empathetic, with skills in giving and
receiving constructive feedback, and open to new
methodologies.

* Be wary of candidates who appear over-confident, or who
are determined to use one particular methodology for
language teaching. Eagerness to learn new methods and
approaches is one sign of a good teacher.

The language training team should represent a variety of
backgrounds and experiences, not only in regard to teaching.
There should be a balance of male and female trainers,
different age groups, and, if possible, representation from
different regions. Consider the possibility of ethnic diversity
as well. Avoid bringing in all staff from a single source, such
as one university. They will have their own working
dynamic established and will resist being re-shaped into a
Peace Corps team.

More and more PC posts require that teachers have at least
some proficiency in English - the most likely medium of
communication in meetings involving American and host-
country staff. Discussions of Peace Corps training philosophy
and course content are likely to be in English. Instructors
should be able to participate in these discussions and
meetings. TOTs, language resource materials. and other
sources of professional development will also be most readily
available to staff with English skills. It can also be useful
when instructors wish to discuss learning strategies or theory
with Trainees.
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HOW

TO DO IT

WRITING STATEMENTS OF
WORK (SOW)

The PATS Training Supplement contains this useful description of how to go about developing
SOWs for your Janguage training staff.

POINTS TO » Well defined, accurate, statements of work can be invaluable

REMEMBER both as a tool to help the Language Coordinator manage the
language training staff, and as guidance for individual staff to
plan and undertake their respective tasks. A statement of work
should define the unique aspects and responsibilities, and
minimum and preferred qualifications and performance
standards for the position it describes.

¢ When hiring training staff remember that your audience is
most likely a diverse collection of Trainees with varying needs
and personalities. Accordingly, a good training staff will ccnsist
of a good mix of trainers of diverse interests and personalities.
The key is that you are looking to hire a team, not a set of
individuals who each fit your vision of the perfect “trainer.”

* Also, remember that all training staff, in addition to their
primary responsibilities, will serve as cross-cultural

facilitators /resources, and therefore must be capable of
presenting their technical s«ills in a cultural context. They will
also need to make themselves available to the Trainees on both a
formal and informal basis.

The following is an example of a statement of work for a language instructor and guidance
pertaining to the qualifications and attributes to consider when hiring candidates. As with

other suggestions in this manual, you must tailor the guidance and examples t¢ meet vour
specific training needs.

Gr
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STATEMENT OF WORK

Language Trainer for Pre-Service Training:

Begin date - ending date

Reports to: I anguage Coordinator
Coordinates with: All language training staff.

POSITION SUMMARY:

DUTIES AND TASKS:

Preparation Phase:

Implementation Phase:

After Training Phase:

QUALIFICATIONS:
Minimum Qualifications

Preferred Qualifications

Conduct language training classes with small groups of Trainees.
Follow prescribed curriculum and effectively use a variety of
language training tecliniques and methodologies. Participate in
the evaluation of the language training program and the
assessment of Trainees performance.

e Participate in a 3-5 day Language Instructors workshop
component for TOT.

* Attend and participate in PST Staff Training, which should
include goals and philosophy of Peace Corps training, concepts of
integrated training, time for refining session plans and team
building.

e Participate in the preparation of language training materials
or resources under the supervision of the language coordinator.

* Participate in the preparation of the training site for the
language training program.

¢ Teach language classes.

* Provide feedback concerning Trainee performance at regularly
scheduled intervals.

* Respond to regular Trainee evaluations of language training.

¢ Actively participate in language training staff meetings by
making recommendations for training improvements, including
staff morale.

* Document Trainee performance in language training (under the
supervision of the language coordinator) to inform decisions to
recommend or not recommend that a Trainee become a Peace Corps
Volunteer.

* Contribute to the final language training report.
* Participate in the compiling and storing of language training
materials.

* Demonstrated academic or other qualifications indicating more
than speaking fluency in the required language, and also an
understanding of the language’s grammatical structures and the
ability to write.

¢ Some fluency in English.

* Experience witn Peace Corps language training.



SAMPLES
FROM THE

FIELD

SAMPLE LANGUAGE
INSTRUCTOR
POSITION DESCRIPTION

Developing a clear position description or statement of work is a necessary first step for both
recruiting and hiring teachers. As with all statements of work, it should clearly delineate
duties, responsibilities and other expectations about performance. It should also include
specific information about the length of the contract and pay scales, since this information will
be important when you start advertising for qualified candidates.

This sample is based on a position description for language instructors that was developed by
Peace Corps Philippines:

Peace Corps Philippines
PST Language Instructor

The Language Instructor is primarily responsible for teaching the _(Tagalog) language
to the Trainees under the direct guidance of the Language Coordinator, as requested
by the Pre-Service Training (PST) Director.

Reports to: [anguage Coordinator
Coordinates with: Lead Teachers and Other Language staff members

Position Summary: Responsible for the planning, implementation, and evaluation
of the daily language learning activities of Trainees. Serves as cultural information
resource for Trainees.

Duties and Tasks:

 Actively participate in the Training of Trainers workshop held prior to PST.

« Build teamwork and support PC staff and PST team efforts and decisions.

« Design and implement lesson plans based on acquisition of specific language
competencies that Trainees should achieve. Lesson plans to be developed using the
Peace Corps lesson planning format and incorporating language, cultural, and
technical language objectives.

¢ Condurt language classes making appropriate changes based on feedback received
and leaming heeds of the Trainees. Develop Trainees' cross-cultural skills by acting as
a language and cultural information resource.

« Assist Coordinators in designing and implementing integration of
Language/Technical/Cultural lessons.




* Be available outside “classroom” hours to assist with language leamning (individual
tutorials and conferences with Trainees, cross-cultural trips/excursions/field visits as
requested by the PST Director)

« Assist LC and lead language instructors during PST in grouping by providing timely
and regular feedback on Trainees' progress.

* Assist in designing round-up and evaluation materials {(oral and written) and activities
{simulation activities and out-of-classroom fanguage "tasks") to provide timely and
regular feedback to trainees about their progress in the language. Orient LC and other
language staff in these evaluative proce sses, and actively participate in evaluation
sessions.

* Meet with other [anguage staff to evaluate Trainee progress and make
recommendations for appropriate individual learning strategies and approaches to
facilitate trainee progress in language acquisition, while maintaining professional
confidentiality.

* Evaluate the success of the lesson, document comments, ideas and suggestions to
assist with future implementation.

* Observe the limits of confidentiality with Volunteers and staff.

* Submit all lesson plans, language materials and other documentation to the LC. All
materials developed under this contract are the sole property of the United States
Peace Corps.

* Perform otherrelated duties, as necessary, for the smooth implementation of PST.

Contract: June 6 through September 6, 1996
Training Schedule: 8.00-17.30 Monday through Friday.({Includes one and a half
hour lunch break.)Transportation stipend provided.
Daily Rate: - no Peace Corps PST experience
- with Peace Corps PST experience
Salary payments will be made only for actual days worked.
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TO DO IT

ANNOUNCING THE POSITION
AND SOLICITING
APPLICATIONS

Deciding how you will solicit applications, from whom and in what form is an important next
step after you have determined vour staffing needs. But you need to have all the other aspects

of your selection process in place before you release the publicity and application
announcements.

WHERE TO You will want to attract the widest number of qualified

ADVERTISE candidates as possible, so be sure to consider a range of
publicity options, such as local/national newspapers (both
English and local language publications) as well as posters for
distribution to different schools, universities, educational
institutions where teachers often are found.)
Remember to use Peace Corps connections to advertise the
position and distribute announcements to PCVs and other
Peace Corps staff and ask them to recommend connections,
counterparts and tutors who might also be interested in
applying.

WHAT TO You may wish to use the opportunity to alert qualified
INCLUDE IN YOUR candidates for all aspects of the training program (technical
ANNOUNCEMENT coordinators, secretarial staff, etc.) so discuss the goals and
scope of your announcement with other members of the
training staff and decide specifically who vour target
audience is going to be.
Announcements should at a minimum, include the following
information:
* Basic qualifications: The minimum requirements, without
which you are not willing to consider an applicant. These
ray include education, language skills, previous teaching,
and so forth.
* Desirable qualifications: These may include desirable
qualities that would give the candidate an advantage.



APPLICATION
FORMATS

¢ Dates and Place of Employment: When and how long, and
where the training is to take place--especially if vou expect
trainers to live at the training site or in villages.

¢ Salary and other benefits: These will vary from program to
program, housing at the training center, meals, etc.

¢ Clear description of duties: Many posts expect teachers to
also develop materials as well You should have developed a
Statement of Work before you begin advertising the position.
¢ How to apply: Where, when, what accompanying
documents, such as letters of recommendation, university
transcripts, work history.

You may want applicants to send a CV and a cover letter to
the PC office, or you may decide to develop an application
form for them to fill in. An application form will ensure that
vou get all the information you consider to be important in
making your selection, but a CV will give you an idea of how
the applicants describe their experience in their own terms--
what they consider important and relevant to Peace Corps.
You will need to weigh the advantages of both approaches.
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SAMPLES
FROM THE

FIELD

POSITION ANNOUNCEMENTS

Here are examples of position announcements that were developed in Bulgaria and Romania.

The first represents an announcement far the entire training staff; the second language teachers
only.

Position Announcement

The United States Peace Corps program in Bulgaria seeks qualified and
motivated candidates for temporary positions as Language Instructors,
Technical Training Coordinators, and Technical Training Assistants in TEFL,
Small Business Development, and Environmental Affairs during our upcoming
Pre-Service Training Program.

Language Instructors will work as part of the Language Training Team to
develop basic communicative language skills among Peace Corps Trainees
during an intensive 12 week training program. Successful candidates will have
Bulgarian or English philology as a major or second subject, have teaching
experience and/or desire to be taught how to teach Bulgarian to foreigners
following modern communicative language learmning approaches for adults, be
able to work fuil-time between June 2 and September 6 with an opportunity to
take a one-week unpaid leave, and be willing to work cooperatively as part of
a team. Speaking English is essential.

Interested candidates should submit their CV in English to Peace Corps, 7
Gerlovo Str., 1504 Sofia, not later than 2.12.1996.

)




JOB ANNOUNCEMENT
F%

I
PEACE CORPS

ROMANIA

Are you interested in working
over the summer ?

Over the summer period, ( June- Sept.1996 ) Peace Corps is organizing a training for the
next group of volunteers coming to Romania..

Cne part of the training consists of learning Romanian, in an intensive program.

A team of very dedicated, extraordinary people has been working on this program for the
past 5 years.

This year we are looking for new, enthusiastic people to refresh our team.

So, if you think you would like the challenge of teachlng Romanian as a
foreign language, we offer :

* a 2 to 3 month contract

« at least 5 days of training in the latest
teaching methodology

e the opportunity to work in an
American environment as a
representative of the Romanian cuiture

The application process will start on April
17, 1996.

Basic requirements are:

sUniversity graduates or undergraduates,
Philology preferred

* Some knowledge of English language
*Housing in Bucharest for the period of the contract (June to September) and 5 days in
May

If you are interested, please contact Mihaela Bobeica or Laura Bologea at the end of April
at Peace Corps Office (tel. 312.12.89. or 311.15.85 - address : str. Negustori nr.15,

sector 2, Bucuresti ) for Application forms. (An Ad will be posted in newspapers around
the same period.)



SAMPLES
FROM THE

FIELD

SAMPLE APPLICATION FORM

As mentioned above, you may wish to develop an application form for candidates for teaching
positions to fill out. This will ensure that you get the same kinds of information from each
applicant, and thus make the process of choosing who to interview a more consistent process.
This i¢ an application form that was developed by Peace Corps Philippines.
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b. DATE OF EMPLOYMENT (Mon:n, Year, EXACT TITLE OF YOUR POSITION Salary Earnungs
Start

/yr.
Final /vt
NAME and ADDRESS of EMPLOYER DUTIES
NAME and TTTLE of SUPERVISOR
REASON FOR WANTING TO LEAVE
¢ DATE OF EMPLOYMENT (Montk. vear) EXACT TITLE OF YOUR POSITION jary Earmings
Start /yr.
Final /yr.
NAME and ADDRESS of EMPLOYER DUTIES

NAME and TTTLE of SUPERVISOR

REASON FOR WANTING TO LEAVE

25. SPECIAL QUALIFICATIONS AND SKILLS

a.  List any Special Skills You Possess and Machines and Equipment you can operate. | b. Approxumate number of
words per minute

Typing
Shorthand

26. Have you ever been discharged or forced to resign for misconduct or satisfactory service from any position?
If answer is "Yes', GIVE FULL DETAILS under item 29.

27a. Have you now or have you ever had any b. Have you ever had a nervous breakdoum? | c. Have you ever had a tuber-
physical defects or disabilities whatsoever? culosis?
[ ) Yes { 1 No
I 1 Yes [ ] No [ ) Yes [ 1No

IF ANY OF YOUR ANSWERS TO ANY OF THE ABOVE 15 “YES". GIVE DETAILS UNDER ITEM 29.

28. Have you ever been arrested or detained by any police or military authority? If so, name the authority, gtve time,
place, and reason for arrest or detention and the disposition of court action.

29. Use this space for completing answers to any of the foregoing questions. numbering answers to correspond with
questions. Add any information not covered above which, if known, might affect your employment.
Use extra biank sheets if necessary.

CERTIFICATE OF CORRECTNESS

{Before signing this form check over it to make sure you have answered all questions fully and completely.
False statement on this application is cause for dismissal.)

IDO SOLEMNLY AFFIRM THAT THE INFORMATION CONTAINED HEREIN 15 CORRECT TO THE BEST
BEST OF MY KNOWLEDGE AND BELIEF.

SSS Number: Signature Date




THINGS
TO THINK

DECIDING WHO TO INTERVIEW

In many countries, it is not possible to interview all the interested candidates who submit
applications. Here are two sets of criteria that were developed to help coordinators decide
who to interview. They list some good things to think about, but you will want to develop your
own set of criteria for deciding which candidates to choose in the "first cut” of the selection
process, based on the particular requirements and realities of your post.

In the Czech Republic, language staff developed the following rating system to make the first
decisions about who should be invited to the next stage of the hiring process.

CRITERIA FOR SELECTING TEACHERS

We don't have the resources to interview and train all of them (over 100
responses must be limited to about 30). To make our job easy we can divide
our answers into three initial categories:

obviously qualifies

might qualify

obviously does not qualify
We can think of our overall impression as amounting to 100%.
Answers to each cuestion can raise our impression by a certain number of
points.

30% - Experience can be both positive and negative, and always has to be
judged in conjunction with other factors. If someone admits to no experience
but has a strong drive to learn, it might be better than someone with 20 years
of teaching Czech as a Second Language (CSL). Although, technically, we
want people who have taught CSL, the preference is for people who have
taught it more recently. Other backgrounds are weicome too. | would give high
rating to anybody in arts and drama, or students of pedagogy, psychology
and sociology.

Students and teachers of English or other foreign languages may be more
desirable than those of Czech. For ranking in this category we can use these
criteria:

University degree in arts - 3pts

University student/degree in science - 2pts

Experience with teaching other language - 5 pts
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Experience with CSL - 8 pts
Experience with drama - 7 pts
Lived/worked overseas - 6 pts
Other (balancing the above +/-)

20% - English/communication skills are important. We want at least half of
our teachers to speak fairly good English. If someone says that their English is
not very good but they can always get their pcint across, thai's good too.

People who say that they get along well with others are fine, too, but that's
only a part of it.

30% - Expectations will vary. What we want most ai 2 people who want this
as an experience for their future. People who want to share our culture and
help the Americans to get around are even better. | would hesitate if someone
wanted this primarily to improve their English skills.
For ranking in this category we can use these criteria:

Experience for the future - 4

Learn about other cultures - 6

Learn about one's own culture/language - 10

Help Americans with their transition into the new culture - 10

Other (balancing the above +/-)

20% - Balance of the answers is important. The style of the answers may
be important also . This, of course, is very subjective.

FEVES




Anglophone Africa Language Coordinators developed this list of characteristics for language
trainers at a recent Regional TOT:

CHARACTERISTICS OF THE IDEAL LANGUAGE TEACHER

» Trainer should be able to function out of class as a
(1) team member

(2) participant in cross-culture sessions

(3) resource person

* Trainer should:
(1) know the demands of the training concerning:
policies
aims
expectations
adult Leamning

(2) have attained certain level of knowledge about the language:
structure
spelling
mechanics

(3) have a "global" view of country and culture

(4) have previous experience in teaching, curriculum and materials
development of the language to foreigners/adults

(5) have adequate English skills

(6) have these interpersonal characteristics
Flexible
Creative
Attitude
Committed/cooperative
Reliable
Relationships
Basic understanding of own cuitural values

il"j_



HOW

TO DO IT

INTERVIEWING CANDIDATES

PURPOSES OF
INTERVIEWS

DEVELOPING AN
OBJECTIVE
RATING SYSTEM

Posts use different techniques for making a final decision
about who to hire. Many posts make an initial selection
based on application forms and CVs. They then interview a
portion of those candidates. In some posts, final decisions
about hiring are based on those interviews. In other posts, the
interview is used to decide who will participate for the next
stage of the selection process, participation in a selection
TOT, the teaching of a demonstration lesson, or a combination.

The kind of selection process you choose for your program will
probably depend on a number of factors, especially the
history at your post, and the resources you have available in
terms of time, money and personnel to develop and carry out
the selection process. The number of new teachers to be hired
will also be an important factor. If you only need three or four
new teachers, you may not want to go to the trouble of
developing a selection TOT, or you may want to make a
preliminary selection based on interviews and a
demonstration lesson, and then make your final selection
based « 1 their performance during the TOT which vou will
conduct for all teachers before the beginning of the PST.

The difficulty with interviews is that it is sometimes
difficult to ensure that everyone gets asked the same
questions and has the same opportunities to respond to them.
Therefore, it's important to set up an interview protocol, or at
the very least, as list of questions which you will ask to all
candidates. By ensuring that everyone has the same
opportunities to respond, it is easier to make valid
comparisons between candidates. You will need to develop
one that works for the cultural and professional realities at
your post and will yield information about characteristics
that are appropriate for your situation. It is important to
establish a consistent and objective method for evaluating
responses before you begin the interviews, so that the process
of evaluating candidates becomes a much easier one.
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CONDUCTING
INTERVIEWS

USEFUL
INTERVIEW
IDEAS AND
QUESTIONS

Peace Corps Language Coordinators have recommended the
following things to keep in mind as you set up your interview
procedures:

¢ Interviews should be conducted by a committee of at least
two people from PC staff so that they are objective

e An interview should last twenty minutes to thirty minutes.
¢ Interviewers should rate responses for each question asked
during interview.

¢ Interviewers should make the interviewees feel
comfortable and at ease. Do not be imposing and do not show
your attitudes or feelings during the interview.

* You may want to have two to three applicants interview
together. In this way, it is easy to assess their ability to
communicate with others, but you must take into
consideration the cultural background and interviewers must
feel comfortable conducting an interview in this way.

¢ Look for individual teacher abilities and prioritize them.
¢ At the end of the interview give candidates an explanation
about PST and the working situation.

¢ Depending on the number of applicants and on the nuraber of
people you want to select, select as many as possible from the
interviews to be invited to a (screening/selecting) TOT
workshop.

* Once you have the whole group selected, put the résumés on
the table and check that there is a variety of teachers.

* Ask the interviewee to bring materials, such as ones that
they have developed or used.

» Ask about community activities the interviewee
participates in.

* Ask for performance references.

¢ In interviews include different tvpes of questions: both
yes/no and open ended:

- Have you taught adults?

- What do you think you can contribute?

- What are your expectations?

- Create a scenario - how will you handle the situation?
- What questions do you have for us?

- Are there other issues we have forgotten?

- Why did vou leave vour previous job?



SAMPLES
FROM THE

FIELD

SAMPLE INTERVIEW PROTOCCL

Here is a rating sheet that was adapted from a form developed for interviewers in ECAM
countries to help them evaluate interview candidates in a consistent and systematic way. In
this system interviewers assign numerical values to responses. They are guided by some
examples cf what constitutes high and low ratings. You will need to develop a system that
works for the cultural and professional realities at your post. This may require that you
identify appropriate characteristics that you are tryving to find out about during the interview
SO you can write more appropriate questions. But by trying to establish a consistent and
objective method for evaluating responses before you begin the interviews, you will make the
process of evaluating candidates a much easier one.

APPLICANT

Interview Date

PEACE CORPS LANGUAGE TRAINER
INTERVIEW SCORE SHEET

This structured interview format for Language Trainers has been divided into two
sections. Section ‘A’ aims to assess the applicant's language proficiency in the
lfanguage to be taught. Section B aims to assess knowledge, behavior, skills and
attitudes required of the job. it is divided into two parts: the first part asks specific
questions, and the second asks the applicant sto role play how they wculd respond to
certain problem situations involving trainees.

SECTION A: Evaluate the applicant's ability in English by using the following seven

questions. For each question, choose a value between zero and five, zero

representing an unsatisfactory rating and five exceptional. Try to score each answer

before the next question is asked . When you cannot do this, write words or phrases

that will help you make your decision on scoring the applicant's answer.
Unsatisfactory/Average/Exceptional

0/1/72/,3/4151/
(1) Biographical information
(2) Interests, hobbies, and special skills

‘
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(3) Work experience: Highlight accomplishments,
satisfaction level, major problems encountered
and how resolved.
(4) What made you decide to apply to work for Peace Corps?
{5) What do you know about this organization ?
(6) Have you dealt with foreigners / Americans before?
On what level (co-workers, friend, supervisor, etc.)
(7) What did you learn from the experience?
(8) What do you feel are your strengths and weaknesses?
In which areas of the Language instructor SOW
do you feel you wouid do best ?

SECTION B: For each question allot a maximum of 5 points:

(9) What are the most important functions of a Language Instructor ?
Listen For: planning, implementation, and evaluation in daily language
leaming activities for Trainees, motivation, intercultural resource

(10) A rather outspoken trainee has made some statements in the

language class that are very upsetting to you. What will you do?
Listen For: Meet with the Trainee, alone

(11) How could you as Language Instructor know what the trainees are
thinking about your instruction?

Listen For: Listening to Trainees and getting their opinions

Role Play Give points for each useful idea expressed. Say you
are a Language Instructor and one Trainee approaches you.
(12) Trainee: "Language Training is not going too well for me, because you

always ask me to do different activities and | need more drill and not all .

these fancy activities."

Listen For: Getting specific examples of the problems ; explore how the
Trainee might solve the problem

(13) Trainee says angrily ." My host family always wants to speak in
English with me. How can | learn?"

Listen For: Acknowledge; talk to the family; go to the LC ; help Trainee

identify alternatives

(14) Trainee frequently complaining about not feeling well “I still have a
headache" *| felt dizzy yesterday; "I have diarrhea again."
Listen For: Show understanding/sympathy ; identify the problem

(15) The Cross-Cultural and Technical Trainers would like to coordinate

activities, but you have already developed your lessons for the week. How
do you handie this?

Listen For: Show flexibility; explore future weeks' lesson plans
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HOW

TO DO IT

OESERVING CANDIDATES

OBSERVATION
CONTEXTS

OBSERVYING
DEMONSTRATION
TEACHING

In many countries Language Coordinators use the interview
prucess as an opportunity to make a "second cut” of candidates
after reviewing application forms. The final step is to watch
applicants in action. This is most often done by inviting
applicants to a selection TOT where they can be observed in a
number of situations. This often involves paying for
applicants to attend the TOT (i.e., providing food, housing,
transportation or a daily stipend.) Therefore, you will
probably want to limit this option to a small number of the
most promising candidates.

More information on selection TOTs is provided in Secticn 9
(Training of Trainers) of this manual. But whether you
decide to do your observations in the context of a TOT or
merely as demonstration lessons with a group of other
candidates or more experienced language teachers from
previous PST acting as "students” , there are two major areas
that you will want to pay attention to: teaching style and
group reaction.

By watching candidates actually teach, you can usually get a
pretty good idea of how they will behave in front of a group
of Trainees. The area of teacher observation is covered in
more detail later in this section, but how you design your
demonstration lesson observation will depend in large part on
the state of your program and how much lesson development
vou will be expecting your teachers to do.

If your curriculum and materials are set, you might just ask
the candidates to prepare a given lesson and teach it to each
other while you watch. If you will be requiring your teachers
to simultaneously develop materials and activities, then you
may want to ask them to design a lesson based on a given

competency and sample language that you have selected from
vour curriculum.

Ly,



OBSERVING
GROUP
INTERACTIONS

The general points that were mentioned about interviews are
also relevant to the process of observation. A very quiet
teacher may be quite effective in working with Trainees, but
if his or her demonstration lesson immediately follows that
f a very dynamic and outgoing teacher, it may be difficult to
fully appreciate the different style of presentation. So it's a
good idea to develop a set of clear criteria and a systematic
rating scale for use during the observations.

Being a good team player is an important qualification for
Peace Corps language instructors, so you will also want to pay
attention to how the candidates relate to other people in the
group. Having them participate in a TOT is a good way to
observe their interaction skills, but even when this is not the
system you are using, you can ask other people on the training
staff about their observations of candidates. Were thev
polite and friendly to the clerical staff and other applicants”
How did they "come across” outside of the formal interview
or demonstration teaching situations? Again, having some
basic, culturally and professionally appropriate criteria in
mind before you start the observation prr <ess will help ensure
that your observations are consistent, systematic, and
comprehensive.

] .
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SAMPLES
FROM THE

FIELD

SAMPLE OBSERVATION

GUIDES FOR DEMONSTRATION
LESSONS

Peace Corps Nepal has developed two useful assessment guides for use during demonstration
lessons during a selection TOT. The first guide is designed for self-assessment, asking the
candidate to rate his or her own performance in the demo lesson. The second form is for the
language coordinator or other evaluator to use as thev observe the applicant's performance.

TRAINER SELF ASSESSMENT GUIDE FOR LEARNING FROM
EXPERIENCE (DEMO LESSONS)

This guide is provided not as an evaluation form, but to enable you to critique
your performance and to make plans for improving your skills. There are no
“ratings.” You are simply asked to reflect on how you perceive your behaviors
and which behaviors you want to change and how.

Self Assessment Questions

How anxious were you about doing this demonstration?

How clear were you about what you wanted to achieve as a result of this
demonstration? (your objectives and expected outcomes).

How did others respond to your behavior? How do you know ?

Describe your approach to student response time after asking them
questions.

Describe your speech and movement pace.

if you made any mistakes, how did you handle them ? What are some
alternative ways of handiing such errors in the future?

Were your materials adequate for what you wanted to achieve?

What would you like to do differently next time? Why?

N o0 MW b=




EVALUATION FORM
LESSON DEMONSTRATION / OBSERVATION
Date:

Name of Observer

Name of Teacher:

No. of day in demonstration

. Presenting
a. How did the LI bring out what learners aiready know ?

b. Was enough time spent on comprehension for the given stages of leamning
(beginning, middle, end)?

c. if not, how couid this be increased ?

d. Was the amount of material introduced appropriate (not too much, not too
little)?

I. Practicing
. Was there enough practice ?

V]

o

. Individual words
. Whole dialogue

c
d. Parts of dialogue

]

. Meaning of vocabulary

—

. Pronunciation

g. Grammar pattern

lil. Applying

a. Was the activity truly set in an actual, real life situation, or was it a
simulation?

b. How could the activity be made more authentic ?

IV. Formative Testing
a. What specific feedback was given ?

b. What adjustments were made in the lesson ?
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SAMPLES
FROM THE

SAMPLE OBSERVATION
GUIDES FOR GROUP
INTERACTION

One Peace Corps country developed this guide to document how candidates perform during a
selection TOT. It clearly identifies some of the behaviors that indicate how well the
applicant relates to other members of the trairing program.

TEACHER EVALUATION CHECKLIST
Observe selected teachers and answer the questions below as accurately as

possible.
Teacher's Name: Date: Initials: ___
Yes | Most | No
of
the
time
GROUP PARTICIPATION:
Did s/he appear to be an attentive listener? o Jo
Did s/he ask questions when something wasn't clear? o 0O
Did s/he actively participate in the group activities? 0 0 0
SMALL GROUP PARTICIPATION:
Did s/he take the lead, or did s/he let others solve the 0 0 0
problem?
Did s/he iet other peopie express their opinions? 0 0 0
Did s/he accept everything presented to him/her without 0 0o 0o
reservations, or did s/he approach each topic critically?

PARTICIPANT'S ATTITUDE TOWARD THE TRAINING
Please, describe briefly your overall i lmpreSSlon of the particirant. Does your
evaluation match with the participant's self-assessment ?

- l, ’ ’



HOW

TO DO IT

NOTIFYING AND HIRING
CANDIDATES

ADMINISTRATIVE Be sure to check with the administrative officer and CD of
PROCEDURES your post to find out what administrative procedures are
necessary for the hiring process. When you shared the SOW
and hiring procedures with other members of the staff, you
should have learned about their expectations regarding:
¢ approval of your hiring decisions by the CD,
* the kinds of information and time frames necessary for
writing up and negotiating teaching contracts,
¢ your role in that process. In most posts the ultimate
authority for this kind of negotiation is the PC Admin.
officer, so the role of the Language Coordinator at this stage
of the process may be less direct.

Make sure you begin this process in time for all contracts to be
ready for signing before the beginning of the PST period or the
Staff Development Workshop/TOT. It may also be a good
idea to select a couple of alternate candidates (especially if
the selection process has taken a long time between initial
application and final selection) in case some people's
availability has changed.

NOTIFYING Once you have made vour decisions about who you want to
CANDIDATES hire (and who you don't want to hire) you need to let them

know of your decision. For candidates that you don't want to
hire, a simple letter thanking them for their interest is
probably enough. For successful candidates, you will need a
letter of congratulations, inviting them to work for Peace
Corps. The letter should also confirm information about the
exact dates of the contract period, and advise them of next
steps. In posts where the salary has already been determined
and is not open to negotiation, you can include that
information as well.

Below are sample letters used in Bulgaria to inform successful
and unsuccessful applicants.



SAMPLE LETTER OF ACCEPTANCE

Peace Corps g

Sofia, Bulgaria

May 23, 1996
Dear

Congratulations! We are pleased to invite you to join us as a Language Instructor for
the Peace Corps' sixth Pre-Service Training program in Bulgaria. Your work will
begin on June 6 and continue to September 6, 1996.

The training site will be located in Kuystendil. Prior to the Trainees' arrival you wil
participate in a Training of Trainers (TOT) workshop. Please be prepared to
participate in the TOT on June 6 and 7. The training will be in Hall 8 at the Technical
University. We will be expecting you there at 8:45 a.m. on June 6.

You will be expected to be in Kuystendil on June 9. More details will be provided
when we meet at the TOT.

On June 6 we will explain the contracts and you will sign them at that time.

Please, when you get this letter, call the Peace Corps office, at 943 - 30 - 26/27/28
and speak to Mrs. Zoya Lubenova to confirm your participation or to cancel it if you
are unable to accept the offer.

We look forward to seeing you at the Technical University on June 6.

Again, congratulations on being selected to work with Peace Corps this summer!

Sincerely,

PST Project Director Language Coordinator

7 Gerlovo Street » Sofia 1504 » Bulgaria
Telephone (359/2) 943-30-24, 943-30-26, 943-30-27 Fax No. 943-38-36
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SAMPLE LETTER OF REJECTION

Peace s
Cormps |

Sofia, Bulgaria

May 22, 1995
Dear

Thank you very much for your participation in the Training of Trainers workshop
for selecting language instructors to work for the Peace Corps' Pre-Service
Training Program in Bulgaria.

We appreciate your participation, but we can only hire six language instructors.
We are sorry to inform you that you have not been selectec fcr the Training
Program.

However, due to staffing changes, ililnesses or emergencies, we may wish to

use your services at some later time, should such a situation arise and you are
available.

Thank you again for your interest in Peace Corps. Though you were not
chosen this time, we were impressed enough with your qualifications and
experience to encourage you to apply for any positions available in the future.
We wish you the best of luck in your future endeavors.

Sincerely,

Programming and Training Specialist Language Coordinator

7 Gerlovo Street * Sofia 1504 « Buigaria
Telephone (359/2) 943-30-24, 943-30-26, 943-30-27 Fax No. 943-38-36



OVER
VIEW

PURPOSES AND METHODS OF
TEACHER ASSESSMENT

WHY WE ASSESS
TEACHERS

METHODS OF
TEACHER
ASSESSMENT

1. CONDUCTING
INTERVIEWS

2. CLASSROOM
OBSERVATION

Language Coordinators perform different kinds of assessments
of teaching staff for a variety of reasons:

* to make decisions about hiring and retention of teachers

* to assess LIs' areas of strength and weakness

¢ to help them improve their skills

* for general program evaluation

* to evaluate consistency with curriculum

The process of formal summative assessment is discussed a
little later. This is the kind of assessment that you will
make at the end of the PST to meet the first two goals listed
above. But the process of assessment is on-going, and you will
also find that you need to make a variety of informal
assessments to help teachers develop their skills and to fine-
tune the language program once it is already underway.

The most common ways of assessing teacher performance are
to interview people about the training process and to cbserve
trainer performance both in and out of the classroom. Any
assessment method should be systematic enough to ensure that
each person is evaluated consistently, fairly and
comprehensively, so you will probably want to use more than
one method.

¢ with teachers themselves

+ with other teachers/other staff
¢ with Trainees

¢ with PCVs

Classroom observations can be both opportunities for formal
assessment of teaching skills, but can also be informal
opportunities for you to "keep up” with what's going on in
classes. If vou just "drop by" a classroom, vou may not want to
follow this formal system of pre-observation discussion and
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WHY

WHEN

HOW

3. OUTSIDE
OBSERVATION

FOUR KEY
CONCEPTS iN PC
LANGUAGE
INSTRUCTOR
SUPERVISION
AND EVALUATION

formal feedback. In informal observations, informal
feedback processes are probably more appropriate

¢ to make decisions about hiring and retention of teachers
* to assess LIs' areas of strength and weakness

¢ to help them imnrove their skills

¢ for general program evaluation

* to evaluate consistency with curriculum

* as scheduled

¢ when needed

- at Trainees’ request (usually when there are problems)

- al teacher's request (when LI needs support; when LI wants
to share good teaching ideas)

Classroom observation is most effective if vou follow a three-
step process:
Step 1: Pre-observation discussion with the teacher in order
to:
* Decide on the focus of the observation
- Ask teacher what he/she is concerned about
-Tell the teacher what you are concerned about
» Clarify roles
¢ Schedule ‘he time of the observation
¢ Schedule the post-observation conference
Step 2: Scheduled observation
Step 3: Follow-up post-observation meeting/ conference with
feedback on performance, suggestions for team teaching, peer
observation, reading related materials, etc.

We can also use observations outside of the classroom as well

to observe:

¢ interactions with Trainees

¢ interactiors with other staff

¢ team work/spirit/dynamics

* lesson planning

¢ professional behavior (punctuality, dress code, appropriate
conduct, etc.)

These four key concepts of Peace Corps Assessment are
discussed in detail in Section 7 (Assessment) in the context of
assessing Trainees. But they are worth repeating here in the
context of teacher assessment, since all assessment should
share these characteristics:

* There is a clear purpose for all instructor supervision and
evaluation activities

- to improve instruction; and the language program

- to make informed decisions about staffing (high stakes)

Lo
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¢ There are no ‘surprises’ involved in the instructor
supervision and evaluation activities concerning;

- When

- What (content + criteria)

- How (process)

- Why (purpose, use of data)
¢ Supervision and evaluation responsibilities (that are
geared to improve instruction) are shared between the
instructor and the Language Coordinator.
- What (content + criteria) can be developed jointly: The
TOT is an excellent place to create (with language instructors)
criteria to evaluate their performance
- How (process) :
1. Classroom Observation {three step process)
a. pre-observation conference - discuss the focus of the
classroom observation
b. classroom observation (notes, checklists, class diagrams)
c. post-observation conference to discuss the visit, examine
the data and develop an action plan
2. Instructor self-assessment/supervisor assessment checklists
(created at the TOT)
3. Interviews - with instructors, with other instructors, with
Trainees, with PCVs (informal)
¢ Hiring and firing decisions should be based on multiple
measures (interviews, observations and self assessments)



TO DO IT

HOW

CLASSROOM OBSERVATION

THE THREER STEPS Observation and feedback is a three-step process in which a
OF OBSERVATION peer or expert first meets with the teacher to identify the

PRE-
OBSERVATION
MEETING

DURING THE
OBSERVATION

POST
OBSERVATION
FEEDBACK

focus of the observation, then observes, taking notes during
the observation, and, following the observation, guides a
discussion about the performance with the person observed.

A pre-observation meeting between the teacher and the
observer should establish the purpose for the observation. It
should be made clear that the observer is there to support and
improve teaching skills--not to criticize and find fault.
Ideally, the two should agree on a focus for the observation
based on points identified by the teacher, perhaps based on
comments from learners or feedback received during other
observations. Or the focus could just be an area that the
teacher would like to concentrate on for professional
development.

During the observation, the observer should be as unobtrusive
as possible. For the observation to be useful, the atmosphere
in the class should be natural and relaxed. The observer
should be introduced to the class, but should not be asked to
participate in the lesson except perhaps for portions after the
focal point ot the observation has been completed.

Receiving feedback should be a positive experience.

* To help create a positive climate in the discussion following
the observation, the observer should first establish a
comfortable rapport. One way to do this is by opening the
discussion with a positive comment about a specific teaching
behavior or a specific student response.

¢ Limiting the feedback to one or two specific behaviors also
helps make the experience a positive one.

* Of course, targeting the feedback to behaviors that the
teacher has previously identified also helps the teacher see
feedback as constructive,

o1f teachers are to be receptive to feedback, they need to
believe the comments are relevant; that is, they need to
recognize specific behaviors they wish to improve or change.

il
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TIPS FOR THE
OBSERVER

One way for the observer to identify the specific behaviors is
to ask how the teacher felt about the class observed. The
observer may ask, "What do vou think was the most difficult
part of that lesson for you?" If the teacher does not identify
any area as needing change, the observer can focus the teacher
on the activity or part of the lesson in which students didn't
respond as the teacher had hoped. For example, "When vou
gave the students the task, were they all able to do it?"; "Did
you have to provide additional explanation after they
started the task?" Then, the observer and teacher can review
the teaching behavior immediately prior to that response.
For example, “Review for me what you did to set up the
task.”; "How many times did you model it?"

* Finally, the observer and teacher brainstorm alternative
teaching strategies together . For example, "Let's think of
some other things you might do to set up the task."

* Giving feedback should be thought of as reflection on
instruction, as with a mirror, not examination with a
microscope. Feedback which examines every detail to make
judgments may create resistance. Effective feedback
encourages teachers to reflect and analyze for themselves.

* Follow the three steps of observation

* Plan for the observation:

- Arrive on time.

- Have vour materials ready.

- Schedule time for the discussions.

* Choose a good seat in the class.

» Use appropriate body language.

Concentrate fully on observation.

Don't interrupt (you are just an observer).

Smiile, nod to encourage.

Observe for a long enough time to obtain a "valid sample”
of the aspects identified in the pre-observation conference,
probably at least 30 minutes in most cases.

* Say a few words to the teacher and the students at the end
of the lesson. Don't use evaluative language.

* At the post-observation conference share observation notes
with the teacher.

* The following genera’ questions may be useful during the
conference:

- How did it go?

- How did you feel?

- Did you do what you had planned to do in the lessor:? Why
or why not?

- Which part of the lesson was most difficult/easiest? Why?
- If you could teach the lesson again what would you change?
Why?

- What areas in your teaching are yvou working on?



- How can I support you in vour efforts?

¢ The post-observaticn conference should conclude with an
action plan, identifying an area that could be explored as the
focus for the next observation.

¢ When giving feedback:

- Give reasons for your comments.
- Start with positive remarks, praise.
- Let the teacher talk first.
- Be specific.

THE THREE STEPS OF OBSERVATION
SUMMARY CHART

*15-30 min.

¢ session observation
form

STEP TIME TOOLS CONTENT
SI;ES-BRVATION *a day before * session observation | *session:
DISCUSSION observation form - objectives
* 15 min. * lesson plan - content areas
- teaching procedures
- matenals
« group progress and
problems in general
OBSERVATION |, {he whole session ¢ session observation
form
POST- « immediately after the | ¢ self observation « instructor self-assessment
OBSERVATION y ; clor seli-assess
DISCUSSION lesson checklist - meeting objectives

- strong points of lesson
- areas offfor improvement

* coserver talk

- meeting objectives

- strong points

- areas of/for improvement

* discussion

iy
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SAMPLES
FROM THE

FIELD

SUPERVISION AND
OBSERVATION CONTRACT

This form was developed at a recent TOT for Anglophone Africa posts as a useful tool for
structuring your teacher observation. Filling this out will help both observer and observee focus
on all the stages of the observation: the pre-observation discussion, a summary of the actual
observation itself, the post-observation conference and an actic.. plan for further teacher
development.

Supervision and Observation Contract
Language Instructor:
Supervisor:

Date:
Focus of the Observation:

Summary of Observation Notes: (attach a checklist, if
applicable)

Summary of Post-Observation Conference:
Action Plan:

Instructor's Signature
Supervisor's Signature




THINGS
TO THINK

ABOUT

GIVING AND RECEIVING
FEEDBACK

Giving feedback to your language staff and Trainees can be one of the most challenging aspects
of your job. In many countries, the American cultural value of open and direct communication
about problems is quite different from local cultural norms. So both you and your teaching staif
may need to develop a more "American” perspective in order to be prepared for giving and
receiving feedback not only from you, but also the Trainees. The following information was
developed for use in TOTs. You can read it for your own information, and may wish to adept
parts of it for your own TOTs.

CRITERIA FOR o It is descriptive rather than evaluative. By describing
GIVING one's own reaction, ("I was confused dur .ng your explanation of
FEEDRACK the activity.”) it leaves the individual free to use it or to use

it as he/she sees fit. By avoiding evaluative language ("That
was a bad explanation”) it reduces the need for the
individual to react defensively.

¢ It is specific rather than general. To be told that one is "too
dominating” will probably not be as useful as to be told

"When the Trainees asked for more practice time, you didn't
seem to hear ther.” or "You spoke over 75% of the total class
time.”

¢ It takes into account the needs of both the receiver and giver
of feedback. Feedback can be destructive when it serves onlv
our own needs and fails to consider the needs of the person
receiving it.

¢ It is directed towards behavior which the receiver can do
something about. Frustration is only increased when a person
is reminded of some shortcoming over which s/he has no
control.

¢ It is requested, rather than imposed. Feedback is most useful
when the receiver has formulated questions which the
observer can answer.

¢ [t is well-timed. In general, feedback is most useful at the
earliest opportunity after the lesson (depending, of course, on
the person’s readiness to hear it, support avai ible from
others, etc.).
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TIPS FOR GIVING
FEEDBACK

CRITERIA FOR
RECEIVING
FEEDBACK

TIPS FOR
RECEIVING
FEEDBACK

¢ [t is verified to insure clear communication. One way of
doing this is to have the receiver try to rephrase the
feedback he/she has received to see if it corresponds to what
the sender had in mind.

* Be constructive.

* Give timely feedback. Don't wait until you have several
items to discuss because the feedback will lose its impact.
¢ Offer help only when requested.

* Be specific. Avoid statements like "This was bad.” or "I
didn't like that.”

* Give evidence / support for your comments.

¢ Comment on behaviors which can be changed.

* Be conscious of the time and setting.

* Since one of your jobs is to provide feedback to your teaching
staff, you should also provide both teachers and Trainees
with guidelines for maximizing effectiveness when receiving
feedback from others, as well as giving it.

¢ Feedback from another person is one important way to help
you learn how your actions are affecting others. Even if you
"disagree” with the feedback, it is important for you to at
least hear it and understand it clearly . If nothing else, it
will tell you how that individual sees your actions and give
you the choice of trying to change your behavior. People act
on their perceptions of your actions, and you may be coming
across in unintended ways.

The following are useful hints which will help you be
effective in receiving feedback.

¢ Remember that it is one person's interpretations of your
actions, not universal truth.

* Be active in checking out feedback with others - if two or
three people give similar feedback, there may be a pattern
reflected which you might want to consider.

¢ Avoid explanations of "why I did that", unless asked.

* Ask for examples or clarification to understand the
feedback.

¢ Wait until the feedback has been given, and then
paraphrase the major points. In any way you can, make it
your goal to understand the feedback - paraphrasing and
asking clarifying questions are two ways to do so.

* Use criteria for giving useful teedback to help sender be
more effective.

* Avoid making it more difficult for giver than it already is
(by reacting defensively, angrily, etc.).

b .
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THINGS
TO THINK

BOUT

SAMPLE ROLE PLAY FOR
GIVING FEEDBACK

The following role play was developed by Peace Corps to give practice to Language
Coordinators when they are preparing to give formal feedback to instructors as part of their
final evaluation at the end of PST. You may want to try it out with another colleague or your
supervisor if you are preparing to do this kind of thing the first time. Try taking both roles. As
George, decide what issues you are going to bring up with Lynn and how you are going to
approach the issues raised here. As Lynn, see how it feels to get this kind of information.

Whether or not you actually do the role-play, the situations described are ones that you may
well encounter in your program

LYNN You are a language instructor working for the first time on a
Peace Corps PST program.
The PST has just ended. You are exhausted but elated. You
think the program went well, considering all the hassles
using the new language materials for the first time. You think
you learned a lot about teaching PC Trainees and training in
general. You especially liked working with your colleagues.
This morning you have a meeting with your Language
Coordinator, George. You have asked him to give you some
feedback on how you did as a language instructor. You like
George but do not feel entirely comfortable with him, as you
find him a bit distant. You are on your way to his office and
are planning what to say.

GEORGE Yon are the Language Coordinator for Pe~ce Corps PST. You
have held this position for two years.
The PST cycle just completed was your fourth training cycle.
On the whole, you think this cycle went pretty well. You are
quite pleased with how the language staff used the new
language materials. The language team was effective and
worked quite well together. This morming you have a meeting
with Lynn, one of the PST language instructors. Lynn has
requested this meeting and wants you to give her feedback on
her teaching and on performing her responsibilities during
training. As you reflect back on Lynn's work, the following
things come to mind:
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¢ Lynn was an extremely collaborative team worker. She was
well-liked by her colleagues.

* She took risks willingly, always ready to try something
new and equally willing to acknowledge errors.

* Lynn worked hard and was always on task.

¢ You are concerned that Lynn sometimes doesn't plan her
lessons carefully enough or prepare sufficiently. You noted
several times when she didn't have visuals prepared and
used lesson time to draw while Trainees waited. On other
occasions, she appeared to lose track of where she was in the
lesson, and to forget what came next (sometimes leaving out a
step).

¢ When Lynn gets nervous, she stutters which can be a bit
disconcerting; however, it doesn't seem to happen when she is
relaxed. And, it did not seem to bother her students.

* Lynn can really focus Trainees’ attention with her
enthusiastic approach. In fact, you wish the other instructors
were as good at this as she.

¢ Lynn's boyfriend, on occasion, drinks too much. Sometimes,
it embarrasses you - like at the end-of-PST party. He must
have had a case of beer all by himself. He was a bit loud and
rowdy, but didn't really hurt anything. It just isn't the image
you want projected.

Here comes Lynn. Collect your thoughts and invite her into
your office.

-



TO DO IT

FORMAL TEACHER
PERFORMANCE ASSESSMENT

The PATS Training Supplement includes some very useful guidelines about the formal
(summative) assessment that you will need to do «t the end of PST for you language teaching
staff. Below are listed some of the required processes and components of formal appraisal and a
helpful checklist that will assist you in making sure that formal summative assessment of your
training staff is an on-going process that will be of maximim benefit.

THE REQUIRED The appraisal of training staff performance is an integral

PROCESS AND piece of the training appraisal process. The system used for

COMPONENTS OF this appraisal should not vary from country program to

THE APPRAISAL  country program or from region to region. Just as Peace Corps

SYSTEM full-time staff are appraised on a regular basis, using
standard formats, so should short term contracted training
staff be aprraised. This section will outline the required
process and romponents of the appraisal system.

Each training staff member and support staff member must
receive a performance appraisal at the end of the PST. This
appraisal is to be completed with the staff member and is to
benefit both the staff member and the in-country staff. An
appraisal can also be done at the end of the TOT in order to
give the trainer insight into their strengths and weaknesses
and help them to focus on improving during the PST .

An accurate performance appraisal will point out the
strengths and the weaknesses of each staff member. The
presence of weaknesses does not preclude a trainer or staff
member from being used in other training programs. Noting
this information will, however, help a country staff better
balance their training staff in future programs. Likewise, an
appraisal will benefit the training staff by helping them to
know their own areas ot expertise and strengths. This
appraisal process should be conducted throughout the
training program, giving each staff member relevant feedback
and opportunity to increase his or her own skills.



The responsibility for preparing and carrying out the
appraisal of trainers performance lies with the coordinators
on the training team and the Training Manager. The
Language Coordinator is responsible for organizing and
carrying out the appraisal of all the language trainers, in
conjunction with the Training Manager.

Copies of all performance appraisals must be kept on file in
the Peace Corps Office with the Training Manager or PTO.
These files should be kept as a permanent record and
reference.

1.

2,

PERFORMANCE APPRAISAL CHECKLIST

PRODUCING APPRAISAL CRITERIA
3 Complete job description.

3  Complete statement of work.
3 Derive performance appraisal criteria from job description and SOW.
3 Add additional criteria it necessary.

APPRAISAL ACTIVITIES AND PROCESS

At the beginning of the co:itract period.

2 Review job description and SOW with staff member to be appraised.

2 Review appraisal form and content with staff member.

3 Review appraisal process with staff member - including the timing of appraisals
and feedback process.

At the end of the TOT.

2 Review trainer performance and highlight areas of strengths and weaknesses.

2 Assist trainer in outlining plan to address areas of weakness with additional skill-
development during the PST.

At the mid-point of the PST (approximately)

J Review performance in major appraisal criteria areas (include review of any
written evaluations by Trainees that have been done up to that point).

3 ldentify any weaknesses and work with trainer to develop action plan to address
them by the end of the PST.

At the end of the contract period.

Complete appraisal for trainer.

Ask trainer to do self-assessment using same form.

Meet with trainer to discuss the content of the appraisal.

Give trainer opportunity to comment (in writing) on the contents of appraisal.
Final version of the appraisal signed by supervisor and Trainee.

Place final appraisal in personnel file.

sULLoo




DEVELOPING A The final appraisal needs to be in a form that allows for

FINAL APPRAISAL  specific evaluation, and provides an opportunity for the

INSTRUMENT trainer to rate himself or herself as well. As suggested above,
once both parties have filled out the form, any disagreements
should be discussed. Having a well-developed form can also
ensure that the criteria by which performance is being
assessed will be developed and explained from the very
beginning of the trainers' contract period. While the formal
appraisal is conducted by the Training Director, you can be
sure that your input and opinions will be a primary deciding
factor in this process.

Below is a sample Final Appraisal Form that has been
developed by Peace Corps. As with all such forms, you may
want to adapt it to include the other criteria and realities of
your situation.

FINAL PST STAFF PERFORMANCE APPRAISAL
(Language and Cross Culture Trainer)

FOR:
(Name of Language/Cross Culture Trainer)

This Performance Appraisal form and the comments provided by the Training Director serve as
the formal evaluation of the staff member's performance during the assessment time
period. Any concerns or disagreements regarding the Performance Appraisal can be
noted at the end of the form and raised formally in writing with the Peace Corps country
director, if desired.

The rating scale is based on the following:

1. = Needs Improvement - Specific improvements required.

2. = Satisfactory - Meets minimum standards. Improvements suggested.
3. =Good - Exceeds minimum standards.

4. = Very Good - Greatly exceeds minimum standards.

5. = Outstanding - Role model effort. Exemplary performance observed. Accomplishments
referenced.

APPRAISAL ELEMENTS

1. Demonstrates conforrﬁity to "Guidelines for 10)2()3()4()5()
Professional Behavior". Comments:
2. Acts as cultural guide and encourages the 1()2()3()4()5()

Trainees to use the local language in and outside | Comments:
the classroom.

3. Follows Peace Corps policies and guidelines in | 1( }2( )3( )4( )5( )
training. Comments:




4. Participates actively in staff meetings and
contributes comments for the improvement of
training activities.

1()2()3()4()5()
Comments:

5. Prepares effective teaching materials, visual

1()2()3()4()5()

aids, realia etc. in advance. Comments:
6. Monitors Trainee's classroom performance and | 1( )2( )3( )4( ) 5( )
conducts mid-course interviews and evaluations Comments:

with Trainees of their performance to date
providing them with constructive feedback.

7. Uses effective and innovative strategies to

1()2()3()4()5()

facilitate/co-facilitate and participate in cross- Comments:

cultural sessions.

8. Develops and uses creative, innovative, and 1)20)3()Y4()5()
effective strategies for teaching and tearning. Coinments:

Observes Trainees' progress and needs.

9. Implements immediate responses to

10)2()3()4()5()

evaluations and feedback where necessary and Comments:
possible.

10. Demonstrates willingness to reliably respond to | 1( )2( )3( )4( ) 5( )
Trainees' concerns and needs. Comments:

11. Uses monitoring and evaluation strategies or | 1( )2( )3( )4( ) 5( )
instruments and competency checklists correctly | Comments:

and effectively.

12. Interacts with Trainees outside formal 10)2()3()4()5()
structured training activities and participates in Comments:
extra-curricular activities when needed.

13. Works closely with cross-cultural and technical { 1( )2( )3( )4( ) 5( )
trainers to plan integration of components Comments:

14. Cooperates as part of the training team, making
recommendations or suggestions for
improvements when needed.

10)2()3()4()5()

Comments:




15. Submits a detailed lesson plan to LC prior to

teaching Comments:
16. Offers a variety of resources and learning 10)2()3()4()5()
options. Comments:

17. Prepares required documentation of lesson

1()2()3()4()5()

plans including suggestions for future trainings. Comments:
18. Participates in a final recommendation - based | 1( )2( )3( )4({ )5()
on performance - regarding each Trainee's Comments:
suitability and qualification to become a Volunteer
and presents it in writing to the Language/Cross-
Cultural Coordinator.
Average rating: ( = Total points divided by number of elements.)

Overall Summary Rating: [Check (X) appropriate rating.]

. (1.00-1.49) Needs Imgrovement
___(1.50-2.49) Satisfactory

___ (2.50-3.49) Good
__(3.50-4.49) Very Good

___ {4.50-5.00) Outstanding

Comments and final recommendations from evaluator:

Comments from evaluatee:

Signatuies:

Evaluatee —Evaluator

Date:
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HOW

TO DO IT

DEVELOPI

NG FORMS FOR

TEACHER ASSESSMENT

WHY DEVELOP
FORMS FOR
OBSERVATION
AND
ASSESSMENT?

WHAT SHOULD
YOU ASK ABOUT?

Most Language Coordinators agree that a major part of
running an effective PST is developing an effective and
efficient system to assess the perfo:mance of the teachers in
your program. As mentioned previously, assessment has two
kinds of purposes in most programs:

* formative purposes: giving developmental feedback and
identifying needs for additional guidance and training

* summative purposes: providing a formal performance
appraisal at the end of PST.

By having well-developed assessment instruments you can
ensure that your system of assessment is objective, consistent
and comprehensive.

By making these instruments available to teaching staff from
the very first days of training, you can clearly communicate
the expectations you have about their performance, and give
them a clear understanding of the criteria upon which thev
will be evaluated. And, as suggested in the overview, by
having a clear, well-developed assessment process your job
will become easier by providing a simple and systematic way
for you to:

* monitor on-going performance

» provide useful and timely feedback

¢ establish on-going teacher-training priorities

* provide a basis for final performance assessments

Assessment forms should reflect all aspects of the job as
described in the job description and statement of work. They
should, additionally, indicate the criteria that distinguish
different levels of performance: adequate vs. inadequate, and
adequate vs. superior.

Forms for teacher assessment typically ask about:

¢ classroom management

¢ presentation skills

* lesson planning
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WHAT FORMAT
SHOULD YOU
USE?

WHO SHOULD
YOU ASK?

¢ materials development

 team work

Self-evaluation forms sometimes also ask teachers to reflect
on their knowledge, attitudes and beliefs about language
training in a Peace Corps context.

Most effective forms consist of two parts:

¢ There should be a list of performance descriptions with a
numerical rating system that identifies how well that
particular performance feature has been carried out. The
numerical rating also allows for a quantitative basis for
ranking teachers, if necessary. Such information can be very
useful in helping you make decisions about who to hire for
future training programs, or who should get a pay raise.

» There should also be an "open-ended" section that allows
for the assessor to comment in a general way about perceived
over-all strengths and weaknesses.

At the minimum you should include three perspectives in any
comprehensive assessment:

e yourself

¢ the teacher being assessed

e the trainees.

So most programs typically have developed three different
assessment forms, and - xamples of each type are included
here.

) IR
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SAMPLES
FROM THE

FIELD

LANGUAGE INSTRUCTOR
EVALUATION FORM

This form was developed by Peace Corps as a sample observation form for use by Language
Coordinators . You might want to use an adapted version if vou use peer observations
(observations by other teachers) in your program. You can use a parallel version for the

teacher to rate him/herself or use this in conjunction with the sample self-evaluation
included below.

LANGUAGE INSTRUCTOR EVALUATION FORM

Rate the LI on the following itemns using the scale 5-1
(5: excellent; 1: not satisfactory)

|. GENERAL CLASS MANAGEMENT SKILLS
A. Signals the start of the [esson

. Arranges classroom appropriately for the lesson

C. Appropriately handles grouping stralegies

D. Signals end of the lesson
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1. TEACHING SKILLS
A. Makes self understood
1. Speaks clearly
2. Speaks loud enough (but not excessively loud)
3. Stnkes an appropriate balance between teacher talk/
student talk in keeping with the goals of the lesson
B. Gives instructions cleany
C. Recognizes students' comprehension
/non-comprehension and/or knowledge
D. Paces matenal/lesson stages appropriately
E
F
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. Uses blackboard and other matenals effectively
. Adjusts energy level to meet class needs
G. Adjusts time limit
1. Knows how to fill extra time
2. Knows how to shorten lesson
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LESSON PLANNING SKILLS
A. Knows material
. Establishes objectives clearly and conveys them

. Meets the objectives
. Gives the students a chance to produce:
1. Inclass
2. Out of class {homework/ contact assignment)

mooOw

F. Provides a variety of activities within the class hour
as appropriate

G. Allows all students (including seniors when they are
ready for it) an opportunity to participate

H. Evaluates the students' production
1. Gives students appropriate feedback
2. Makes appropriate corrections

ABILITY TO WORK WITH OTHER Llis

. Communication with Language Coordinator
(works harmoniously with LC)

Ll - PCT RELATIONSHIP

. Ability to relate to all PCTs

. Manages diversity issues(age, sex, background,
ethnic groups, etc.)

. Acts as cross-cultural resource/f acititator

. Is culturally aware

COMMENTS
. Strengths

>

B. Areas for additional work

. Responds to questions in keeping with the objectives

[ S 6 )]
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. Meetings (gets to meetings on time, participates, contributes) 5

5
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SAMPLES
FROM THE

FIELD

LESSON OBSERVATION FORM

This example from Peace Corps Philippines shows how the previous form was adapted for use by
their language program. While the basic format is the same, some of the questions have been
adapted to reflect the particular evaluation focus that the Language Coordinator wanted to
concentrate on.

LESSON OBSERVATION FORM

NAME OF LI_____
DATE OF OTSERVATION

CONTENT AREAS OF THE LESSON

TOPIC COMPETENCY | LANGUAGE GRAMMAR VOCABULARY | CULTURE
FUNCTIONS

Rate the LI on the following items using the scale 5-1
(5: excellent; 1: not satisfactory)

A. Objectives
1. Objectives are clearly defined.
2. The meeting of objectives is pursued throughout the
stages of the lesson

54321

B. Lesson Stages
1. Lesson stages are logically sequenced
2. They are suitably timed
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C. Teaching procedures and activities

1. Teaching procedures are suited to:
A) specific content areas being taught
B) needs of Trainees
C) meeting the lesson objectives

2. Teaching procedures provide a good balance between
teacher talk and student taik.

3. Teaching procedures are varied

4. Activities are task oriented

5. Activities are appropriately sequenced
(from controlled practice to free communication)

6. Activities ensure Trainees' active participation

7. Activities for the leaming/practice/ production of new
materials are built on previously acquired knowledge

A

D. Teaching materials

1. Teaching materials are suited to the aims of activities
2. They are simple, clear, effective

i

E. Classroom management
1. The beginning and end of class are clearly signaled
2. There is a suitable variety of activities and a balance of plenary,
group, pair and individual work
3. Time is provided at the end of the lesson for Trainees to ask
questions (about the lesson) in English

17

F. The languagde instructor
1. Is a good organizer
2. Gives clear:
A) explanations
B) instructions
C) feedbeck
3. Handles differences weli
4. ls flexible
5. Is supportive
6. Creates a lively language learning atmosphere
7. Acts well as a cultural resource/ facilitator
8. Accepts feedback from FCTs
9. Uses English only when necessary

T

G. The Trainees: Most trainees:
1. Respond appropriately to instructions and questions
2. Demonstrate comprehension
3. Are motivated
4. Participate actively
5. Ask questions
6. Ask for clarification o
7. Demonstrate they have acquired the competencies practiced
during the lesson o
8. Have opportunities to set their own objectives and assess
their own leaming

T




H. Ability to work with other Lis
A. Meetings (gets to meetings on time, participates, contributes)
B. Communication with Language Coordinator
(works harmoniously with LC)

I. LI-PCT relationship
A. Ability to relate to all PCTs
B. Manages diversily issues (age, sex, background, ethnic
groups, etc.)
C. Acts as cross-cultural resource/facilitator
D. Demonstrates cultural awareness

Comments

1) Areas in which LI has demonstrated strengths

2) Areas that need to be worked on

]
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SAMPLES
FROM THE

FIELD

SELF-OBSERVATION CHECKLIST

Self-observation checklists are another useful tool. You can use them for teacher training and
as a supplement to your own observation . Have the teacher rate his or her own performance
and then use that rating as a starting point for your pre- or post-observation discussions. This

will help teachers take responsibility for determining a focus for their own professional

development . This form was developed by Peace Corps for use in self-evaluation situations. It
focuses not only on classroom performance, but on attitudes and awareness of issues as well. As
with all samples in this manual, you will need to adapt this form to fit vour own situation and

specific program purposes.

SELF-OBSERVATION CHECKLIST

THOUGHTFULLY CONSIDER EACH STATEMENT.
RATE YOURSELF IN THE FOLLOWING WAY:
3= EXCELLENT 2= GOOD 1= NEFEDS IMPROVEMENT
0= NOT APPLICALE

1. LEARNING ENVIRONMENT

A. Relationship to Students
__ 1.1 establish good eye contact with my class. | do not talk over their heads to the
blackboard or to just one person.
__ 2.1 make a conscious effort at all times to pay attention to all students equally.
... 3.1 divide my students into groups and pairs in an organized manner. |
appropriately handle grouping strategies.

B. The Classroom
__ 1.lf possible, | arrange the seating in my class to suit the class activity.
—. 2. When | need special materials or equipment, | have them set up before class.

C. Presentation

. 1. My handwriting on the blackboard and charts is legible. It is large enough
to accommodate students with vision impairments.

__ 2. | speak loudly enough for everyone to hear and | enunciate cleatly.

_.. 3.1vary the exercises in class, alternating rapid and slow paced activities to keep
the maximum interest in the class.

__ 4. 1am prepared to give a variety of explanations, models or descriptions,

understanding that one explanation may not be sufficient.
_ 5. Students use new skills or concepts long enough so that they are retained and

thus further application is possible.

1 )y~
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6. ! plan for "thinking time" for my students so they can organize their thoughts and
plan what they are going to say or do.

7. | realize that there is no single right way to present a lesson. | try new ideas
where &..d when they seem appropriate.

. Culture and Adjustment

1. 1 am aware that cuitural differences affect learning situations.

2. | keep the cultural backgrounds of my students in mind when planning daily
activities and am aware of cultural misunderstandings which might arise.

3. | work tor an atmosphere of understanding and mutual respect.

. THE INDIVIDUALS

Self-Concepts

1. [ plan activities which give all students an opportunity at some point to teel
important and accepted.

2. | like to teach and have a good time teaching on most days.

3. | am able to critically analyze my lessons and am willing to improve.

4. | respond positively to conscientious feedback.

. Aptitude and Perception

1. 1 am aware that my students learn differently (visual, auditory and kinesthetic).

2. My exercises are varied (visual, oral/ aural, and kinesthetic) to maximize leaming
in each of these areas.

. Reinforcement

1. | tell students when they have done well, but { dont iet praise become
mechanical.
2. | finish my class in a way which will review the new material presented during the
class. My students can immediately evaluate their skills.

. THE ACTIVITY

. Interaction
. 1.1 organize my activities so they are suitable for real interaction among students.

2. The activities maximize student involvement.

3. The activities are task-oriented.

4. The activities are challenging, yet suited to the students' proficiency level.

5. 1 am not overly concerned with error correction. | choose the appropriate
amount of correction for the activity and stage of the lesson.

. Language

1. The activities all have a language focus.

2. The content presented will be easily transferable for use outside the class.

3. The activities are geared to the proficiency level of my class or slightly beyond.
4. | make the content of the activity relevant and meaningful to my students' world.

1.,




SAMPLES
FROM THE

FIELD

VOLUNTEER EVALUATION OF
LANGUAGE INSTRUCTOR

Another important source of feedback for teachers is the trainees themselves. Specific advice
on the timing and methods of Trainee evaluation are discussed in greater detail in Section 7 of
this Resource Kit (PST) . But there are benefits to allowing for regular Trainee feedback
throughout the training process and not just at the end of the PST. This example was developed
by Peace Corps Philippines for the end of PST. For developmental feedback during PST you
may want to have the forms be submitted anonymously. It's important that you use Trainee
evaluations only as part of the assessment process, and that you include vour own observations
and the teacher's own self-evaluation as well. This ensures a variety of viewpoints and
perspectives on which to base your final assessment.

PEACE CORPS PHILIPPINES
VOLUNTEER EVALUATION OF LANGUAGE INSTRUCTOR

Volunteer -----=~s--=emcmuee Language =—-—-sswemee-m—
Language instructor Date
Training Program

Instructions: Piease rate the Language Instructor on the following

items using the scale below:
1 2 3 4 5

not well very well

CRITERIA RATING
. Lesson presentation was clear and organized.
L} checked learner's comprehension of new material before
moving on to the next step.
Sufficient practice time was built into the language session

A variety of teaching activities were used.
Real life or close simulation opportunities were provided for
learners to apply what they have learned.
Teaching activities addressed different learning needs and”
styles of learners.
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7. Independent study time was provided and tied closely to
structured tanguage sessions.

8. Visuals, realia, other teaching aids were used effectively.

9. The proportion of "teacher-talk” and "learner-talk” was
appropriate.

10. Verbal and non-verbal instructions given were clear and
consistent.

11. Ll rate of speech was normal and volume of speech
moderate.

12. Use of English and target language was appropriate.

13. Ll was able to respond to grammar questions
appropriately.

14. LI conducted reviews before presenting a new lesson.

15. LI established good eye contact with {earner.

16. LI gave adequate worksheets or homework.

17. Ll was flexible and sensitive to leamer's difficulties.

18. Feedback was given to iearner appropriately.

19. LI solicited suggestions to improve teaching-learning
situation.

20. LI handled leamer differences well.

21. Learning with LI was enjoyable and stimulating.

22. Ll was patient.

23. Ll was friendly.

24, LI encouraged Trainee to be seli-directed.

25. LI acted well as a cross-cultural facilitator.

26. Ll facilitated language-technical integration.

SUMMARY

(1) Considering his/her present competencies, what do y~'r consider his/her
major strengths and weaknesses as a trainer?

STRENGTHS

WEAKNESSES

(2) What recommendations do you have for this person's professional
development?

SIGNATURE OF TRAINEE LANGUAGE DATE

L)




HOW

TODOIT

ORGANIZING EFFECTIVE
TEACHERS' MEETINGS

GOALS AND * Regular teachers' meetings are an integral part of your

PURPOSE OF training program, and should be planned and scheduled in

TEACHERS’ advance. They provide an opportunity to report on successes,

MEETINGS identify and solve problems, make necessary adjustments in
the training schedule, and in general keep everyone up to
date.

* The time, frequency and purpose of your teachers’ meetings
should be organized well before your PST and staff training
begin, since you will need to cover this information and your
expectations about staff participation during the SDW or

language TOT.
TIPS FROM These are recommendations from experiencec Language
LANGUAGE Coordinators about how to increase the effectiveness of
COORDINATORS teachers' meetings.

Scheduling the Meetings:

* Have them on a regular basis (for example - daily after the
teaching schedule is completed, or twice a week, etc. ).

* Set them at the same hour such as 2:00 PM to establish a
routine.

Conducting the Meetings:

* Use a standard agenda as starting point similar to this
sample:

- Announce agenda.

- Feedback from teachers on their day.

- Praise teachers on the good points.

- Discuss problems and brainstorm solutions.

- Divide next tasks with group.

- Discuss lesson plan for next day, or for more than one day, if
time available.

- Present next group rotation and ask for teacher's opinion.

- Plan next important activity ( Mid Term Evaluation, etc.).
* Start bv announcing the agenda that you prepared in
advance.



bt

* Ask teachers to be brief and to report briefly on how their
classes went -- things that went well, feedback about PCTs,
ideas or suggestions they got during teaching, and problems
they had.

¢ At the Monday meetings, show on a flip chart each
teacher's task for the week ( divide the work equally, but
taking into account personal talents and strengths ).

* Assign tasks well in advance, so that teachers have enough
time to prepare.

* Never forget to praise the good work that your teachers
have done. Use encouragement.

¢ Inform teachers about feedback from Trainees or from PC
Staff.

* Always ask for teachers’ opinions and give them an
opportunity to share their concerns or their personal
achievements.

¢ Invite other people to attend these meetings (Project
Director, APCDs, Trainers from other sectors).

¢ From time to time, have a team building activity or a short
training session where you present something new-- an idea, a
technique, that teachers could use in their lessons.

¢ Be ready to offer ideas, suggestions, but also to say " I don't
know, but I will find out. "

¢ Keep meetings brief.

14.



TIPS

FROM THE

FIELD

BEING AN EFFECTIVE
SUPERVISOR

Experienced Language Coordinators have identified these behaviors and characteristics as the
most important as you supervise your teaching staff.

WHAT SKILLS
MAKE A GOOD
SUPERVISOR?

¢ Clear sense of group direction and individual roles

¢ Concern for both individual and team accomplishments

¢ Respect for other people’s feelings

¢ Openness to and ability to do creative problem solving

¢ Concern for both tasks and issues of "how are we doing”

¢ Effective give-and-take of feedback

¢ Adherence to "honesty is the best policy, while still
keeping in mind the necessity for people to "save face”

¢ Support for employees

¢ Positive attitude to everybody and everything

» Counseling skills

¢ Be effective with deadlines

¢ Immediate communication

¢ Be responsible for self

¢ Ability to see things from different perspectives

¢ Encourage the positive.

¢ Ability to find solutions

¢ Be flexible and patient

e Task Oriented

¢ Be empathetic (try to understand where others are coming
from).

e Ability to adapt his/her own style to the team style — not
to be too rigid

¢ Contribute to discussions and the sharing of plans.

* Be aware of words that carry a lot of negative power.

* Do one's best to clarify possible misunderstandings which
may be due to:

- generation gaps
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TYPICAL
PROBLEMS THAT
ONE FACES AS A
SUPERVISOR

STRATEGIES FOR
TEACHER
SUPPORT

DURING PST

- different professional experience
- different social experiences

- conceptual misinterpretations

* Employ common courtesy.

* A good teacher in class but with a bad attitude to Trainees
and other staff

* A teacher with a good attitude to Trainees and other staff
but with poor teaching skills

e A teacher who is too confident, does not listen to anyone

¢ A teacher unwilling to receive feedback from you or others
s A culturally insensitive teacher

¢ Bad attitude to Peace Corps or Americans in general

¢ A teacher who will always agree with the feedback you
give him/her but won't change

* Unprofessional behaviors exhibited:

- always late

- inappropriately dressed

- comes to work drunk

- shouts at Trainees and staff

- brings personal problems to work

- does not maintain professional confidentiality

* Does not get along with other staff; too reticent; not out-
going

* Focused on own needs rather than the Trainees' needs

* Does not attend teachers' meetings

* Disruptive to Trainees/other staff

Most of the strategies below are related to budget at the post.
Check on availability of budget and plan on spending part of

the language program budget on ways to support and retain
your teachers.

¢ Involve experienced teachers in the recruitment of new
teachers.

* Involve teachers in preparing the language materials for
the coming PST (taping language materials for Invitees and
PST, making videos for the language program, etc.)

¢ Involve teachers in the selection of host-families.

¢ Give the best teachers some kind of incentive (such as
prizes, promotion in salary, performance appraisal
certificates, etc.)

* Recommend a policy at your post for raising the teachers’
salaries based on their experience with PC

* Some posts involve experienced teachers as Lead Teachers
to help with methodology, and do classroom observation.
Some posts hire one extra teacher as a Language Coordinator's
assistant during PST to observe classes, help the LC, and work
on materials preparation/revision.

e Find ways to make their job varied with each successive
year so that it doesn't become too routine. Their work with IPC
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BETWEEN PSTS

should be an opportunity for professional challenge and
development for them This may involve giving people more
responsibilities so that they feel valued.

¢ Give them regular supportive feedback to help for their
career development.

* Develop Self-Assessment forms / Self-Observation
checklists for the Lls, which will help them improve their
teaching, classroom management and communication skills.

¢ Involve teachers in other activities outside of PST that
give them short-term contracts:

ISTs, facilitators in TOTs and technical ISTs for the TEFL
PCVs especially on different teaching techniques,
developing, revising, collecting, organizing materials, typing
documents and language materials, Mid-Service and COS
Conferences - as facilitators of language session.

* Keep in touch with them and update them on Peace Corps
events and PCVs' progress/work.

* Send the PC Newsletter.

» Organize short trainings, s ich as: workisig with a computer,
new teaching techniques an.1 methodologies and other skill
development training as needed at post.

* Pay participation fees, lodging, transportation, meals
(whatever budget allows) for teachers' participation in
teacher training workshops organized by other organizations,
institutes or universities.

s Invite teachers to TEFL technical ISTs as participants and
facilitators.

* Recommend them as tutors (not only to PCVs but to other
foreigners too).

* Invite them to the office if you have events, celebrations or
special visitors they might be interested in meeting.

» Distribute copies of all the PC language materials to the
teachers.

* Invite them to visit you at the office when they want
and/or need help.

¢ Allow them to use PC resource center and PC computers when
available.
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TIPS

FROM THE

FIELD

CASE STUDIES IN TEACHER
SUPERVISION

Experienced Language Coordinators have identified these case studies as representative of
some common problems you might encounter in supervising vour teaching staff.

CASE # 1: THE
TEACHER WHO
GOES OFF ON HIS
OWN

THE SITUATION

Naresh is a Peace Corps PST language trainer. He is an
excellent teacher with all the teaching skills that a good
language trainer needs. All the Trainees love him. He
incorporates a variety of language games in his language
lessons and has a good sense of humor. All Trainees like to be
in his class.

Unfortunately he could never get along with the other fellow
trainers. He wanted to impose his ideas on others and never
listened or respected their ideas. Sometimes he even ignored
the Language Coordinator's instructions. He was not
receptive to feedback.

One day, when all the trainers got together in the language
meeting room to discuss their language classes, Naresh
arrived a half hour late.

In the meeting he said: "I didn't’ teach the competency that
was to be taught; instead I did grammar ." Then the Language
Coordinator said: "So, You spent all four and a half hours on
grammar explanation. Didn't you know that tomorrow we
planned on having learning stations and one of our station was
going to address grammar?”

14y



IDENTIFYING THE
ISSUES

SOME SUGGES 'IONS

CASE # 2: THE
SMILING
TROUBLEMAKER

THE SITUATION

IDENTIFYING THE
ISSUVES

SOME SUGGESTIONS

The trainer said, " Yes, [ knew but grammar was an
immediate need in my class. “ The Language Coordinator
said, "If we make any plan in group we should follow it. I
would like to see all of you following the norms and plans we

set as a group and at the same time accommodating to
trainees’ needs."

Naresh was very angry and said,” I can decide for myself and
I don't feel comfortable working in this kind of group.” He
then left the meeting.

What approach should you use to get a better team spirit
after Naresh left the meeting?

How should you approach Naresh?

Talk with Naresh about his behavior.

Ask other trainers what they think about what happened.
Start documenting Naresh's file.

Inform the PST director

If the behavior is repeated give written feedback.

If Naresh does not change his behavior, don't hire him for
the next PST.

Stephanie is a very good person. She seems very receptive to
the Language Coordinator's directions and agrees with every
decision the Language Coordinator makes. She is very
pleasant to talk to. She is in her first year.

Everything seems right when she is in front of the Language
Coordinator, but when she is not, she criticizes the LC's
decisions or directions to the other trainers. She shares with
Trainees her discussions with the Language Coordinator.

How would you help her?
Would you hire her back?

Give her severe feedback.
Don't invite her for next training.
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CASE # 3: THE
CONSERVATIVE
STICK-IN-THE-
MUD

THE SITUATION

IDENTIFYING THE
ISSUES

SOME SUGGESTIONS

CASE # 4: THE
FLEXIBLE
SUCCESS

THE SITUATION

IDENTIFYING THE
ISSUES

SOME SUGGESTIONS

A Language Coordinator is trying to do things in a different
way, but there is a very geod language trainer that has
worked for Peace Corps for a long time, who doesn't want to
accept the innovations.

She criticizes and talks about her past experiences and how
this "new idea" never worked in the past because she had
tried it. She thinks that she knows everything about the best
way to work as a language trainer.

How would you deal with this situation?

Use her as facilitator in TOT

Put her in charge of the working team particularly in the
area you want to change.

Involve her in new material development.

There is a trainer who has already set his plan, but when the
Trainees came to his class they asked to work on their specific
needs.

First he was hurt, but he adjusted his plan immediately to
the Trainee's needs while following the curriculum goals at
the same time.

During the Language sharing time he was very proud of
himself, and so was the whole Language Team.

What would you do to encourage trainers to take initiative in
your program?

Encourage the Lls to share their ideas more often.
Encourage Lls to do peer observation.

Use every possibility to make sure Lls are aware that no
lesson plan is perfect unless it meets the Trainees' needs.
Lesson plans are often changed in the course of the lesson
according to students' needs. BUT: LIs should not be ready to
change lesson plans every time trainees ask them. They
should use their own professional judgment.

145



LANGUAGE
COORDINATORS
KIT

| SECTION THREE

| CURRICULUM
DEVELOPMENT

Principles of
Leaming &
Teaching

Materials

Development Ongoing

Language
Leaming

Teacher
Supervision

Pre-Service

Training

The

Role of the Training
Language of
Trainers

Coordinator

Peace Co

Information Collection and Exchange (¢
JCE Publication Number TOC
February 15

171 Q



LANGUAGE

B SECTION THREE

CURRICULUM
DEVELOPMENT

Principles of
Leaming &
Teaching

Materials Ongoing

Language
Leaming

Teacher
Supervision

Pre-Service
Training

The ..
Role of the Training
Language T of
Coordinator rainers

Peace Corps

Information Collection and Exchange (ICE)
ICE Publication Number TOO93

February 1998



INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.

.
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OVER
VIEW
SECTION THREE:

WRITING A COMPETENCY-
BASED CURRICULUM

DEFINITION OF A curriculum can be defined as a plan of instruction that
CURRICULUM prescribes what to teach when. A competency-based
curriculum identifies specific language competencies (things
that the learner can accomplish in the target language), and
the sequence in which they will be taught.
For each competency, the curriculum should include:
* A competency statement:
To express food preferences with host family.
* Sample language:
I like (food). I don’t like (food).
Do you like (food)? Yes, I do. No, Idon’t.
* A structure focus:
Simple present tense with verbs expressing emotion /fopinion.
¢ Cultural points: '
An explanation of customs regarding offering and refusing food
and expressing compliments or receiving compliments on food.

Other points which may be included would be pronunciation
points and suggested additional vocabulary items. With
languages that use a non-roman alphabet, literacy
competencies might also need to be specified.

PROCESS OF Writing a competency-based language curriculum is a cyclical
CURRICULUM process, involving four major steps. Each of these steps
DEVELOPMENT involves a set of activities which leads to the next.

— 1. Needs Assessment

4

. 2. Selection
4. Evaluation .
A of Competencies

—— 3. Targeted Instruction

—
A
-




STAGE 1:
NEEDS ASSESSMENT

STAGE 2:
SELECTION AND
SEQUENCING OF

COMPETENCIES

STAGE 3:
MATERIALS
DEVELOPMENT AND
TARGETED
INSTRUCTION

STAGE 4:
EVALUATION

WHAT THIS
SECTION
CONTAINS

|

The purpose of the needs assessment is to determine what the
learner needs to be able to do with the language. It allows
the curriculum developer to identify what competencies the
learner needs to be able to perform in the language. It also
gives curriculum developers an opportunity to specify some of
the actual language content (specific vocabulary and
grammatical structures, cross cultural features, etc.) that may
need to be included.

Following the steps of needs assessment and selection of
competencies, some of the most difficult curriculum
development work begins. For example, the selected
competencies must be analyzed for linguistic and cultural
content and put into a teachable sequence. Principles of
sequencing from easy to difficult, from known to unknown, or
from immediate need to long-range need maybe in conflict.
Learners must be given a clear, logical introduction to the
structure of the language, and the first tasks they attempt in
the new language cannot be very sophisticated, yet their
perceived needs must also be met. It won't do to delay to the
end of the program a lesson on expressing food preferences if
the learners are living with a host family after the first
week of training.

Once the competencies and language content have been

identified and sequenced, teaching materials and activities
must be developed, and instruction carried out. These stages
are described in more detail in other sections of this manual.

As with all training, it is necessary to evaluate how well the
curriculum met the learners’ long term and short term needs,
and what changes need to be made to refine and improve the
curriculum in the future. This stage is, in fact, a kind of needs
assessment, and is thus linked to the first stage of the cycle.

Whether you are working in a country with a well-
established curriculum or a start-up program, where there is
no previous curriculum to work with, the basic cycle describe
above is necessary to ensure that your program best fits the
current needs of every new groip of learners.

This section of the resource kit focuses on three of the four
steps of the curriculum development cycle:

* needs assessment,

¢ selection and sequencing of competencies, and

¢ evaluation of the curriculum.

The task of materials development is discussed in detail in
the next section of the resource kit.



WHAT

NEEDS TO BE

DONE

IDENTIFYING CURRICULUM
DEVELOPMENT NEEDS FOR
YOUR PROGRAM

Every post has a different set of things that need to be done to ensure that there is a well-
developed curriculum for language training. In some countries, the training program is well-
established, and the post has many years of experience in developing language materials and a
well-trained and experienced group of teachers. In other countries, there may be no or few
previous materials. And of course, every country is, at one time or another, a "start-up country”
where all the systems must be developed "from scratch.”

In order to help you assess what things need to be done in your program, Peace Corps language
coordinators developed this brief check list to help you assess program needs in the area of
curriculum development. For each of the ten items select the letter of the response that best
describes curriculum development at your post:

A. Completed successfully

B. Completed, but needs revision

C. Not completed, and it needs to be done

D. Not completed, but not important at present

Items that you marked with a B or C will probably need further development. Items 1,2,3 and 9
are discussed in more detail later in this section of the resource kit. Item 4 is discussed in more
detail in Section 8 (PST). Item 5 is discussed in more detail in Section 7 (Assessment) Items 6, 7
and 8 are discussed in Section 4: Materials Development. Item 10 is discussed in more detail in
Section 6: On-going Language learning



CURRICULUM DEVELOPMENT

1. Conducting a needs assessment (i.e., determining by observation and surveys what
volunteers will need to say, read, write, and understand in the new language in a
variety of settings and situations)

o

2. Writing of survival competencies for the PST language training curriculum

3. Sequencing of competencies with grammar points and vocabulary to form a curriculum
__ 4. Writing lesson plans based on the new curriculum

___ 5. Developing quizzes and other evaluation instruments

6. Producing a teacher handbook or teacher training design to introduce the curriculum,
texts and appropriate methods

7. Producing a student textbook for classroom use
8. Producing student exercise book/worksheets for independent study

9. Writing competencies for technical areas or worksites

___10. Developing materials or a system to help Volunteers continue language study after
PST
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TIME
LINE

SUGGESTED SCHEDULE FOR
CURRICULUM DEVELOPMENT
ACTIVITIES

Peace Corps Language Coordinators have developed this suggested timeline for the major tasks
involved in curriculum development.

CURRICULUM DEVELOPMENT TIMELINE

SIX MONTHS * Draft and send needs assessment questionnaires to PCVs,
BEFORE PST counterparts, etc.

FIVE MONTHS * Visits to sites: conduct interviews.

BEFORE PST

FOUR MONTHS » Compile survey results.
BEFORE PST

THREE MONTHS * Select competencies.

BEFORE PST ¢ Identify grammar points & match with competencies.
* Identify vocabulary and culture points.

* Determine sequence of topics,/competencies.

* Readjust grammar points as necessary.

* Make a preliminary weekly teaching schedule tor
competencies for PST.




TWO MONTHS

* Plan and begin materials development.

BEFORE PST (Materials development is discussed in greater detail in
Section 4.)

CNE MONTH » Conduct TOT.

BEFORE PST

END OF TOT ¢ Additional materials development as needed.

THROUGH END OF
PST

MID PST

* Evaluate curriculum: too much? appropriate?

END OF PST

¢ General curriculum evaluation.

THREE TO SIX
MONTHS AFTER
PST

* Detailed evaluation of competencies for curriculum revision.

1v0




OVER
VIEW

DOING A NEEDS ASSESSMENT

PURPOSES OF
NEEDS
ASSESSMENT

DIFFCRENT
NEEDS
ASSESSMENT
TECHNIQUES

1. PRE-SET LIST OF
COMPETENCIES

4. SURVEY
QUESTIONNAIRES

The curriculum development process begins with a needs
assessment. The purpose of the needs assessment is to
determine what the learner needs to be able to do with the
language: the communicative competencies that are needed.
* A needs assessment can provide answers to some basic
questions that need to be answered before we can decide what
language rieeds to be taught, such as:

- Who do PCVs communicate with?

- About what topics?

- For what purposes and in what kinds of contexts or social
settings?

* The needs assessment process is also a good way to begin
identifying specific language content: vocabulary, structures
and discourse patterns that are frequently used. Because
needs assessment often focuses on the contexts for language use,
you can sometimes forget that this process can also be a
logical time to identify specific language elements that you
will want to include. You can adapt questionnaires and
interviews to gather some of this specific information.

The following are some common ways to determine learner
needs for curriculum development work. All of these processes
could be used in carrying out a needs assessment. Your choice
of which to use will depend on the resources (time, money,
personnel) available at your post.

The easiest needs assessment is to look at a pre-set list of
competencies, such as the Peace Corps Language Training
Curriculum, and to decide on the basis of your own experience
which ones should be deleted and whether any should be
added. This will result in a preliminary list of competencies
which will require later revision.

These written forms could be distributed to PCVs, Peace Corps

staff (especially APCDs or technical trainers), host families,
counterparts, and worksite staff. Survey questionnaires have

161 —
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3. INTERVIEWS

4. MORE OPEN-
ENDED METHODS

to be carefully constructed, so that the right questions are
being asked of each person. They should also be constructed so
that surveys of one group, such as Volunteers, provide
information that confirms the information gathered from
other groups, such as the host families. There should be a
way to double check the perceived needs. The questionnaires
for current Volunteers and language trainers are very detailed
(and are basically the same but with a Volunteer or Trainer
focus). The information we will get from these two groups will
be most usefui for curriculum revisions. The questionnaires for
the employers /host country counterparts and for other Host
country friends/colleagues of Volunteers are less extensive
and may need to be translated into the target language. We
are looking for more general ideas from these people.

You will probably also want to include some very open-ended
questions in your questionnaires and interviews such as “"What
topics do you wish you had studied in PST, but didn't?” or
"What topics did you study that were either especially
important or not useful?” Open-ended questions for host-
country friends and counterparts might include questions like
“What are the areas where you think PCVs have the most
trouble communicating?” or “What aspects of language use
seem most problematic for the volunteers you work with?”

People who could be interviewed include the same people as
those who received questionnaires. Interviews could be
conducted as a follow-up to the written survey forms. Some
interviews might be conducted by telephone. Conducting
interviews with PCVs in small groups may be an effective
approach. Survey forms could go to a lot of people, but there
may be limits on how many could be interviewed. If there are
some employers/others who would be willing to take more
time and provide additional information you can interview
them in person or by telephone. In this interview you can ask
more specific questions based on the list of current curriculum
competencies included in the questionnaires for volunteers and
language trainers. Interviews also provide a good
opportunity to discover specific language content.

One difficulty with interviews and questionnaires is that you
need to know in advance who the PCVs comununicate with,
and in many start-up posts, this kind of information isn't yet
readily available. A socio-topical matrix can be used as a
more open-ended assessment tool than a questionnaire. It can
be used to identify a Jess-structured way who is involved in
daily language use and what are the most common
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5. ON-THE-JOB
OBSERVATION

6. VADS OR TASK
ANALYSES

competencies. Such open-ended kinds of assessment
instruments might be good to use in posts where you don't have
a lot of previous needs assessments to refine and adapt, or
where you are trying to identify competencies that have not
been pre-determuined.

In preparing your curricalum you need to get a good idea about
specific language content that PCVs will need. On the job
observations and follow-up interviews are a good way to
contrast some of the familiar, “predictable” survival
competencies with spe. ific language content and functions
used in technical situations. A language specialist could
follow the PCV and/or counterpart for a few days to gain a
fuller understanding of the language needs. Non-language
specialists will probably be able to identify vocabulary
needs, but they may not notice the different kinds of language
interactions or competencies that they need to do their work.
This kind of observation would be most useful in the
developing of technical competencies.

It may be worth looking at these documents before
interviewing technical staff or drawing up a survev to
determine technical competencies.
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TO DO IT

WORKING

WITH SURVEY

QUESTIONNAIRES AND
FOLLOW-UP INTERVIEWS

GETTING A
RANGE OF INPUT

QUESTIONNAIRES

INTERVIEWS

In order to get a range of input on language learning needs, you
need to poll as wide a variety of people as possible, and
should consider developing four different needs assessment
questionnaires for the following groups:

¢ current Volunteers who studied the language in PST

¢ current (and past?) language trainers

* supervisors/host-country counterparts of current Volunteers
¢ host country friends or co-workers of current Volunteers,
including staff at Peace Corps

At a minimum, you want to make sure that vou get input from
a varied selection of representative PCVs (with a mix of job
assignments, young and old, male and female, urban and rural,
etc.) and PC staff.

The questionnaires for current Volunteers and language
trainers are very detailed (and are basically the same but
with a Volunteer or trainer focus). The information we will
get from these two groups will be most useful for curriculum
revisions. The questionnaires for the employers/host countrv
counterparts and for other host country friends/ colleagues of
Volunteers are less extensive and may need to be translated
into the target language. We are looking for more general
ideas from i ese people.

If there are some employers or others who would be willing to
take more time and provide additional information you can
interview them in person or by telephone. In this interview
you can ask more specific questions based on the list of current
curriculum competencies included in the questionnaires for
Volunteers and language trainers.
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GUIDELINES FOR
DISTRIBUTING
QUESTIONNAIRES

1. CURRENT PEACE
CORPS VOLUNTEERS

2. LANGUAGE
TRAINERS

3. SUPERVISORS AND
HOST COUNTRY
COUNTERPARTS OF
VOLUNTEERS

4. OTHER NATIVE
SPEAKERS
(FRIENDS/

COLLEAGUES/
PEACE CORPS OFFICE
HOST COUNTRY
STAFF)

Distribute all questionnaires as far in advance as possible.
For each group, you may want to include a cover letter that
tells them where, when and to whom to return the
questionnaire. If it is clear that you are not getting a 50
percent return, it is suggested that you call to encourage the
participants to return the questionnaires.

* Make and send copies of the questionnaire to all Volunteers
in the field who studied the language during PST.

* Enclose a stamped envelope addressed to the Peace Corps
office.

¢ Keep a master list of who receives the questionnaire and
who returns the questionnaire.

o If the questionnaire is not returned by your target date,
make another request, perhaps with a follow up post card or
telephone call.

o If the language trainers are near the Peace Corps office, ask
them to come in and fill out the questionnaire.

* If the trainer is not near the Peace Corps office, send the
questionnaire to the trainer by mail and ask that it be
completed and returned by your target date.

* You may want to send the questionnaire to former trainers
who worked with the language program and have had
significant past experience with the curriculum.

o If possible, call the supervisor/counterpart and ask these
questions over the phone. If a phone interview is not possible,
send the questionnaire to the employers.

¢ If the questionnaire is not returned by your target date, call
the supervisor/counterpart and try to get the information by
phone.

* Note: If it is more appropriate to ask these questions in the
target Janguage than in Enyglish, please translate the
questionnaire.

» Ask language trainers to distribute the questionnaire to
friends/colleagues and retum them to the PC office by vour
target date. Try to include people outside of the capitol. You
may want to send copies of the questionnaire to Volunteers.
They can ask host country triends in their communities to fill
it out.

¢ Give a copy to PC office staff who speak the language and
ask therr to fill it out by vour target date.
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TO DO IT

LANGUAGE NEEDS
ASSESSMENT INTERVIEWS:
A FEW TIPS

PRE-INTERVIEW
PREPARATION

CONDUCTING THE
INTERVIEW

OBTAINING
LANGUAGE
CONTENT

ANALYZING
INTERVIEW
RESULTS

* Send out the questions ahead of time and encourage PCVs to
reflect and write notes.

* Follow up with an interview at a time and place where the
PCVs can concentrate on this topic. Take good notes of what
they say. During the interview insist that they be specific
about who they talk with, in which situations, and at what
level of formality. Learners also tend to place too much
importance on speaking. Be sure to ask about listening,
reading, and writing.

¢ Interview PCVs in groups of three if this seems useful. If one
PCV seems to really have a lot to offer, go in depth with this
person in a one-to-one discussion. If vou can identify these
good sources ahead of time, schedule the interviews with
them ahead of time.

* Follow the topics and questions in the written survey
questionnaire, but add others as they seem natural and skip
over ones that don't get much response. Check responses of
early interviewees with later ones, "Barbara says that she
receives a written agenda of faculty meetings ahead of time.
How about you?"

* Allow for additional ideas and suggestions from
interviewees.

* Try to get plenty of "sample language” that can be used in
lesson materials, such as dialogs. It's easy to guess what
pecple say at the post office because you go there yourself.
You may not do so well at imagining what a visiting
government official's wife will chat with a PCV about.

¢ Draft preliminary competencies based on:

- areas frequentlv mentioned

- areas mentioned as a high prionty

- competency ideas mentioned by PCVs who seem to be
particularly insightful or have the most relevant experience.
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TO DO IT

OPEN-ENDED NEEDS
ASSESSMENT: USING A DAILY
ACTIVITY GRID AND A SOCIO-
TOPICAL MATRIX

ALTERNATIVE
OPEN-ENDED
NEEDS
ASSESSMENT
TECHNIQUES

WHAT IS A DAILY
ACTIVITY GRID?

As previously noted, it is sometimes not possible to use the
detailed kinds of questionnaires and interviews which were
described in the previous section. In some posts you may not
have had a chance to identify the who and what of
Volunteers' language use that is a necessary first step in
designing and distributing questionnaires and follow-up
interviews, so it may be necessary to use more open-ended
needs assessment instruments to identify the situations where
PCVs need to use the language and the kinds of things they
need to be able to communicate in those situations. Here are
two alternative systems, the Daily Activity Grid and the
Socio-topical Matrix, that can be used to identify potential
language topics, goals and learning objectives by asking PCVs
to specify situations in which they need to communicate
better.

The Daily Activities Grid, developed for the Peace Corps by
Anita Wenden (1996), is similar in appearance to a Socio-
Topical Matrix but provides more in-depth help in reflecting
on the settings in which volunteers interact with host country
people in their sites. Like a Socio-Topical Matrix, it can be
used both as a needs assessment instrument, or as a tool for
self-directed language learning which helps learners
organize and prioritize their own individual learning plans.

13



HOW TO MAKE A
DAILY ACTIVITY
GRID

QUESTIONS
ABOUT THE
SETTING

1. Have Volunteers fill out the grid (a reduced-size sample
has been included on the next page).

For each day and hour of the week, they should:

¢ write where they usually are at each of the times stated.
(They can change the hours to fit their own daily routines.)

e circle or high-light (we've shown them in italics, on the
sample, below) the situations and times of day when they
need to use the language.

* answer the questions listed below for each of the settings, in
their relative order of importance.

2. Review the grids to identify the social settings in which
Volunteers need to develop their language proficiency. Then
select the settings in which Volunteers find themselves most
often or those areas where Volunteers have identified that
they most want to work on.

* Who is typically in this setting?

¢ What happens in this setting?

What do you do in this setting?

< What language skills are you required to use? (e.g.,
listening, speaking, reading)

e What are the topics of conversation in this setting?

* How do you usually feel when you are interacting in this
setting?

* For what purposes are you expected to use language in this
setting? (Where are your strengths and weaknesses?)

* What do you need to understand in this setting? (Where are
vour strengths and weaknesses?)

s List any behaviors/customs in this sething that you do not
understand or find strange.
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SAMPLE DAILY ACTIVITY GRID

An example of one Volunteer's week is given below with the situations in which she needs to
use the language italicized.

Mo Tue Wed Thu F1i Sat Sun
6:00 Home Home Home Home Home Home Home
7:30 Walk to Walk to Walk to Walk to Walk to | Home Home
school school school school school
8:00 Teacher’s | Teacher’s | Teacher’s | Teacher’s | Teacher’s | Home Home
room room room room room
School School School School School
: Tea break | Tea break | Tea break | Tea break | Tea break |’ 'S, | Churel
10:30 ea brea ea brea ea brea ea brea ea brea neighbor 1urch
: School | School |School |School |School | ViSit hurch
11:00 choo choo choo choo choo neighbor Church
1:30 Plan with} Plan with| Plan with | Plan with| Plan with{ Home Friend’s
teachers 1}teachers |teachers |teachers | teachers house
A Ik
3:00 Post Store Post Home Store wi:l;:z Friend’s
office office friends house
Play Play Walk
4:00 with with with
children children friends
L . Head
5:00 Neighbor's Friend’s .
house house teacher's
house
Evening | Home Friend’s | Meeting | Head Meeting | Home
house House teacher’'s | Housc
housc
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WHAT IS A
SOCIO-
TOPICAL
MATRIX?

HOW TO
MAKE A
SOCI10-
TOPICAL
MATRIX

COMMON
TYPES OF
SOCIAL

INTERACTION

The Sccio-Topical Matrix was developed by Earl W. Stevick in
Adapting and Writing Language Lessons , (Foreign Service Institute,
1971). It can be used both as a needs assessment instrument, or as a
tool for self-directed language learning which helps learners
organize and prioritize their own individual leaming plans.

1. Have a representative mix of Volunteers follow this process:

* Make a list of all the people you have regular contact with. Write
their names in a column on the left hand side of a piece of paper, in
the order of frequency you see them. Now, draw a grid, like the
following sample.

* Fill in the tops of the columns with the most important
conversation topics for you. Sample topics are listed below.

* In the boxes on the matrix, write the things vou'd like to be able to
do or do better with the person or people in that situation.

2. Each box on the n.atrix will provide you with ideas for topics and
raw material for writing many short-term learning objectives. Each
objective, in tumn, becomes the basis for a lesson content or a self-
study learning plan.

An effective way to go about choosing which box on the matrix to
start with is to ask Volunteers to think carefully about their
relationships with the people they have listed on the matrix. Try
to determine if there are situations they have been avoiding, or
have had any social problems with, it may well be due to a
language problem or cultural misunderstanding.

* Greetings and leave takings

* Small talk

* Chat about things you've done recentlv

* Ask for and get factual information

» Offer and/or ask for help

* Discuss likes and dislikes

* Use basic concepts, like numbers, time, dates, quantity
* Describe people, places, and things

* Make plans to meet at a particular place and time

* Explain who you are and why you are where vou are
* Give and/or receive advice

* Agree and/or disagree

* Give and/or understand instructions

» Make, accept, and/or decline invitations

* Get something you need

» Talk about plans and hopes for the future

10



SAMPLE SCCIO-TOPICAL MATRIX

The first two boxes have been completed as an example.

Greetings and

Apologizing

Leave takings | Small Talk Food Being a Guest | for Something
Adult Stranger | Greeting him Talk about Thank him
(e.g., the Beat when I%oard; weather, sea when he invites { __ _
Captain) saying %oodbye condition, fish, me to the wheel

whenT leave birds house
Small Child Informal Sports, school- | Offer cookies to When I need to
(e.g., Mareko) | greeting work, his cute | him S work and can't

brother talk to him

Village Elder

Job Supervisor

Tea Server

Bus Driver

Shop Keeper

Colleague

Best Friend

-3
p—
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TODO IT

CURRICULUM DEVELOPMENT
WITH LIMITED TIME AND
RESOURCES

Sometime it is not always possible to conduct as complete a needs assessment as you would like,
either because you lack the time, the resources or both. Peace Corps Language Coordinators

developed these suggested techniques for doing more limited needs assessments than the ones
described above.

DOING A LIMITED - Putaneeds assessment questionnaire in the Volunteer

NEEDS newsletter.
ASSESSMENT * Check with APCDs to coordinate and accompany them on site
visits.

* Interview representative sample of PCVs {mix of older,
younger, rural, urban and different technical sectors).

* Interview PC staff, host families, counterparts and
supervisors.

» Conduct interviews by telephone when possible.

* Interview PCVs visiting the office.

¢ Time needs assessment with other post activities (ISTs. Mid-
service Conferences, COS).

WORKING WITH A ¢ Work with staff from other units (PFCMO, APCDs, CD, etc.)
GENERIC to determine which competencies should be retained,
CURRICULUM (IF climinated, or added.
YCU DON'T HAVE ¢ Work with teachers to decide which grammar points MUST
TIME FOR NEEDS beincluded.
ASSESSMENT) * Match competencies with grammar, and negotiate a
sequence.
* Plan follow-up needs assessment for curriculum revision (3-6
months after PST).
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TO DO IT

ANALYZING THE RESULTS OF
YOUR NEEDS ASSESSMENT

Once you have collected the information by whichever needs assessment technique you have
chosen, you need to organize it so that you can make reasoned decisions about the selection and
sequence of competencies in a systematic way.

STEP 1:
TABULATE THE
RESPONSES AND
ARRANGE THEM
IN PRIORITY
ORDER

This gives you a variety of useful information to decide what
order various competencies might appear in. Here's an
example of the way the topics from a sample needs
assessment were rated by volunteers in the Philippines:

TOPIC NUMERICAL AVERAGE
1. Directions 4.49
2. Transportation 437
3. Shopping - 431
4. Sodal Language 4.30
5. Health 391
6. Food 370
7. Money 3.36
8. Housing 330
9. Community Services 285
10. Literacy 272
11. Telephone 218

Other categories that need to be tabulated and listed in rank
order are:

* Technical Language Topics
* Language Tasks within Topic areas
¢ Language Learning strategies

These rankings can be used to help decide:

* what order various topics should be introduced,

ewhat special job-related vocabulary and language might
need to be included,

» what linguistic content needs to be included in various
lessons, and

ewhat specific tasks and activities will build on and
encourage development of mdividual language leaming.
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STEP 2:

ADJUST
NUMERICAL
PRIORITIES TO
REFLECT
LINGUISTIC OR
SOCIAL
REALITIES OF
YOUR SITUATION

STEP 3:
RECORD AND
ANALYZE ALL
RESPONSES TO
OPEN-ENDED
QUESTIONS

STEP 4:

USE THIS
INFORMATION TO
PRIORITIZE THE
TOPICS,
FUNCTIONS,
VOCABULARY,
AND
GRAMMATICAL
STRUCTURES
THAT NEED TO BE
TAUGHT

The pure numerical ranking is not the only determiner of
priorities or ideal sequences. For example, you will notice
that the Philippine sequence placed the topic of "money”
rather lower than "shopping.” But, it's immediately
apparent that these two topics really are more realistically
taught together. Any rank order must be considered "in the
real world." So use your common sense and knowledge of your
particular situation to adjust your sequences to take
advantage necessary or desirable connection. Other issues to
consider in this process are discussed in the next part of this
section.

Responses to open-ended questions (What was the most
effective part of your training? Most significant problems?
etc.) can be a extremely useful source of information. Look for
patterns, re-occurring concerns, and other useful information.
Remember that people learn differently, and therefore you
will often find clear contradictions between individual
responses, (for example, one respondent thought that the
language learning games they played in classes was one of the
most useful aspects of the PST training, while another found
them a complete waste of time.

Once you have specified what is needed vou can divide up
language content into manageable whole-task chunks that can
be developed into teaching materials and specific lesson
plans.

Remember that a final curriculum should ideally include the
following information for each competencv you have
identified:

¢ a competency statement,

¢ sample language,

* a structure focus,

¢ related cultural points, and,

¢ perhaps, pronunciation points and suggested vocabulary
items.

You will see a variety of competency descriptions in the next
part of this section.



SAMPLES
FROM THE

FIELD

GENERAL NEEDS ASSESSMENT
QUESTIONNAIRES

This first set of examples are excerpts from a series of four questionnaires that were developed
for the Hindi Curriculum in Fiji. The questionnaires were distributed to Volunteers, language
teachers, host country supervisors and friends and colleagues. This needs assessment instrument
consists of two sets of questionnaires : one set for Volunteers and language trainers, one for
supervisors/co-workers and friends/co-workers of volunteers. Each set is parallel in terms of
what information is being asking about. (For example, the questionnaires to Volunteers and
language trainers both ask about the PST language training component, the curriculum ccatent
and survival competencies, the social dimensions of language use, technical training
methodology and preferred learning and teaching styles.) However, it is useful to compare the
ways in which these questions have been adapted to make them specifically relevant to the
groups filling out the form. Accordingly, the first few sections of both forms have been printed
side by side for easy comparison. In the subsequent sections, alternative questions for volunteers
and teachers have been indicated in italics for some of the items.

PEACE CORPS FlJI PEACE CORPS FlJI

LANGUAGE PROGRAM ASSESSMENT LANGUAGE PROGRAM ASSESSMERNT
QUESTIONNAIRE QUESTIONNAIRE

for CURRENT VOLUNTEERS for LANGUAGE TRAINERS

The language training staff of Peace Corps Fiji Peace Corps Fiji would like to improve the Hindi
would like to improve the Hindi language training language training program for Peace Corps
program for future Peace Corps volunteers. volunteers. Please help us by completing the
Please help us by completing the following following questionnaire and retuming it by June 15
questionnaire and returning it by June 15 to the to the Peace Corps Fiji office. Thank you very

Peace Corps Fiji office. This questionnaire is long, | much.
but we hope you will take the time to complete it
since you are our best resource for making

suggestions for improvement. Thank you very

much.

Name: Name

Group No.:

Project: Dates of teaching with Peace Corps

Location: Dates of participation in previous Peace Corps
Participation in HILT: (date) TOTs

Use of tutor: _ Other teaching experience

ACTFL Level atendof PST: _________ (approx.)

ACTFL Level now:
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SAMPLES
FROM THE

FIELD

TECHNICAL NEEDS
ASSESSMENT
QUESTIONNAIRES

This second example is part of a questionnaire that was developed by Peace Corps Bulgaria to
assess the technical language competencies needed by volunteers in a small business
development project. This sample consists of a rating of specific technical language
competencies that may be useful for other technical sectors as well.

NEEDS ASSESSMENT FOR LANGUAGE FOR SPECIFIC PURPOSES

A. Please rate the usefuiness of the following language competercies by circling the
appropriate number

(0 = not applicable; 1 = not useful; 2 = somewhat useful; 3 = useful; 4 =
very useful)

1. Socializing with Supervisors / Counterparts

« greet/introduce / take leave 0 1 2 3 4
« talk about one's and others' background 0 1 2 3 4
* ask/answer social questions 0 1 2 3 4
* explain your language problem 0] 1 2 3 4
« make polite remarks 0 1 2 - 3 4
« say "No" politely 0 1 2 3 4
e invite 0 1 2 3 4
« accept/ decline invitation 0 1 2 3 4
« use appropriate degree of apology / formaiity 0 1 2 3 4

. Dealing with Public Officials
make formal introductions
respond to formal introductions
explain own role and assignment
identify work roles and relationships
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SAMPLES
FROM THE

FIELD

OPEN-ENDED ASSESSMENT
INSTRUMENTS

This third set of sample materials includes some more open-ended kinds of questionnaire
formats. These can be used alone, like the Daily Activities Grid and the Socio-Topical matrix
which were discussed in a previous section, or they can be included as a part of more traditional
kinds of questionnaires, as these examples have been.

EXCERPT FROM
THE F1J1 NEEDS

ASSESSMENT

QUESTIONNAIRE

The first example is from the Volunteers' questionnaire that
was developed by Peace Corps Fiji. It is part of the more
comprehensive needs assessment questionnaire that was
distributed to Volunteers and language trainers, and, like
those questionnaires, has two parallel versions, one for
Volunteers and one for trainers, so that the different
perspectives of these two groups can be compared ard
analyzed.

EXCERPT FROM THE FiJl NEEDS ASSESSMENT QUESTIONNAIRE

E. Pcople/Situations in Communication

With which of the following people in which of the following situations do you need to
speak/undersiand Hindi. Please check the appropriate columns.

PEGPLE PENS. | NUUSE] PRO- | TREE | TRA- JPERS | HEALTH [SHOB- TTO0D [COMB T OT
IDENT! FES- TIME VEL RELA- PING & -UNITY
FICA- SION TIONS DRINK | SER-
TION VICES

employer

co-workers

friends

neighbors

doctor/nurse

shopkeepers

taxi/bus drivers

other (specily)

10
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Do you use Standard Hindi or Fijian Hindi with the above people?
Do any of the above require reading/writing ability in Hindi?

When and with whom is it most important for you to be able t¢ use Hindi? Give some
specific situations (Standard Hindi or Fijian Hindi?).

EXCERPT FROM
THE BULGARIAN

The second sample is a part of the same technical language
needs assessment developed for Peace Corps Bulgaria

NEEDS provided above. This section demonstrates a more cpen-ended
ASSESSMENT way of gathering information about technical language use.
QUESTIONNAIRE
EXCERPT FROM THE BULGARIAN NEEDS ASSESSMENT QUESTIONNAIRE
C. Please keep a journal for only one week about the work situations in which you used /
couid not use Bulgarian:
Day of the | used Bulgarian easily... 1 wanted to use Bulgarian but |
week couldn't...
MONDAY where? where?
with whom? with whom?
about what? about what?
TUESDAY where? where?
with whom? with whom?
about what? about what?
WEDNESDAY | where? where?
with whom? with whom?
about what? about what?
THURSDAY where? where?
with whom? with whom?
about what? about what?
FRIDAY where? where?
with whom? with whom?
about what? about what?




TONGA The third example is a daily activities grid format that was

LANGUAGE developed by Anita Wenden (and discussed in a previous

NEEDS section) as it was adapted for use by Peace Corps Tonga to

ASSESSMENT help identify competencies as part of an over-all curriculum
revision.

TONGA LANGUAGE NEEDS ASSESSMENT

On August 19-20, Viliami Mafi and Doug Gi'zow from Peace Corps Washington will be
visiting Vava'u. They will be trying to gather information to improve the language
program for future Tonga PCVs involved in projects like yours. Thanks for helping--we
hope you will get some insights about how to work on your own laguage learning too.

Piease fill out the enclosed grid, changing it as you think it will be helpful (adding hours
in the morning or evening etc.) On the grid, indicate for each hour or cluster of hours in
a typical week (a)the setting where you are, (b)who you are interacting with and (¢)what
would be typical topics. Then look at some of the settings that you think shouid be
covered during PST or in some later training or materials and jot down answers to the
following questions--or at least think about them.

(1) What language skills do you need to function in a particular setting--listening,
speaking, reading or writing or some combination?

(2) What have you have already learned and when did you leam it (during PST or later)?

(3) What do you still need to leam to function well in this setting?

187



GRID OF DAILY ACTIVITIES

Monday Tuesday Wednesday | Thursday | Friday Saturday | Sunday

9:00

10:00

11:00

12:00

1:00

2:00

3:00

4:00

5:00

AFTER
5:00




OVER
VIEW

SELECTING AND SEQUENCING
COMPETENCIES

SELECTING
COMPETENCIES

1. IMPORTANCE OF
THE COMPETENCY

2. COMPLEXITY

3. TIME
CONSTRAINTS

SEQUENCING THE
COMPETENCIES

A typical needs assessment will probably identify far more
language competencies than you can ever hope to teach in the
limited time frame that is available in most PSTs.

Therefore, your first step in devising your curriculum is to
select the competencies you will focus on. There are three
basic criteria that determine whether a competency should be
included in the curriculum.

According to the needs assessment, is the competency one that
PCVs need frequently (such as shopping competencies) or is it
one which is very important (such as emergency
competencies}). If not, it should not be included in the
curriculum. Competencies which are trivial or not relevant
should be avoided. When looking at needs assessment results,
consider the needs of specific PCV groups: women, rural,
different tech sectors, other geographic/cultural variations.

Is the task so difticult that it cannot be included, or does it
require very difficult language structures? The ability of the
Trainees to handle the competency during Pre-Service
Training must be considered. If a competency is complex but
very important, try to divide it into smaller “sub-
competencies” that are manageable.

Most PSTs consist of only 100 to 200 hours of instruction. There
is a limit to how many competencies can be productively
studied in this time. We must not force our students to race
through lots of competencies, memorizing phrases without
developing language skills.

The topics and competencies derived from the needs
assessment and edited down through the selection process
must be organized into a teaching sequence. This sequence
must be determined according to an interplay of four factors:
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1. IMMEDIACY OF
NEED

2. COMPLEXITY OF
THE TASK

3. COMPLEXITY OF
THE STRUCTURES
INVOLVED

4. LINEAR OR
CYCLICAL
TREATMENT OF
COMPETENCIES
WITHIN TOPICS

ALLOWING FOR
FLEXIBILITY

What do Trainees need to know how to do at the various
stages of the PST? Competencies can be sequenced to prepare
Trainees for their village homestay or for a site visit, for
example.

Generally, competencies about the self and the immediate
surroundings are easier than more abstract or distant topics.
Competencies appearing early in the curriculum are typically
ones involving introductions, identifying oneself, and
following classroom commands.

In addition to a list of competencies, a list of key grammar
structures also needs to be generated. Many grammar
structures arise naturally from specific competencies, but the
complexity of those structures needs to be considered in
sequencing the competencies. The curriculurmn writer needs to
have an idea of which grammar structures are most essential
to provide a basis for learning the language and to ensure that
they are included in the curriculum and that they are
presented in a clear, logical sequence moving from simple to
more difficult. Leamers must have a sense of being guided
into the language, not having it just thrown at them in a
random way. Review of structures should also be built in to
the curriculum. These grammar points must be a part of the
competency-based lesson, not separate from it.

Some curriculums proceed through competencies topic by topic:
Personal Identification, Classroom, Food, Shopping, etc.
Others take one or two competencies from a topic , then move
to one or two from another topic, and so on. The advantage to
the former arrangement is that there can be a depth of
vocabulary developed by staying within a single topic longer.
The advantage to the second kind of arrangement is that
student needs are more likely to be met quic’ ly and there may
be more flexibility to accommodate increase difficulty of
grammar points.

.

It is always tempting to try to teach as much language as
possible, since the trainees' language needs are invariably
greater than what can reasonably be presented and practiced
in the time allowed for most training programs. But
especially with limited time for language learning, it is very
important that you don't try to include too much in your
curriculum. Remember that there are some principles to keep
in mind that will help yvou from trying to be too ambitious in
whal vou can cover.

L.y



1.

LEAVE SOME

"BREATHING SPACE"

2. ALLOW TIME FOR
TRAINEE INPUT

ALLOW FOR
OPTIONS

Most learners need time to reflect, process and internalize the
language features that they are learning. Being exposed to
vocabulary and structures is not the same thing as being able
to use them naturally in unstructured communicative
situations. Remember to leave time for Trainees to review
and solidify their proficiency.

Don't plan your curriculum so tightly that you have no room
for Trainee input and ideas about what they need to knecswv.
New Trainees may not have the same perceptions about their
own language needs as the more experienced Volunteers in the
field who filled out your needs assessment questionnaires.
Give Traine 2s an opportunity to develop and pi:oritize their
own perceptions about their most pressing language needs and
areas of concern. Allow time in the curriculum for mid-term
evaluation and feedback. Remember that language learning
is always a partnership between the teacher and the learner,
so don't make your curriculum so fixed that you eliminate the
opportunity for learners to have a voice in this partnership.

We know that people learn languages differently, and that
they have different goals in language learning. You don't
need to cover all the competencies in the same way or to the
same level of proficiency. Try to arrange your curriculum so
that Trainees can make choices about specific competencies, or
how much detail about the language they will learn. You
may want to structure your PST design to allow for optional
classes at the end of the day, and let Trainees choose from a
changing "menu" of different specialized lesson plans.

1G1



THINGS
TO THINK

ABOUT

INTEGRATING COMPETENCIES
WITH MAJOR PST EVENTS

In addition to the issues mentioned in the overview, there are some other factors to consider
when you decide on a particular sequence for your curriculum. One very important feature is the
calendar of events that form the technical and cross-cultural parts of the training program, such

as community field visits, homestays, etc. Language Coordinators have identified the
following major events in the PST as useful milestones for curriculum planning.

Event Description Curriculum topic or competency
Entering the may not apply at some PSTs introduction
Host Family greeting

etiquette and meals

Health and
Personal Safety

is very important when the
Trainees start walking around by
themselves

basic phrases of asking for help
cross-cultural information
avoiding conflicts

Life with the

to help Trainees in their daily

Family life with the family
Shopping the Trainees are faced with polite phrases of request
these tasks fairly early on numbers
currency
Site visits traveling
reading schedules

buying a ticket
asking for directions
reading a map
asking for help

TEFL Practicum

may not be very important if the
Trainees are supposed to use
mostly English in their classes

classroom directions
office/technical language

Swearing-In

closing of the program

a Trainee rnayv be asked to read a
speech in the local language




THINGS
TO THINK

BOUT

GRAMMAR AND A
COMPETENCY-BASED
CURRICULUM

Another feature that needs to be considered is grammar. There is sometimes disagreement
between language teachers about how central a role the grammar of a language should play in
determining the sequence of teaching, but in a competency-based curriculum, the role should be
secondary. Grammar should not be a central organizing feature of your curriculum, but vou still
need to take it into account when you select and sequence your competencies.

WHY DO WE NEED Children and adults learn languages differently. As a rule,

TO CONSIDER adults want to speak accurately, and some become embar-

GRAMMAR? rassed by mistakes. In general, adult learners want and ex-
pect some kind of grammatical explanation when they learn a
language. They often need to feel that they are being intro-
duced to the features of the language in some systematic way,
and not just at random. 1he questions adult learners ask about
the language will often be phrased in the grammatical terms
and categories that they have learned about their first
language, which may be very different from the actual terms
and categories of the target language. Finally, as many
language teachers know, if some learners aren't given explicit
grammatical information, they have a tendency to invent
their own, using rules based on their first language or some
possibly incorrect ideas about the structure of the target

language.
THE ROLE OF Grammar in Peace Corps language training should serve as a
GRAMMAR IN A "road map" that the learner uses to produce original
COMPETENCY- utterances that haven't necessarily been explicitly taught by
BASED the teacher. Grammatical information should be presented as
CURRICULUM generalizations about how a language works which can help

a learner remember and extend his/her abilit to
commuyucate in new and original ways. Knowledge of
gramrmar can help a learner remember features of the
language and applv those features in new situations.
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INTEGRATING
GRAMMAR INTO
THE CURRICULUM

PRINCIPLES OF
SEQUENCKING

‘.

RECOGNITION

There are three aspects of grammatical information that need
to be considered as you decide what to include in your
curriculum.

FORM-Does the learner say it correctly and fluently? Can
she/he be understood?

MEANING —Does the learner say what she/he means to
say? Does s/he communicate the appropriate semantic
distinctions?

USE —~Does the learner use the structure in an appropriate
way, so that the listener pays attention to what the learner
says, not how the learner says it?

Learners need to focus on different aspects at different stages
in their language learning. At the beginning level, students
need to focus primarily on form and meaning. Their goal is
mastery of specific language elements in specific situations.
As learners advance in the language their needs change. At
the intermediate level their concerns focus more on the issues
of meaning and use. They need to have the understanding
that allow them to expand their language use to original
situations. Finally, as they advance they may need to know
how to choose appropriately from a number of possible ways
to express their meaning the way that is most appropriate
socially or culturally.

Grammar must never be presented in isolation, for its own
sake, but always as a means to distinguish meaning or
accomplish a communicative purpose. For example, don't
teach trainees the entire pronoun system of a language, but
rather how using one pronoun form instead of another can
change the meaning of what they are trving to say. Or, as
another example, don't teach the entire system of verb tenses,
but rather how that system distinguishes between things that
might possibly happen as opposed to things that will
definitely happen. Deciding what grammatical information
should be included in your curriculum must be determined by
the communicative needs of the learners, not the other way
around. Competencies should never be introduced for the sole
purpose of illustrating a grammatical feature of the language.

Just as there is a natural sequence of the what kind of
grammatical information that is presented to learners, there 1s
also a sequence of how to present this information. The
presentation of any grammatical information should always be
followed immediately by opportunities to practice and apply
that information in meaningful communication.

As with most aspects of a language lesson, grammatical
structures should be presented to learners first for their
recognition. Learners need to be able to hear and understand
the language features that express or change meaning. They
need to be able to hear and correctly interpret different forms
that indicate important ditferences in meaniny like affirm-
ative or negative, singular or plural, past time or future time,
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2. STRUCTURED
MEANINGFUL
PRACTICE

3. REAL
COMMUNICATION
IN LESS
STRUCTURED
SITUATIONS

4. GENERAL
GUIDELINES

male or female. These meaning categories differ from
language to language, and may be very different from gram-
matical categories in English. But simply understanding
these differences is not enough. Learners must be able to ex-
press these differences themselves correctly and fluently.

After learning to recognize and understand , learners must next
focus on production. They can do this through meaningful
practice in structured situations. Learners must have an
opportunity to express a specific meaning difference in a
specific situation where the content has already been
determined by the teacher or the learning materials. For
example, learners must first have an opportunity to express
whether they have one brother or three brothers, or describe
what they did before class versus what they will do after
class before we can expect them to express these kinds of
differences in free, unstructured conversation.

Structured practice must always be followed by opportunities
to apply the new patterns and vocabulary in unstructured
situations both in and outside of class, either as
communicative tasks or community contact assignments. For
example, once learners have had structured practice
distinguishing between actions in the past versus actions in
the future, they should then have a chance to describe things
they plan to do next weekend that thev didn't do last
weekend, or find out what members of their host family did
before the learner started living with them, or what they
will do once the Volunteer has moved on to his or her post.
This is the real purpose of any grammatical information: to
help learners accomplish these kinds of unstructured tasks. If
vou only do steps 1 and 2 without also including this crucial
third step of applying the knowledge to new situations, it's a
little like teaching someone the steps to a folk-dance, but
never giving them a chance to actually dance to music.

How much explicit grammatical explanation and practice is
too much? How little is too little? There is never a simple
answer to this question, because there is never a simple
correlation between competencies and particular grammatical
features. However, these basic principles can help you
decide how much focus to put on grammar.

*Teach the language, not about the language.

eGrammar is a tool that leamners can use to expand their
ability to communicate in new situations, not an end in itself.
* Grammar should be presented in small specific "chunks”
that explain how specific meaning differences are
communicated, not an abstract overview of many features.
*There must always be an opportunity for immediate
application of the structures in communicative situations.
Your overall purpose should be to give learners an opportunity
to first practice and then to use specific language features .



THINGS
TO THINK

ABOUT

INTEGRATING CROSS
CULTURAL CONCERNS

It is never possible to teach a language withcut also considering the cultural context in which
the language functions. Such cross-cultural information as non-verbal communication styles,
appropriate social behavior, and acceptable topics for conversation are all an important part of
the curriculum as well. In addition, Trainees need to get some basic information about the
culture and history of the country where they are working. These are some common language
competencies that can easily be integrated with cross-cultural information:

LANGUAGE COMPETENCIES THAT CAN EASILY BE
INTEGRATED WITH CROSS-CULTURAL INFORMATION

Ask personal information.

Describe home activities at different times of the day.
Identify family member's role(s).

Describe a typical family .

Make small talk on training events.

Give a short speech to introduce self.

Give a simple farewell speech.

Teach a host family member an American family activity.

19¢



SAMPLES
FROM THE

FIELD

INTEGRATING CULTURAL
THEMES INTO THE
CURRICULUM

This an excerpt of a curriculum from Peace Corps Ecuador that was thematically organized to
provide additional content about cultural information as well.

ECUADOR
OMNIBUS/76 - INTEGRACION DE COMPONENTES
Componente/. X-Cultural Lengua | Salud & Seg. | Técnico

Actividad

& > - AL S e i O
sttona y i COnferenCIa sobre | Revision de textos ! Dlstnbumon rsgscripcién de sitios
Geografia . Historia del Ecuador. ! selectos sobre geogréﬂca de de trabajo, con breves

' Introduccion sobre . Historia del Ecuador, : enfermedades tales | antecedentes
geogratfia social y . fechas, sucesos y | como Colera, Malaria, 1 histdricos y
tisica. personalidades SIDA, etc. geograéficos.
. relevantes. Evolucion de
' Vistaa Museosyal | principales
- Centro Histérico. ! indicadores de salud
Procesar io l en el Ecuador.
observado. l
Legislaciony Conferencia sobre - Revisién sobre textos | Normas de seguridad * Derechos de los ninos
Sistema sistema politicoy i selectos sobre que deben observar  y ado-lecentes.
Politico- partidos. ! legislacién nacional. | los PCVs Derechos de atenciér
Institucional i Derechos de primaria en salud.
ciudadania. Resuitados Consulta
Deberes y derechos | Electoral.
de extranjeros en el Visita a instituciones
Ecuador (con estatutc relacionadas con las
. de PCV) areas técnicas (por ej.
' INNFA. UNICEF, MSF
L MBS, etc.)
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HOW

TO DO IT

IDENTIFYING AND
INTEGRATING TECHNICAL
COMPETENCIES

TRAINING MORE
THAN ONE
TECHNICAL
SECTOR IN A
PROGRAM

GENERIC
TECHNICAL
LANGUAGE
COMPETENCIES

Some of the competencies you will need to include in your
curriculum arise from the specific technical areas that
Volunteers will be working in. Different technical sectors in
the same training program may require different technical
vocabulary, and competencies. This may be challenging for
Language Coordinators to identify and develop because they
are often not trained in those specific technical areas.

However, there are some general technical competencies that
most professional contexts share, such as:

* Describe PC Organization - goals, projects, etc.

* Describe one's job assignment.

¢ Explain / demonstrate a technical process.

* Conduct a simple community survey.

¢ Conduct a short meeting tor the supervised laborers.

The following list of such generic technical competencies was
developed by Language Coordinators in the Africa Region:
¢ Community Entry/Survey Skills (PRA/PACA etc.):

- identifying/contacting leaders—community groups and
institutions

* Relations with co-workers:

- professional colleagues

- supervisor

- counterpart

- subordinates (secretary, janitor...)

* Giving advice/teaching an individual (non-formal ed)
*Conducting a meeting:

- before the meeting

- beginning the meeting

- during the meeting/step-bv-step explanations

- closing the meeting

- after the meeting
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OTHER SOURCES
OF TECHNICAL
COMPETENCIES

COMMUNITY
SURVEY FORMS

1.

AGRICULTURAL
PRODUCTION

2. WATER/
SANITATION

* Participating in a meeting:
- describe self /PC/project

- clarification

- interrupting

-suggesting

- disagreeing

- questions

- changing topic

* Telephone Skills

* Written reports

In addition to generic competencies that most technical sectors
share, you can also get a good idea of possible competencies by
looking at some of the other training sector materials that
Trainees will be using. You will also want to look carefully at
any open-ended needs assessment instruments you have used,
such as the socio-topical matrix or open-ended questions in
your needs assessment questionnaire such as: "As a Volunteer
in [----technical sector] I should be able to..."

Such things as Rapid Rural Appraisal Survey Forms can serve
as a possible starting point for developing competency
statements for a variety of technical sectors, but would
probably require further development before they could
become pert of your curriculum. For example, here is an
excerpt of a preliminary list of draft technical competencies
that were developed in the Philippines based on a Rapid
Rural Appraisal Survey Form. These descriptions would need
to be expanded to include information on such things as how
such interviews should be conducted, or with whom, or
whether any of the questions might be “sensitive” for a
particular cultural context, or whether specific vocabulary or
speech patterns need to be used. But even so, they provide a
useful starting point for identifying competencies for specific
technical sectors that you may not be familiar with.

* Ask about the size of farms/cultivated portions of the farm.
¢ Determine crops being planted including vegetables.

* Determine the cropping cycle for each crop.

* Inquire about farming inputs including use of fertilizer and
pesticides.

* Determine production trends within three years.

* Determine post-harvest practices for each crop.

* Inquire about practices in livestock management.

* Determine existence of cooperatives in the community.

¢ Inquire local beliefs related to farming.

» Determine reliability of clean drinking water.

* Determine distance of drinking water.
* Identify sources of drinking water during summer
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3. COASTAL
RESOURCES
MANAGEMENT (CRM)

4. PROTECTED
AREAS

OPEN-ENDED
NEEDS
ASSESSMENTS
RESULTS

J. YOUTH
DEVELOPMENT
PROJECT PCVS

* Inquire about sanitary facilities.

» Identify existing water systems.

* Inquire about existing water associations.

¢ Identify locally available materials for water systems
construction.

* Determine local beliefs related to water < "stems
construction.

¢ Determine the number of fishermen.

» Ask about the fishing methods used.

* Determine the cycle of fishing.

¢ Identify different marine resources.

» Estimate the extent of damage to reefs.

* Inquire about the existence of artificial reefs.

* Inquire about the existence of mangrove reforestation.
* Determine alternative livelihood.

* Identify existing wildlife.

* Determine trends of wildlife population.

* Determine existing medicinal plants.

* Identify other non-timber forest products.

* Determine boundaries of the protected areas.

* Inquire about existing alternative livelihood.

» Identify possible additional alternative livelihood.
* Ask about resource management seminars.

* Ask opinjons concerning resource depletion.

* Inquire about local beliefs related to the forest/jungle.

Open-ended needs assessment instruments such as the socio-
topical matrix or open-ended questions in your needs
assessment questionnaire are also a good source of potential
technical competencies. These examples of sector-specific
technical competencies were identified by analyzing the
resuits of the volunteers’ socio-topical matrix which was part
of the needs assessment process for Tonga.

Community Youth Meeting:

* Before the meeting:

-Write an agenda and distribute to all members and potential
meeting participants. Highlight new proposals, issues, and
decision points. (This should happen about two days before
the meeting.)

-Discuss meeting content with town officer or whoever the
attending town official is.

* Beginning the meeting

- opening Prayer (listening)

- village leader welcome protocol (Listening)

- PCV welcomes all.

- Introduce any visitors.

- Review agenda for the meeting.
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ENVIROMNMENTAL
PROJECT PCVS

EDUCATION PCVS

* Review of current projects and old issues

- Mention topics at previous meeting.

- Give an update and fequest additional information.

- Request group or project leaders to report on activities.

* Introduce first item.

- Describe the issue thoroughly.

- Discuss advantages and disadvantages.

- Request additional opinions from participants.

- Disagree with participant.

- Close discussion and ask for decision.

¢ Introduce second item, etc.

» After all scheduled items,

- Ask for any new concerns and issues.

- Ask participants with any individual concems to meet with
you later.

¢ Closing

- Ask attending official to close with praver.

» After meeting

- Discuss meeting briefly with participating village official.
- Meet with individuals who have concems.

Telephone Competencies:

- Taking a message for someone

- Asking if specific person is available and leaving a message
- Asking and answering information questions (How much
would printing 100 copies of a one-page flyer cost?)

- Responding to request for assistance

- Contacting officials in the capital

Reading And Writing Competencies:

- Read and write a flyer.

- Read and write brief messages to a co-worker or neighbor.

- Read forms.

- Read for practice: pamphlets on health, agriculture, small
business, etc.

{Comprehension exercises and vocab notes for these could be
developed by PC language staff)

Attending A School Staff Meeting:

Listening comprehension

-opening prayer

-review of old business

-list of new issues

-discussion of agenda items (building a new hall, planning for
upcoming event, etc.)

-closing

Speaking:

Trainees should learmn how to contribute a "new issue” or to
give an opinicn on an issue during the discussion.
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DEVELOPING
TEACHING IDEAS
FROM TECHNICAL
COMPETENCIES

TEACHING
STRATEGIES FOR
TECHNICAL
COMPETENCIES

In addition to helping vou define and determine your
curriculum more completely, an analysis of technical
competencies can also suggest specific teaching activities that
you may want to integrate into PST and IST language training.

The list of technical competencies identified in Tonga was
further analyzed to see what specific learning and practice
activities might be needed to achieve those competencies,
and resulted in the following list of possible teaching
strategies:

¢ In addition to conventional dialogs and role plays for the
different meeting elements, Trainees as a group could try to
script a meeting and act it out. There could be tapes of
meetings or of the different meeting elements for practice.
These should have accompanying print material--exercises
and comprehension questions.

¢ Visits to meetings (town meetings, church meetings, PCV
meetings) and take notes in learning logs for processing in tech
or language sessions

* Visits to PCV projects and take notes in learning logs for
processing in tech or language sessions

» Talking with officials (introductions, requesting
information...) This could be developed in a traditional
dialog-based language lesson.

*» Classroom language for model school (commands,
directions, clarification, discipline)

* After swearing in, PCVs should be encouraged and
supported in efforts to visit 2nd year PCVs to observe their
meetings and get suggestions, especially prior to an IST.
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TIPS

FROM THE

FIELD

INTEGRATING OTHER SECTORS
WITH THE CURRICULUM

Language Coordinators from a variety of Peace Corps countries have discussed ways to integrate
various sectors of training and the language curriculum. Here are some of the tips they came up

with:

INTEGRATING * There should be cross-culture sessions during the TOT,
WITH CROSS- because language staff need to be made more aware of
CULTURE "hidden" aspects of their own culture and they will also need

to learn a bit about American culture. New instructors will
tend to see "culture” as synonymous with the Arts.

*Because the content is based on real situations, leamers can
go out of the classroom and try the language in a real cultural
context.

* Some cultural topics (shamanism, cultural differences
within the country, role of women, minority groups) can be
covered through talks given in the target language. Some
cross-culture information could be included in language
classes, with some limited use of English, if absolutely
necessary. But this has to be kept to a minimum. If there are
session which require considerable English then those sessions
should be organized outside of the language curriculum, but
coordinated with the language classes.

*» Visitors can be invited to the language class to chat with
Trainees informally on topics of high interest.

» Have a visitor tell a well-known folk tale or legend.

* Make sure the curriculum includes poeins, songs, jokes and
popular local games, including the vocabulary used when
playing them.

¢ Each lesson in the Curriculum should also contain a Cross-
cultural note or observation. Dialogues and role plays can
emphasize specific aspects of cultural life, social norms,
customs, etc.
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COMPETENCIES
THAT INTEGRATE
LANGUAGE AND
CULTURE

INTEGRATING
WITH
TECHNICAL
LANGUAGE

COMPETENCIES
THAT INTEGRATE
LANGUAGE AND
TECHNICAL

» Ask personal information.

e Describe bome activities at different times of the dav

* Identify family member's role(s).

* Describe a typical family .

* Make small talk on training events.

* Give a short speech to introduce self.

¢ Give a simple farewell speech.

¢ Teach a host family member an American family activity.

¢ In addition to basic grammar, vocabulary and
comumunicative practice, the language program should include
special sessions on technical language. In these sessions, the
Trainees can be divided by sector and receive special language
sessions that focused on the technical language and
vocabulary necessary for the Trainees to work in their
specialized field.

¢ A typical technical language lesson began with the
Trainees receiving a list of new vocabulary words relating to
some aspect of their field. For example, the SBDers might
have banking vocabulary, the ENVs might have vocabulary
about natural features and TEFLers some irformation about
the school system. The Trainees would go over the

vocabulary and ask clarification questions, then the Lls
would have some short exercises, dialogues, role-plays, etc. to
check the Trainees' understanding of the material.

¢ Keep the technical language sessions relatively short,
about forty-five minutes to one hour, and schedule them about
once a week . They should complement the technical training
sectors and also provide a change of pace from the normal
classroom language lessons.

¢ Design and plan with other components. This will help you
to know when Trainees have lessons. Have a meeting with
the Technical tr: ners to talk about your Language Plan and
the role of the Language Teacher in charge of the Program.
Get lists of technical terms and ask for any pictures or books
that could help when you start to write language materials.

¢ Trainees can be paired with students at a local business
college for leaming vocabulary and local business concerns.

¢ Individual members of the language staff agree to select one
technical area {or slow learners) and become somewhat expert
in it.

¢ Describe PC Organization - goals, projects, etc.

¢ Describe one's job assignment.

» Explain / demonstrate a technical process.

» Conduct a simple community survey.

¢ Conduct a short meeting for the supervised laborers.

£y N
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OVER
VIEW

SPECIFYING LANGUAGE
CONTENT

MOVING FROM As suggested in previous parts of this section, identifying,
IDENTIFYING selecting and sequencing competencies also includes specifying
COMPETENCIES the language content that these competencies require:
TO PREPARING
YEACHING * You need to specify the important grammatical features of
MATERIALS the language.
* You need to identify the general and specific technical
vocabulary that learners will need.
* You need to consider the relevant cultural information that
is involved.
* Depending on the language you may also need to consider
difficult pronunciation features and provide explicit practice
of sounds that are problematic for learners to produce, or
consider the challenges presented by the fact that learners
must master a new alphabet.

A careful analysis of the results of your needs assessments and
task analyses that were discussed earlier in this section can
provide you with an inventory of the specific language
content that you will need to include. It can also suggest
specific practice activities that you may want to include. All
of this needs to be included in your curriculum.

A detailed curriculum can provide you with a clear plan for
developing the teaching materials, classroom activities,
lesson plans, and review materials that you will need to
produce.

Below is an example of a curriculum that was developed for
use in Eritrea. This preliminary outline describes the scope
and sequence of the revised learning materials under
development. This materials development is discussed in the
next section of this resource manual, but it cannot be done
without a detailed curriculum to base it on.
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Tigrigna PST Language Textbook Plan

Competency |Pictures Dialog Grammar Vocabulary |Exercises Literacy
1. Introduce self Maps: U.S. & ok formulaic expressions not needed Recognize own
Eritrea name (Eritrea,
Ametica, PC)
2. GreeV respond | people greeting ck formulaic expresstons not needed
to greetings whime of day
indicated.
men/wernen
3. Inquire about —— ok formulaic expressions not needed
health (couriesy)
4. Take leave time of day pictures | REVISE Demonstrative expresssions Review activities,
(combine w/other) i Pronouns: dnills, pair practice
maleffernale sing.

5. Tell about own

tamily tree and

REVISE

time, telling time

time: 1/4, 1/2,
noon, midnight.
Numbers 1-60

time (TPR), Move
hands of clocks
trom teacher
dictation, What time
is it? T-S, pair work,
Ask a stranger the
time.

Who? How many? | possessive Teacher tells story | Recognize *father,
tamily & leam about | picture of family What...name? pronouns, family w/comprehen. Qs. { mother, sister,
host family relationships, Tcher explains brother etc. “and filt
single/mamied, tree. Pair in tree
numbers 1-10 interviews to draw
trees. Trainees ask
Qs of host family to
- make tree. ]
6. Ask about & map with street OK, but revise to | Where...? Street names, Draw amap of tmg | Label places on
give street address | names include clarification numbers for center area. map using
of housing {What?) houses 1-20(?} Locate each others | Tigrigna.
houses. Begin Recognize own
creating BIG map sireet name.
7. Requestitems | “map” of house Revise a little Do you have...? A few prepositions, | Pair practice Label rooms of the
and facilities in the | w/pictures of things Is there any toilet rooms of the w/Q&A, Needto house
house in rooms to show paper? house, common make info gap
bedroom, kitchen Negative: There’'s | household items
etc. no hot water.
8. Askingforthe | clocks Rewvise a littie ————e Expressions of Recognize clock

9. Describing daily
activities

pictures showing
daily activities from
waking to sleeping
with clocks or
sun/moon

New one needs
transiation

Verbs in present:
negative and
interrogative

10 verbs of activity,
days of the week,
parts of the day

flashcards wivocab
and numbers, daily
schedule for pair
work,
student/student
interviews for
weekend
schedules, Find
out daily schedule

Recognize, label
days of the week,
Read paragraph
and fill in schedute.

for host family
members.
10. Tell about past | "photos® 10 show | New one--needs | Verbs in past tense | dates, months, Substitution drill, Dictionary practice.
events infant, graduation, | translation (neg &interrog), years. Chart companng
(Add material about | armival in Eritrea, When...? Verbs for events life events for2 or 3
personal history?) | with dates written (bom, arrive, paople, Info
below each. graduate...), How | gap?,Review daily
Picture of host old are you? activities in past,
father showing student-student
photo album to interviews.
trainee. {nterview host
parents.
11. Accept, and Scene with host Tea dialog OK New interrogative | tea, coffee, other | vanations of dialeg
decline offers of mother offering form drinks, bread to role play
food. State food | trainee some tea. wiculture focus
preference.

20D
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SAMPLES

FROM THE

FIELD

PEACE CORPS GENERIC
SURVIVAL CURRICULUM

This summary of general survival topics has been used by many countries as a starting point for
developing their own curriculums. The full text, including more detailed description of the
competencies, as well as suggested practice activities has been included on the CD-ROM.

UNIT | TOPIC

COMPETENCIES

FUNCTIONS

] PERSONAL
IDENTIFICATION

Identify self (name,
country of origin,
passport number)

Asking for information
Giving information

Introducing self Introducing self
Introducing others Introducing others
Greet and be greeted | Greeting/Being greeted
State own well- Socializing
being/inquire about
the health of others
Take leave Taking leave
1} CLASSROOM Follow simple Instructing others to do something;
ORIENTATION directions Following instructions

Make polite requests

Making/Acknowledging request
Express/acknowledging gratitude

Observe classroom
etiquette

Apologizing; Granting forgiveness;
Getting attention; Granting/refusing
permission

Express lack of
understanding/ Ask
for claritication

Expressing Confusion; Requesting
others o do something; Clarifying

Find out target
language for unknown

Asking for information; Identifying

Tell time

Requesting/Giving time

Tell date

Requesting/Giving date

20
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PHASE |

COMPETENCYS
1.1

1.

U RN

2

»

o

SAMPLES
FROM THE

FIELD

CURRICULUM ADAPTED TO
THE SCHEDULE OF TRAINING
EVENTS

This sample consists of two related curriculums from Nep;l, one organized by topic, the_other by
training sequence. It is interesting to compare how the basic sequence of Survl.val needs in the
first curriculum has been adapted in the second to correspond more closely with the overall
training events of the PST.

TOoPIC
interpersonal
Relstionships

tood

Money

Shopping tor
clothingftood

Time and
Celondar

Trovel &
irendpartattiun

NFPAL CURRICULUR
{O" ANIZtD BY TOPIC)

COMPETENCY

Groat and re300nd to greatngs and Nroduce onetelt
" othens

Agk and re100nd 10 quUEsbons an persong!
background occupation. martal Siatus tarmel
relstionshpt. 898 and rationaity

Fleture and request polisly 10 O something for
somsone

Sot & 1Mo 10 Mest S0MEans and SXPIMT reasons e
the

meatng
Inviie Gthers accept nviatons, decine fvistons wih
tme celerenca
Make taT tak on recent axpennies waather and
futute plans
Describa art reply 10 qusanons on PCV' salary and
ongth of sennce
Express concems and esk about concems of Othery
Siale generat fesings  State Qene:al feaings of
othets

Nama toods and ather sssefu dems

State food prelerence ask s00ut 100d Drelerences o
othets

Ask 1of tequired amauniquanttty o 1ood

To entdy monay 1 Gferen! Genormnations o!
cuIrency by neme and viue

Buy clothes and e & tior showmake’

Ask where food clothes can be bough! a: mace
Sedect and nay 10 1000/ Clathe) ok about prce sus
color styls

Express preterence sal:3tection and'or dresatniacton
Requas! for reductcn of prce and respond n
Mivmative and negaine

Ak and 1ol ciock e and parts of the dey

Ask and 1ol the deys of the week and dete
Expaan dasy acivibes wills Ume feleence

Ask 8bout andS talk mbout dasly scheckds and PS™
schedule

Ask abhoust bus of plmre deainalons scheduley

Sy HET Oof $481 1856 VANIN 45T Dckils
Auwux\am-dmmmmmm
e tral Ask about holels/gues! boxrses

Ask whers 10 fnd portens how truch 10 bary pofters

NEPAL CURRICULUM
(ORGANIZED BY SEQUENCE AS TAUGHT IN THE PST)

COMPETENCY
NO TOPIC COMPETENCY
1.1 interperscnat
Almtionships Greel and reenond 10 grestngs and ntroduce
o0eselt and others
2.1 Food Hane 000 8nes other atsentl fems
213 Ask for requered emounyquantty of tood
2.2 State 1006 prefacance and ack about food
Drsierence of othenn
[ 8] Time A Calendar Ask ancs tel clock T and pirts of the day
31 Money identty monsy n ditecert dsnomnations of
CUMENCY Dy NINMe 8N value
4.2 Shopping tor Food
& Clothing Ask whare 100G Clothes Can be Sought or madie
S 2 Time & Calondes Ask 8rvi led Cinys of the week and Cele
52 Explan dmdy e XXrctsea with tme relecence
1.9 Interpers onat
Aelation hipe Siste ganeral tealngs
7.2 Hesity Describe own physcal cordition Ask adbout
Dhys:icat condtuong ot othery
13 Interpersonal
Relationahilps Reluse and requent poltely 1o do something ‘o
30me one
12 Ask x] ra8p0NG 10 QUASINS O PersONA!
beckground Geoupation Manta: stacus tamdy
relabon-ehwpt age 8nd nebone
43 Shopping for Food
& Chothing Ask whers 1003/CI0the3 can be bought or made
4.5 Request for reduchion of prce and respong n
whinaive and negaive
.4 Treneportetion At Jor and give ol direcion 10 & Hiacy
T Hegith Ask § wider has been bosksd and plstes and ctensms
have been dneo
L3N] Treneportstion Ask about bus o pltne 3 ‘tnations sChedues
oystem of seat resarvebon Jund tckets
s 2 Asi about condion of trads and odgang and food
on e tral Ask about hotetas ‘est homes
83 Ask wi.are 10 fnd porters hov uch 12 pey lor
portens
(%] Ask $0f help when kal on T
1.8 interpereone!
Relalionship Mak e AMAX LAk ON NCAS QXDINICE: WwasMe! BNC
fturs piang
20 Siste Qaneral faeinge of cthers
(B} Hoel Famity Ask about Sppraprale BMe and pce for leundry
bathang chams
93 Gve wmpie complinents about 1ood: ctathing
Mousing of beneiors
204 Descri>e nQuage homewars. astugrmment 1o ash
for hel> N INGUEKS harmework s ssgnmmn
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SAMPLES
FROM THE

FIELD

CURRICULUM BASED ON

TECHNICAL SECTORS

This sample consists of an excerpt from a curriculu 1 from Peace Corps Bulgaria that was
developed for a specific technical sector training program in small business development.
Notice how the competencies have been selected so as to focus on specific technical skills the
volunteers will need rather than generic survival competencies.

BULGARIA SBD CURRICULUM

TITLEOF | TOPIC COMPETENCIES FUNCTIONS GRAMMAR
LESSON
What's Socializing | Greet people formally Greeting / Being greeted | Personal pronouns
1 | Your Formally Make / Respond to Introducing self and Verb "to be" - Present
Name? formal others Tense
introductions Talking about one's Gender of nouns
Talk about one's own background Verb
and Asking / Answering Special questions
others' background social questions
Ask / Answer social
questions
Take leave
In the Oftice Explain hierarchy at Talking about hierarchy | Possessive [}
2 | Office (1) | Organi- work at work Present Tense of the
zation Understand titles Understanding titles verb
Use titles appropriately | Using titles appropriately
in the Work Identify office equipment | Specifying objects Adverbial question
3 | Office (2) | Setting Ask for / Give Asking for / Giving Impersonal
(At the instructions instructions constructions with
Oftice) Ask for help Asking for / Giving [Bulgarian language
Express gratitude locations sample]
Follow instructions Following locat' ns/ Imperative
Ask for locations directions Prepositions of place
Give locations
One Day | Duties and | Ask for hefp Asking for help Plural of nouns -
4 |inthe Responsibi | Respond to requests for | Organizing the day masculin, feminine
Office lities help according to Questions
Set up work rules schedule [Bulganan language
Set work schedules and sample]
timetables
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SAMPLES
FROM THE

FIELD

OTHER KINDS OF
CURRICULUM

Other examples have been included here to illustrate the variety of ways a curriculum can be
organized, and the variety of features that may need to be stressed. As with all the samples in
this manual, the CD ROM contains the full-size versions of these excerpts.

The curriculum from Poland gives a particularly detailed focus to the language content (the
structure, vocabulary and learner problems) that will need to be focused on in the teaching
materials.

The curriculum from Paraguay includes a detailed description of specific teaching activities
that should be used with various competencies.

The curriculum from Sri Lanka shows how a curriculum can be used to actually establish an
"index" of the materials that have been developed.

“ 2.2
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HOW

TO DO IT

IDENTIFYING SUCCESSES AND
PLANNING FOR
IMPROVEMENTS

PURPOSES OF While Peace Corps is interested in finding out how
CURRICULUM “satisfied” participants or trainers are in a training event, its
EVALUATION main concern is in determining actual effectiveness and

usefuiness of training. The specific questions you will want to
know will vary accor< g to the issues vou are focussing on in
your curriculum, but it is useful to think about the question of
evaluation in a general way.

AREAS TO The PATS Training Supplement has identified some of the
EVALUATE questions that abeut the curriculum and language training .
that can be integrated into the overall training evaluation.

1. CONTENT «Did the training content delivered correspond to the planned
curriculum?
*Was the planned curriculum in fact the correct one for
achieving the intended competencies?
*Was the content sufficient and complete for achieving the
intended competencies?

2. PROCESS -« Were the teaching methods and Jearning activities used
appropriate and varied enough to provide opportunities for
Trainees with all learning styles?
¢ Did training respect adult learning principles, and model
behavior that PCVs could use with counterparts, students or
community members?

e Were the various other training components integrated
(e.g., technical vocabulary and situations introduced and
practiced ?)

e Were the trainers skilled in their subject matter, and in
their use of adult training principles?

* Was a positive, supportive and fair learmning environment
created and maintained?



3. OUTCOMES

DIFFERENT
TECHNIQUES FOR
CURRICULUM
EVALUATION

USING THE
RESULTS

* To what extent did other aspects of overall management of
the training program scheduling; (physical environment,
support services, etc.) logistics, help or hinder achievement of
training goals.

* How adept are the Trainees/PCVs at demonstrating
mastery of the desired competencies? In terms of self-
evaluation? In terms of evaluation by training staff?

* How prepared are the Trainees/PCVs in terms of their
language abilities to work at site and to interact successfully
in their communities? Both self-evaluation and evaluation by
training staff are appropriate here.

* Once at post, are the PCVs able to implement the
competencies developed during training? Do these
competencies correspond to what is necessary to perform
project tasks effectively and to achieve progress on the
PGOMT (Purpose, Goals, Objectives, Milestones, and Tasks)?
* What considerations for future trainings (ISTs and future
PSTs) are indicated, based on outcomes?

A variety of evaluation formats can be used:

1) written evaluation forms that are filled out individually,
2) written evaluation forms that are filled out by small
groups of Trainees (perhaps divided by project or other
means),

3) verbal evaluations done at community meetings,

4) "common evaluations” which allow all participants to
write down their thoughts on the same form (this can be done
by writing evaluation questions on a flipchart and leaving it
up for a period of time so that all participants have a chance
to read what has been written and to contribute their own
ideas).

A quality evaluation can be extremely useful when everyone
involved feels the information solicited is relevant, and will
have an impact on their own training program and future
training programs. Therefore, care needs to be taken in
introducing the evaluation process to Trainees and in
sumumarizing the data from the completed forms. This process
must be separated from any selection process for the Trainees,
and it must be understood that their assessment will in no way
influence their becoming a Volunteer.

The results should be included in the periodic and final
reports that are given to the in-country staff. They should
then be able to assess how effective the curriculum was and to
develop plans for future training programs.



SAMPLES
FROM THE

FIELD

CURRICULUM ASSESSMENT
QUESTIONNAIRE

The following example illustrates one kind of curriculum assessment questionnaire that vou
may wish to use in your program. It was designed as a generic needs assessment for use after
PSTs. The CD-ROM also includes other curriculum assessment instruments from various Peace
Corps countries.

PEACE CORPS LANGUAGE NEEDS ASSESSMENT FOR
VOLUNTEERS

NAVE: ASSIGNMENT:___

Look back on your Pre-Service Training.

1.What was the most effective part of yodr language training? (For example:
methods, materials, time allotted, instructions, flexibility of program)
2.Which aspects of your language training were not helipful?

3.What would you have liked more of in language training that you did not get?

4.What do you see as the most significant cultural/language problems that should be
addressed in training?

5. In pre-service training, you received _____ hours of language training. Was this
amount of time

too little

just right

too much

Please explain:

2PY
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Relating to Other Organizatlons and Communities
conduct/attend meetings
wrile proposalis/figure budgels

Soclalizing with Supervisors and Co-Workers
greetings/introductionsiieave-taking

small tak

accep¥dechne invitations

use appropriate degrea of apology/of thanks/of formality

Desling with Public Officlals

explain assignmeni

make/respond to formal introductions

identdy own and others' work roles and refationships

Representing Peace Corps
Explain goals of Peace Corps
Describe Peace Corps work in the country and the world

Other (Plesse Be Speclfic)

What special language do you need 1o work affectively in your asstgnment? Please think
about your assignment, and list tcn language 1asks you think could be uselully included in an

integrated language/technical PST program.
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For example: ‘As a Voluntear in agro-forestry, | shaukt be able to use the language to

1. organize mealings of larmors’ associaticns
. discuss plans for planting seedlings

. omanize placement of organic malterial lo refam soif moisiure

2

3

4. (ak about and demonsirate reproduction by chpping
5. give presentations on arosion or soil types*®
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Thanks once again lor your help)
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INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.
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OVER
VIEW
SECTION FOUR:

MATERIALS DEVELOPMENT

GOALS OF After the curriculum has been developed, and your

MATERIALS competencies have been selected, sequanced and coordinated

DEVELOPMENT with the grammar, vocabulary, pronunciation, and cross-
cultural information that you have decided to include, the
next step is to develop actual teaching materials. Except for
the newest posts, where materials are being developed for
the first time, it's important that this process take into
account previous experiences in teaching particular
competencies, such as successes from previous training
programs, particularly effective lesson plans, etc. In addition
to being sure to keep what has been especially effective from
previous trainings, the content, stvie, organization and
amount of new materials will also reflect two other concemns:
pedagogical (design) decisions vou have made about the
design of vour materials and logisitical realities (time,
money, and personnel) at your post.

KINDS OF Most posts require the following materials for effective
MATERIALS language training. Theyv need to be developed cor obtained
from other sources.

1. STUDENT A student textbook will be greatlv appreciated and even
TEXTBOOK expected by the Trainees. As with all these tvpes of
materials, desigr features and sample formats are discussed
later in this section, but anv kind of texbook should include at
the minimum:
* an overview/introduction to the language. noting
pronunciation features such as problematic sounds (or tones tor
tonal languages), grammar basics, such as basic word order,
and tips for English speakers tackling the language.
* competencies with a presentation of sample language in
language texts, such as dialogs, readings, stories, signs and
tabels,
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2. SUPPLEMENTARY
EXERCISE BOOX OR
WORKSHEETS

3. TEACHER
RESOURCES:
LESSON PLANS AND
CLASSROOM
ACTIVITIES

4. OTHER LANGUAGE
RESOURCES

LOGISTICS OF
MATERIALS
DEVELOPMENT

¢ grammar notes (These should be clear and brief. They
should also refer to points introduced 1n earlier lessons.)
* culture notes.

These should be developed for Trainees to do as homework
and to use as references. You may want to include them as part
of each unit in the textbook or develop a separate workbook
for Volunteers to work with on their own. General design
consideration like these are discussed in more detail later in
this section.

Teacher resources may also need to be developed and kept on
file for future reference, such as lessons plans, which include
objectives derived from each competency, suggested

activities, and materials for each stage of the lesson. They
will be especially useful for less experienced or newly hired
instructors. Specific lesson plan formats are discussed in more
detail in Section 8 of this manual (Pre-Service Training). In
addition, you may also want to develop out-of-class tasks and
activities like community contact assignments or cross cultural
research questionnaires, activities that can be used for
informal assesment both in and out of class, and an activities
file, a collection of "generic” classroom activites such as
games and flexible language practice techniques.

Other materials may also need to be purchased or developed,
depending on what pre-existing materials and development
resources might be available:

* phrase books and supplementary vocabulary lists

* dictionaries

* audio-tape materials

* explanations of culture and grammai in the host country
language, so that teachers can have reference materials also.
e grammar references or "teaching” grammars, which
describe the language as it needs to be understood by a learner
¢ ongoing language learning materials and resources such as a
reading library

As suggested above, you may need to make some difficult
choices about exactly what materials can reasonably be
developed, depending on the practical realities at your post
such as how much money is availabie, how many and what
kind of people are involved, and how much time and what
kind of technical resources are available to you in developing
your materials. Remember, too, that the characteristics of
good language trainers are not necessarily the same as for
good materials developers. So some basic features of the
materials you develop will necessarily be determined by
practical realities at vour post.
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WHAT THIS
SECTION
CONTAINS

Whether you are working in a country with previously
developed materials that you want to revise or expand, or
whether your program is starting this development process
for the first time, the basic issues of good design principles
and the financial and logistical realities of vour post need to
be taken into account.

This section contains information about:

* general considerations about the scope and process of
developing vour language curriculum into a set of printed
materials for classroom and individual use.

* design criteria and samples of:

- pre-departure materials

- student texts and student workbooks

- grammar reference materials

- cross-cultural materials

- teacher manuals

- other kinds of teaching materials.

* the logistics of "who" and "how™" for developing and
revising vour teaching materials.
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WHAT

NEEDS TO BE

DONE

IDENTIFYING MATERIALS
DEVELOPMENT NEEDS FOR
YOUR PROGRAM

In the previous section you had a chance to take a preliminary look at your program and
curriculum and identify some of your post's most important materials development needs. In
order to help you assess and prioritize what other materials may need to be developed for vour
program, you can use this brief check list that was developed by Peace Corps Language
Coordinators to help you assess program needs in the area of materials development. For each
of the types of materials listed below select the letter of the response that best describes
curriculum development at your post:

A. Completed successfully

B. Completed, but needs revision

C. Not completed, and it needs to be done

D. Not completed, but not important at present
E. Commercially available

Items that vou marked with a B or C will probably need further development. Items 1-8 and 13-
17 are discussed in more detail later in this section of the Resource Kit. Items 9 and 10 are
discussed in Section 8 (PST). Items 11 and 12 are discussed in Section 7 i Assessment), and Items
18 -20 are discussed in Section 6 (Ongoing Language Learning).

MATERIALS DEVELOPMENT

PRE-DEPARTURE MATERIALS:
1. Welcome letter to the Trainees describing the language component of the training
program

2. Brief information booklet about the language
3. Tapes and suggestions for leamning the language

___ 4. Further intormation about the language and culturc

-
! )
-
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PST MATERIALS:
5. Welcome packet (including cross-cultural information)

6. Student textbook

7. Student workbook

____ 8. Teacher materials: teachers book or teaching notes
9. Grammar reference materials

10. Dictionary

LEARNING ACTIVITY MATERIALS:
11. Lesson plans

12. Community contact assignments (out-of-class tasks, activities and cross-cultural
research questionnaires)

13. In-class assessment activities
14. Qut-of-class assessment activities
15. Activity File

OTHER TEACHING AIDS:
16. Audio visual materials

17. Audio tapes
18. Video tapes
19. Computer games, programs, eic.

TUTORING MATERIALS:
—— 20. Tutor manual
21. Session plans for tutor training

22. Resource materials for Trainees on how to work with tutors and language informants

. 23.Special language section in the Volunteers /otfice newsletter for (poems, short
stories, cross-cultural information)

24. Seif-directed learning materials

253
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TIME
LINE

SUGGESTED SCHEDULE FOR
MATERIALS DEVELOPMENT
ACTIVITIES

Peace Corps Language Coordinators have developed this suggested timeline for the major tasks
involved in materials development.

MATERIALS DEVELOPMENT TIMELINE

SEVEN MONTHS *Go over existing curriculum, needs assessments, and
BEFORE PST evaluations of previous materials.

* Assess materials available at your post.

* Assess commercially available materials.
*Decide what materials vou need to develop.

SIX MONTHS *Develop a budget for development and production.
BEFORE PST *Decide who will be developing the materials and when;
write SOWs; determine a system of pavment.

eInterview and hire materials developers.

FIVE MONTHS With your materials development team:

BEFORE PST eidentify competency, topic, vocabulary, grammar points,
cultural notes for each lesson.

*Compile old lesson plans.

*Decide on a lesson format : Identifv graphics and
presentation formats for each competency, topic, vocabulary,
grammar point, cultural notes .

*Work out asystem of work : Assign specific tasks to
materials writers.

sStart writing matenals.




THREE MONTHS
BEFORE PST

¢Do prepublication review process with current Volunteers
and other language professionals and revise accordingly.

BEFORE TOT

+Print enough copies for the upcoming TOT and PST—not for
all future training. (Remember that you want vour teachers
to have a copy enough in advance to be able to work with it.)

DURING AND
AFTER PST

sEvaluate effectiveness of materials during PST.
*Revise accordingly (see step one).

~1



THINGS
TO THINK

ABOUT

QUESTIONS TO ASK BEFORE
YOU BEGIN MATERIALS
DEVELOPMENT

Before you begin a materials development project, there are some general logistical and design

issues which must considered. How you decide these basic questions about your materials
development goals and process is a fundamental first step in defining your final product. This
list of questions was developed by Language Coordinators from ECAM countries.

WHAT ARE YOU

REALLY DEVELOPING:

STUDENT LEARNING
MATERIALS OR
CLASSROOM LESSON
PLANS?

WHAT iS THE BASIC
FORMAT: SINGLE
TEXTBOOK OR
MULTIPLE
HANDGUTS?

HOW WILL
MATERIALS BE USED
WITH OTHER
SUPPLEMENTAFY
MATERIALS?

Is it a sequence of classroom lessons for the PST or should
it contain other activities, information, resources and
additional units for home study? Will the materials
actually be used in class or as a source for follow-up
activities and homework?

Texts have more ‘credibility’ and foster learner security,
but handouts offer more flexibility. You can change and
adapt as leamer aeeds indicate. Handouts also have the
advantage of being developed as vou go along if there
isn't sufficient time or resources for materials
development before PST. But remember, too, that vou can
use both formats with a textbook as a basis to be
supplemented by handouts developed during the actual
training.

Will the materials be designed for use with classroom
activities, workbooks, or grammar reference manuals?
Will they be used independentlv? Will they complement
existing materials?



WHAT RESOURCES DO The process of developing, testing, and revising materials

YOU HAVE FOR ThHE
DEVELOPMENT
PROCESS?

HOW DO YOU
ACCOUNT FOR
TEACHER AND

STUDENT DIVERSITY

AND AUTONOMY?

WHAT PHYSICAL
APPEARANCE WILL
THE MATERIALS
HAVE?

HOW WILL YOU
REFLECT YOUR
CURRICULAR
EMPHASIS?

ARE THERE
COPYRIGHT
CONSIDERATIONS?

is time consuming. You need long-term connection with the
project to produce high-quality results. Who will do it?
How many and what kind of people will be involved?
When will it happen? Is there sufficient preparation
time before PST? PST is a busy time, and it isn't realistic
to expect much time for development during training.

People learn best in a variety of different ways and with
different learning and teaching styles. How will your
materials account for this and provide a variety of wavs
to learn and practice? Can they be used in a variety of
teaching situations, from “traditional” classroom to
individual self-directed learning? How will you allow
for variation in teachers and students?

What should the text look like? What kind of
[llustrations, printing and layout, printing, etc.? What
are the logistical constraints involved in producing and
printing?

Not all competencies are equally important. What does
this mean for text design? How will you allow for
flexibilitv and opportunity for learner input? Every PST
has a different sequence of activities and competencies.
How will the materials adapt to training schedules?

Remember that international copyright law governs use
of materials that have been developed by other people
and organizations. You must have explicit written
permission to use or adapt materials from other sources for
VOour own purposes.

'S
1

{
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HOW

TO DO IT
PRE-DEPARTURE MATERIALS

Developing pre-departure materials to be sent to invitees before they arrive at vour PST is a
good opportunity to take advantage of their natural enthusiasm and curiosity about the
country, the language, and the culture of the place where they are about to spend the next two
years of their lives. All materials will, of course, need to be coordinated with the Training
Director, the country desk, and the Technical and Cross-cultural Coordinators as well. But a
good welcome packet can do a lot to ensure that Trainees will arrive with reasonable
expectations and a sense of enthusiasm and commitment for the training process. Pre-departure
materials shouid be friendly, accessible, and upbeat but not so comprehensive or technical as to
become overwhelming, especially for less commonly taught languages

WELCOME The welcome letter should come from the entire training staff

LETTER and outline the basic goals, objectives, and expectations of the
PST. Typically it includes general information on training
design and philosophy, overview of training events, a sample
daily schedule, and a brief description of the various
technical components. As language coordinator vou will
probably want to develop a description that includes a
general overview of the goals and techniques of language
training, some sample generic and technical competencies, and
the post’s expectations about language proficiency and
independent language learning skills that should be attained
by the end of training. The letter is also a good place to ask
Trainees to bring a tape recorder/walkman that records, so
they can use it as an important tool for language learning,
both during PST and for continued language leaming after

training.
INFORMATION If there are sufficient resources at your post, vou may wish to
BOOKLET expand the welcome letter format into a more comprehensive

format: an information booklet. A booklet can include not
only the basic information about the training program, but
also more comprehensive information about the country’s
history, geography, political and economic development,
culture and, of course, the language (or languages) that
Trainees will be studying, including, perhaps, a very brief,




USEFUL
PHRASES/
LANGUAGE
SURVIVAL KITS

TAPES

OTHER
RESOURCES

non-technical overview description of some of the basic
features that are most different from English.

These materials can be part of the information booklet, or a
separate document. Depending on your resources, they can be
accomparued by a cassette tape. Typical competencies focused
on in these kinds of booklets are some language basics such as
greetings, numbers, basic "survival” questions like "where
is...” and "how much..." If Trainees are going directly into
homestays as part of training, the survival language kit is
particularly important and should be focussed on that
situation.

Typical contents of tapes are language samples that parallel
the information in the useful phrases/survival kit booklet.
You may also want to add some "words of welcome” from the
training staff, as well as some typical music or folk songs.
Tapes also offer an early opportunity for Trainees to
familiarize themselves with the basic sounds and
pronunciation features of the language.

Remember that the pre-departure period is a very exciting
time for Trainees, when their curiosity and enthusiasm is
often quite high, so you might also want to include other
sources of information about your country and language. These
could be bibliographies of books about the country,
commercially available Janguage materials, and even
Internet "addresses” where they can obtain more information
about their new home.

11
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SAMPLES
FROM THE

FIELD

PRE-DEPARTURE MATERIALS
WELCOME LETTER

This first example is a welcome letter from Peace Corps Nepal that provides a brief outline of
what Trainees can expect from their PST. It is part of a larger booklet called "Let Nepal
Namaste", which also includes pre-departure suggestions and letters from current volunteers.

A LETTER FROM THE PC/NEPAL TRAINING OFFICE
Dear Peace Corps/Nepal Invitee,
Greetings from Kathmandu and the Peace Corps Nepal Training Office. We're busy
getting ready for your Pre-Service Training program (PST) and thought we would take
time out to write you a letter and give you some information on your PST as you make
the necessary preparations to leave your homes and attend the Pre-Departure
Orientation (PDO). Pre-Service Training is a very intense and stressful period for both
Volunteers in Training and Training Staff. 1t is also possibly the most fruitful learning
experience of your life. The goal of PST is to prepare you to start working and living in
Nepal. The language, cross-cuitural, technical and “living in Nepal” skills acquired
during PST will serve as the foundation upon which you build your experience in Nepal
as 1 Volunteer. The training design is “experiential” and “learning how to leam”
oncnted because much more leaming and training will be required after you complete
PST in order to be successful as a Volunteer. In-service training and project related
conferences are scheduled during your two years of service. Volunteers need to be
self-starters and initiators in their work. These skills will be stressed during PST.

Your training program consists of two groups- Auxiliary Health Instructo-s (AHI). Female
Community Heaith Volunteers (FCHV), and Youth Development Voiunteers will be
together in one training group. Natural Resources/National Parks/ Agriculture
Volunteers will be together in another group. . Upon arrival in Kathmandu you will ail
stay in the capitol for approximately three days. Your training program time in
Kathmandu will consist of an overview of your training schedule, medical orientation,
and some language and technical sessions. There is also some time to organize your
things betore heading out to the training site. Peace Corps/Nepal provides storage
facilities in Kathmandu during your two years of service. However, during the training
period, we prefer folks to take all their belongings to the PST sites (outside Kathmandu)
where there is ample space to keep them. This is because it is easier logistically and
time-wise. You will have transportation and assistance provided by Peace Corps when
you travel to the training sites. After the initial three days in Kathmandii, you will depart
for your PST sites outside Kathmandu. The two groups occupy different sites from this
time on.
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Your PST will be approximately twelve weeks long and divided into three pisces - Phase One, Phase Two and "Post Visit®. Phase One is approximately four weeks
long and takes place at a residential training site. Phase Two is approximately six weeks long and takes place at a second training site where all Volunteers in

Training live with host Nepali families. The third piece of training is a visit to your future work ste . This visit traditonally is scheduled for ten days to two weeks,
including travel time.

Phase One
During Phase One the emphasis 1s squarely on language training. You wiil spend an average of five hours per day n language class and the remaining time 1s split
between cross-culturalliving skills training and intreductory technical training.

The language training is designed to address the most immediate language competancy needs first and then progress to the more complex structures and
abilities as the PST progresses.

You will have language instruction in both “living in Nepal® language and technical/professional language. Cross-culturalliving skills training focuses on
successtully building a rewarding Iife in Nepal. This training also is designed to address the most immedtate needs (competencies) first and then build to the more
compiex areas. For example, topics range from how to use a “squat-style pat latrine” to "People and Relationships™ to*Nepah cultural values® to “Politics in Nepal
to *cross—cultural adjustment®. Technical traming will focus first on the basics of your program design, job assignments and community developmeni. It then
progresses to more ‘hands-on’/practical technical training actvities.

A typical daily schedule dunng Phase One :s the following:

Breaktast:
Community Meeting

7:00 - 7:30
7:30 - 8:00

Language Class (with breaks) 8:00 - 12:00

Lunch 12:00 - 1:30
Language Class 1:30 - 2:30
Technical and Cross

Cuitural Trng 2:45 - 4:30
Tea Break 4:30 - 4:45
Sports/Free Time 4:45 - 7:00
Dinner 7:00

This schedule more or less reflects a typical Amencan workday. It does not, however, follow a typ.cal Amencan work week. During Phase One you will have every
sixth day off.

Phase Two

During Phase Two you wili change training stes. Your living situation will change from a resdential training stte to iving with Nepal families. You will take breakfast
and dnner with the family and spend the day at the training stte. Living with a family will provide an even greater opportunity to practice your language, as well as
providing for a direct expenence of cross-cultural living. This ts crucial to begin prepanng for life as a Volunteer and making the necessary cuttural adjustments to
be successful. The emphasis of the training will change from language to technicat tramning (athough you will still have up to four hours of language training per
day} and you will continue cross-cultural training.

A typical daily schedule dunng Phase Two is the following:

Language 7:00 - 9:00
*Daal Bhaat w/Family  9:00 - 11:00
Language 11:00 - 1:30
Break 1:30 - 2:00
**Khaaja/Community Mtg 2:00 - 3:00
Technical/Cross-cultural/

Medical sessions 3:00 - 5:00
Free/Sports 5:00 -
Dinner w/Family 7:00

‘Daal bhast -> rice & lentils w/curried veg.
**Kaaja -> snack
This schedule reflects a typical Nepalh workday. The weekly schedule will also follow the Nepah work week which 1s six days long, with only Saturdays off.

You will travel to your future work site ether at the mid-point or dunng the final weeks of training (depending on your technical group). During the Post Visit you wall
meet your Nepali supervisors and scout out your work site and possible housing. This 1s a chance to explore your future home with an eye towards gathenng
information and asking questions while you are still in traming and have access to your Nepal training staff.

The "Swearing-In" marks the end of traning and is the official transsion point from *Volunteer in Training® status to *Volunteer® status. Just prior to the "Sweanng-
In® you will spend four or five days in Kathmandu attending training sessions concemed mostly with administrative and medical office issues and processing. After
your *Swearng-in*® you will spend a few days in Kathmandu getiing ready to travel 1o your post and begin living and working as a PCV.

During Training your performance will be assessed against certain standards which are set out by Peace Corps Nepal and the govemment of Nepa!. These

standards are in the areas of Nepali language proficiency. technical experisse and abilty 10 adapt to the Jiving and working condrtons of Nepal. These standards will
be reviewed in detail with you upon amval in Nepal.

The fotlowing are general, entry level requirements that need to be . et in order to qualify for sweanng-in at the end cf your PST.

1. Full-vme atlendance and active participation in all scheduled sessions and acivities during training.

2. Demonstrating a willingness to study, leam and practice Nepali language and sufficient language proficiency to attend to pnmary needs. if by the end of PST
this level 1s not met, the Volunteer in Training may be recommended for swearing-in on condition that s/he agrees to have addtional language training either
before going to stte or language tuturing at site.

3. Demonstrating sufficient adjustment to begin fiving and working compatibly in Nepal under the supervision of His Majesty's Govemment ot Nepal. (HMG)

4. Demonstrate a willingness to leam technical skills that have been identified as necessary for your job

5 Dress and interact appropnately to show respect for the culture.

As you prepare yoursalf to laave the USA for your 27 month Peace Corps experience we hope that this *Namaste Book® will be usetul in organizing your mind and
matenals. We encourage you to tead the pre-departure section very carefully. It can be very helpful m organizing your matenals. Also, please read the letters from
Volunteers, the voices of experience in Nepal. These letters will give you insight into the experience of current Volunteers and help you to get into a gnod
‘mndset* for starting your own Volunteer experence. Please bring this Namaste Book with you to Nepal, as you will find t a useful reterence.

While the process of preparing 15 a very intense and personal one, please don't forget to include fnends and family in the process. Make sure they have alt
necessary contact addresses and phone/Fax numbers tar you. Addresses and phone/Fax numbers for Peace Corps/Nepal and Paace Corps/Washington (Nepal
Desk Untt and Medical Office) are contanad in the *Namaste Book®. Be sure to write them down or make copies for friends and family before you go.

On behalf of the whole training staff, I'd ke to say that we took forward 1o meeting you when you get to Kathmandu and workng with you to make training a very
rewarding experience. Have a good trip. Sae you at the awport.

Sincerely,
Trawung Officer
Assistant Traimng Officer




SAMPLES
FROM THE

FIELD

PRE-DEPARTURE MATERIALS
INFORMATION BOOKLET

This example includes two excerpts from the pre-departure booklet from Romania. The first
excerpt outlines training expectations. The second provides sample information about Romania
and the Romanian language.

TRAINING WHILE IN PEACE CORPS

Peace Corps Romania will provide you with approximately 12 weeks of Pre-Service
Training {PST), and In-Service Training (iST) programs. Each Peace Corps Volunteer
being sworn-in for service in Romania will have completed approximately 240 hours of
language training, 60 hours of cultural preparation, and170 hours of skilled training in
your area of technical assignment. Throughout your two years of service, Volunteers
and your counterparts may participate in various in-service training workshops designed
to increase your technical skills.

During the 240 hours of Romanian language training you are only setting the basis
for an on-going two years of language leaming. Peace Corps wil assist you in this by
providing a Language IST, funding for individual tutoring until six months prior to the
completion of service.

Peace Coms Volunteers assigned to Romania have the necessary technical skills by
virtue of their academic background, professional experience, and/or specialized
training conducted by Peace Corps either in Romania, the United States, or prior to
assignment.

Such training ensures:

1. a thorough understanding of the project goals and objectives and the development
of skills to carry out the project tasks.

2. exposure to the experiences which will help the Volunteers adapt to the cultural
setting in which they will be assigned.

3. basic competence in the Romanian language.

4. an understanding of basic preventive health and personal security issues to ensure
the Volunteer of a safe and healthy environment during their assignment in Romania.

Training includes the establishment of the Volunteer's accountability and reporting
*eguirements both to the host Ministry or agency and to Peace Corps. As such, it is the
responsibility of the host Ministry to ensure that there is a jointly designated Volunteer
supervisor. Such supervisors may be expected to take part in a one or two day training
session during the course of the Pre-Service Training. The host Ministry is invited to




participate fully in the planning and conducting of the Puace Corps training programs. Additionally, selected personnel
from the Ministry are often requested to assist with the technical components of training or act as part time consultants.

The Ministry or agency may require that the Volunteer participate in training activities conducted in Romania for its
personnel.

PRE-SERVICE TRAINING (PST)

The PST for Romania V1 Volunteers will be approximately 12 weeks for all trainees . The training will include technical
training, Romanian language instructior, cross cultural and health and safety training. You will be trained in Bucharest and
will be living with families. Living with Romanian families will accelerate your language leaming, cultural norms, and mores.

You will ..e given the full schedule for the entire training upon arrival. itis not intended to be complete or inflexible. As
training progresses, the individual needs of the trainees will be better identified and the training can be modified
accordingly. Any reasonable request to change the schedule will be considered and incomorated into the training
schedule if possible. All of the training staffs preparation has not been done to set the design in concrete. Rather the
training design is made to change to fit the trainses need.

Scheduled fres days and weekends are sacred; they ars free for everybody. Staff and trainees can continue to work
on free days but will be on a voluntary basis. Please use these free days to recharge batteries, clean clothes and relax.
Training should be a time of enjoyment too. (Some mandatory and optional evening activities will be scheduled with
advance notice and majority consent).

Leaming and adapting to a new culture requires patience, energy and a sense of humor. Adapting to the Romarian
culture will be different for each trainee, though some broad guidelines will have application to each. Learning skills
necessary to develop cultural and cross-cultural capabilities involve identitying personal needs, collecting and filtering
information, and confirming information. Of course, experiential leaming forms the basis for cultural adaptation.

PST staff will do their best to facilitate cultural learning, but trainees also share the responsibility to ask questions and try
new things. Feef free to make mistakes and enjoy the opportunity to grow.

During PST trainees will be assessed using the following qualifying factors and procedures:

1. Training objectives for language, culture. and technical components of PST will be written and presented to the
trainees at the start of the training.

2. Trainees are encouraged to give the feedback to training staff throughout PST regarding their leaming needs and
other training issues.

3. Verbal fegdback will be given to each trainee from the appropnate training staff member in a timely and professional
manner, when deemed necessary or helpful. Feedback aiso means positive reinforcement.

4. If necessary, wiritten feedback will be given to a specific trainee by the appropriate staff member in a timely and
professional manner. A copy of the written feedback will be kept in a confidential trainee record, which may be made
available only to the respective trainee and PST Project Director. Trainees may request to see their records anytime, and
may add any items they wish to their own training records.

5. Fomal Progress Conferences will be held with each of the trainees with the Project Director and/or other PST core staff
member (language coordinator or cuttural coordinator) four times duning the PST. Results of the conference will be written
down and shown to the respective trainee, and filed in the trainees’ records. Trainees may add to the written reportif it is
considered inaccurate or incomplete.

6. All assessment of trainees is based on performance only. interpersonal and subjectve feelings are excluded from the
procedure.

7. At the conclusion of the PST, the trainees may keep their record if they wish to. Otherwise, it will be destroyed. The
record is not transferred to the Peace Corps/Romania file.

8. At the conclusion of the PST, the Project Director submits a

recommendation sheet for each trainee to the Country Director regarding the trainee status. A trainee who is not
recommended o swear-in as a Volunteer is provided with a copy of the relevant behavioral documentation and relevant
feedback given during PST. Peace Corps retains a copy of this documentation for clarification purposes.

9. Trainees recommended for Sweatr-In as Volunteers are asked to sign the Volunteer Oath

IN-SERVICE TRAINING
1. Three to four months after pre-setvice training Volunteers attend a mandatory language in-service training consisting of
a minimum of 20 hours of language training.
2. No later than six months after being swom in Volunteers attend a technica!l IST of no less than 3 days. Whenever
possible Peace Corps makes arrangements so Volunteer counterparts can attend.

After the first year of service a three day Mid-service Conference is conducted to make cntical program
adjustments and improvements, assess monitoring and evaluation information and to further upgrade Volunteer skilt levels
through targeted training activities.

At approximately three months before leaving service a Close of Service Conterence s held to assist volunteers
in their preparations to retum home.




BROMANIA

GEOGRAPHY AND DEMOGRAPHICS

Romania covers an area of 237,500 square kilometers (approximately the size of Oregnn, 91,700 sq. M1 } at the junction of
Central Europe, the Batkan peninsula and the Eastem Slavic lands. it berders on Hungary to the west, Serbia to the
southwest, Buigaria to the south, the Black Sea to the southeast and the Ukraine and Moldova to the east and north. Out
of a population of 23 million, 88 percent are ethnic Romanians, descended from ancient Roman colonists and their Dacian
subjects. The remainder is comprised of two million ethnic Hungarians- 8 % , two to three million Gypsies (also known as
ethnic Romany), 200,000 Genmans- 1.5 % and smaller numbers of Serbs, Ukrainians, Buigarians and Armenians. The
dominant religion is E1stem Orthodoxy, followed by traditional Catholicism, eastem rite Catholicism and evangelical
Christianity. There is also a small and diminishing Jewish community.

Population density was in 1989 about 98 persons per sq. km ( about 253 per sq. M!). The population was about 49 % rural.

CLIMATE

Romania has a continental climate, particularly in the old Kingdom (east cf the Carpathians and south of the Transylvanian
Alps). Long and, at times, harsh winters {mid-November through March), a delightfui spring (April through May), a hot
summer (June through August} and a beautiful autumn (September through mid-November). The average daily
temperature for Bucharest in February is 28 degrees F. The winter months can be extremely cold and windy, especially in
the mountains and the northem part of the country. The average daily temperature in Bucharest in August is 95 degrees
F. The sumrner months, mosty in the lower section of the country, can be very hot and humid. Rainfali is heaviest from
April through July, and averages five inches in June. In comparison with a city in me United States, Bucharest's climate is
similar to that of Washington, DC.

LANGUAGE

Romanian is basically a Romance language with a grammar similar to Latin. This familial resemblance makes it easy for
anyone who speaks French, Italian, Spanish or Portuguese to recogmize words and phrases in Romanian, even though its
vocabulary also contains words old Dacian, Stavic, Greek and Turkish origin, with more recent additions from French,
German, and English.German is widely understood- if not spoken- in the areas of Transylvania and the Banat traditionally
inhabited by Saxons and Swabians ; and many educated Romanians have leamed the language for professional reasons,
atthough the tendency amongst students now:adays is increasingly towards English.Hungarian is spoken in large areas of
Transylvania inhibited by Hunganan puguaton.

Linguistic features :

Romanian nouns have 5 cases and 3 genders: mascuiine. feminine and neuter.

Adjectives are usually placed after the noun and agree with it.

Pronouns have a multitude of forms..

The definite articles are attached to the end of the nouns and the indefinite ones precede the nouns.

Verbs are conjugated, and they take difterent endings for each person.

Pronunciation is likewise fairly straightforward Words are usually. but not always, stressed on the syllable before last. and all
ietters are pronounced.

(See chapter Romania on the intemet for sampie of language).

HISTORICAL OVERVIEW

Romania, one of the most populous countries of Eastem Europe. is a very difficult country to know and understand. Since
the overthrow of Ceausescu and the Communist system, Romania has become a country struggling to restructure its
political, economic, and social institutions into free and democratic establishments. Although Communism and the
Ceausescu dictatorship can be held accountable for much of the state in which Romania finds itself today, Romania has
had a complicated history that has produced a lasting influence over the country. This *real” Romania has great charm and
can inspire a real interest in the country.Romania possesses a culture which has evolved over centunes. This culture is a
product of the many conquering tnbes and empires whose civilizations eventually became integrated with the people of
the Romanian land. Throughout the time when the Romanian land was occupied by foreign rule, the Romanian people
struggled to retain their respective identity as Romanians. They are survivors in the most basic sense. This long and
complicated history of foreign rule and dictatorship has made a iasting contribution to the general make-up of the
Romanian population and
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SAMPLES
FROM THE

FIELD

PRE-DEPARTURE MATERIALS:
USEFUL PHRASES AND
LANGUAGE SURVIVAL KITS

Here are two excerpts of "Survival” Language Guides, one from Romania (also part of their
information booklet) and one from Bulgaria.

ROMANIAN LANGUAGE GUIDE

1. Greetbings Salutun Pronunciation
Hello buna boo-na
Good momung Bund duruneaca Dim-ee-nat-sa
Good afternoon Bund ziua Zee-wah
Good evening Bund seara Sterrs
Good might Noapte buni Aew-ope-d
2. Farewell La plecare
Cood byve La revedere La Ray-pgyv-dare-d
Bve bve Pa Pay
3. Everyday phrases Expresii uzuale
How are you ? Ce mau facecet 7 formal] ch = the ¢ch as in cheese
Ce ma fac *unformal
Tm_hne, thanks Bine, 1 Bee-nay Mult- sue- mesa
Not too well Nu prea bine Nu prea Bee-nav
Please Va rog ( formalj vd rouge
Te rog ( mformal ) Tav reuge
ihank vou Muleumesc Mult - sue - mest
You re welcome Cu pldcere Coo Pla- chasr- ray
Thke ; Tdont like iou place/ nu-pu place Im plak- chay | \ew My pian-
chay
Im sory ims pare rau Im Pawe- rav Kuwouw
Twould like a gloss of water A2 den un pahar (u apd Ask Door .. ur Pawkar u An-ra
acup of tea 0 <and cu ceat ¢ Con-na cu chcue
te take a nap >3 dorm Saw Derm
Sz Tiefom€x
to mahe a cal s telefonez
I m tred Sunt obosit - oboutd
I'm cold Miwe fng
I'm hot Mi-¢ cald
i m sieepy Mi¢ somn
L m thirsty Mie sete
1 m_hungry Mo foame
Tm not bungry  Tm Al U M- oame  M-am <aturat
Where 1y . struot Unde este strada
ety step staweaa de
1ram metnt
bu tramvay
praca Anuer autobur
School o & pur@a Amuer
acoala ne s
Y R
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Peace Corps Buigaria identified the following items for incluson in their “language survival
kit” which they provided for Trainees as part of their pre-departure information packet.

predparture phrases

SOME USEFUL EXPRESSIONS IN BULGARIAN

Greetings/Wishes
Good moming!
Good aftemoon!
Good evening'

Helio!
Good night!

All the best!
Have a nice day!
Waeicome!
Good bye!

Meeting Somebody
Whatis your name?
My name is...
How do you do?
Glad to meet you!
Where are you from?
I am from...
How are you?
I'm fine, thanks.
And you?
Not too well.
Do you speak English/Bulganan?
A little.
I'm sorry, | don't.
Do you understand?
| don't understand
i don't know.
Please, speak more slowly.
I'm mamed.
I'm single.

Some Basic Questions and Answers
What is this?
This is a hotel.
What does it mean?
How do you say coffee in Bulgarian?
Where is the hotel?
Itis over there.
Go...

...straight
...to the right
..o the left
How can | get to the hotel
Howcan lgetto...
the center?
the station?
Tofon the right.
To/on the left.
Stnght ahead.
Where can | buy coffee?
Have you got coffee?
Yes, we have.

No. we haven't.
Please, give me a coke.
How much s it?
Here you are.
Thank you.
You're welcome.

Sorry (itis my fault)
Excuse me, may | ask you something?
Excuse me, may | ask you for something?
Yes, please.

Yes, of course.
| have a problem.
| need help.
t've lost my way.
Please, show me the way on the map
| don't feel well.

I'm sick.

I'm tired.

What trme 1s #?

It's two o'clock.
Would you like a coftee?
With pleasure
No, thanks.

Where can | get a taxi?
Can | get a receipt, please?
Where can | change dollars?
What is the exchange rate?

Buying Personal ltems
Do you have...?
Give me...
.. a stamp to America, please.
...a postcard
. two postcards
...1 toothbrush
..his souvenir
..a packet of cigarettes
How many do you
want?
How much is it?
Would you write down the price for me,

Useful Adjectives
big/small
nice/ugly

cheap/expensive
cold/warm
early/late
young/old
good/bad
strong/weak
tasty/delicious

Other Topic Areas:
Forms of Address

please? Members of the Farmily
i buy it. The Days of the Week
No, thank you' Numbers
I don't want it n a Restaurant
| don't like it. Menu Reader
Here you are' House Orientation
Thank you! Common Medical Problems
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SAMPLES
FROM THE

FIELD

PRE-DEPARTURE MATERIALS:
TAPES

These samples consist of two lists of contents of welcome tapes sent to Trainees. It is useful to

notice how they supplement and expand the information in the Survival guide. The first
sample is from Romanja.

The second is from Bulgaria, and also includes the English version tapescripts of the Listening
Exercises Section of the tape.

ROMANIA 6 TAPESCRIPT

Side A
1. Introductions : - Mihaela Bobeica -Language
Coordinator
- Art Flanagan -Country Director
- Anca Tanasescu - PST Director
- Teachers - Magda Stancuti

Maria Keminger
Adriana Tepelea

Dana Holtea
2. Romanian Alphabet
3. Greetings
4. Numbers from 1 to 20 Side B
5. Numbers by teens 30 to 100 1. Introductions
6. The days of the week beginning with 2. Phrases for the first day with the Host Family
Monday 3. Useful Information about training
7. The months of the year beginning 4. Role Play - Lunch at Pizza Hut
8. Introductions 5. Telephone Conversations, Getting a taxi
9. Short conversation with Host family 6. What to do for fun - places to go : Discos,
10.At the bar clubs, cinemas, TV, etc.
11. Short conversation between two friends 7. Directions
12. Asking for directions on the street 8. Important phrases
13. Useful phrases to be used with the host 9. Shopping
family 10. Everyday expressions
14. Short introductions of Volunteers 11. Romanian Song

15. Happy birthday - Muiti ani traiasca
16. More Introductions from Volunteers :

(Y [y
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Peace Corps/Bulgaria
Bulgarian Language Training Tape
Pzace Corps/Bulgana has prepared this language training tape with useful Bulganan express:ons and listening exercises to help
you acquire seme intal knowledge of the Bulganan language.

Side A:
1. Language Coordnator Zoya Lubenova
2. Country Director Larry Bartlett
3. Admin Officer Jean Bloom
4. Peace Corps Volunteers currently serving in Bulgana:
5. A Language Gutde to Bulgarian

5. A Language Guide to Buigarian (continued)
6. Listening Exercises
7. Buiganan Folk Music

Please, don't forget to take the tape and the script with you when you pack your luggage, uniess. of course. you have mastered all
those exercises,

Script_in English
Hello future Peace Corps Volunteers'
My name s Zoya Lubenova. I'm the Language Coordinator at Peace Corps / Bulgana and I'm responsibie for the preparation and
impiementation of the language trainmg program :n your Pre-Service Training and dunng your two-year service in Bulgana.
{ have traveled abroad and { believe that knowmng the language of the country you are n. is an extremely valuable advantage. it saves

lots of troubles and makes your trip more meaningful and enjoyable. | hope that the tape we are sending you will be very usetul.
Good luck! I'm looking forward to meeting you in Bulgana!

Hello! My name 1s Larmy Bagleft. | am the Director of the United States Peace Cormps in Bulgana. I'm an Amencan from Washington. At
the moment | live with my family in Sofia. | have two children, an eleven-year-old girdl and a six-year-old boy.

And now let me switch to English. I'm delighted that Zoya has prepared this tape to get you started on your language studies. Your
volunteer expenence will be immeasurably improved by acquisttion of Bulganan. And we will do all we can to support your language
leaming.

1 look forward to seeing you soon! Have a nice trip!

1am Jean Bloom. I'll assist ycu administratively. | hope to say *Welcome to Bulgania!® to you very soon. This is a nice country and very
different. | think you'll like tt,

I know I am joined by alf staff members in hoping that your praparations (o jom us go smoothly. The Bulgaran language is very
imeresting and your ability to express yoursel will aiuiance your stay here. Have a safe tnp and will see you soon.

Helk! My name 1s Egic Matza. 1 ive in the town of Lovech where | work as a teacher of English. I've been in Lovech for an year and a
hatf now. i's a very nice city. There 15 a covered bndge there over the nver of Ossam and an old part of the city named Varosha. The
first language school in Bulgaria is in Lovech but | work 1n the Math School | think that the Math School in Lovech s better than the
Language School because in the Math School we have very good colleagues - teachers of English They are young but have a
great desire to be good teachers. Well... What else can | say? This is .

Hello everybody! I'm Jim Nealon. | arrived n Bulgana in June last year. In Amenca 1 ive in Ohio but here - in Bulgana [ live in
Blagoevgrad. I'm a teacher there. We're waiting for you in Bulgana. All the best! See you in June!

It's February 20th today. My name s Bichard Sloane. | work as a business consultant from Peace Corps and ! itve and work 'n the
towr: of Kuystendil, pretty close to Sofia.

First, I'd hke to say to you *Welcome to Bulgana'® | hope that your two years will be perfect, a very good opportuntty for a nice country
as Bulgana. We have lots of problems but this is normal. We all have problems. But if you have a !rttle patience and f you can work
hard, and work at high standards, you'll be successful.

1 really appreciate your decision to come here in Bulgana and become a Peace Corps volunteer because | thnk this is one of the
greatest opportunities to work senously and to give something really important in those crucial days. We are in the middle of a
histoncal transition from something close to, | hope, something more open. And if you can be a part of this transformation, this 15
something terrific, this is something with a great qualty. Well..., welcome and wish you a success! if you need something. we - the
Peace Coms Volunteers are here and it will be a pleasure for me if | can help you. This is part of the reason why I'm a Volunteer and, !
hope, we can work together here.

Thank you and see you soon!

Good attemoon future Peace Corps Volurteers! My name s Heather Almer and | work as an environmental person in Gabrovo. This
1S a town 1n the middle of Bulgana where there are mountains m which the nature s very nice and there are a lot of wild animals and
plants. The life there s very calm and the work 1s smooth. | hope, next year you'll enjoy your work hare | think that things in Buigana
are not very much different from those in America. Probably you'll have your own view but. 1 think, that you'll like the things here. And
it you have good luck, you'll have the same teachers of Bulgarian which we had last summer because they were very good and we

learned a lot from them. Now, I'm saying "Welcome to Bulgana!® | hope that we'll work together on lots of projects. Maybe you'll be
future environmental volunteers and we'll see.
Chao and have a nice tnp!

Hallo' 'm Mary-Margaret. | live in Lovech as well with my best fnend Enc. Lovech is a very nice town. He and { like living there. We work
at one and the same school. We are teachers of English. As Eric has already mentioned. we have really nice colleagues there. I'd ke
to tell you now that my two years here are nearly finished, i'm very much pleased with everything I've leamed here. Bulgana s a very
nice and interesting country You'll like the people here very much. I'm sure about this. Simply, come and see'

Good aftemoon! I'm Jennier. I'm a volunteer m Vratza. I'm a teacher there. | have several things to tell you but you'll leam them by
yourselt. Smply, you'll leam a lot... A prece of advice - do not dnnk boza'

.




Buigaran Language Traming Tage
Sample Dialogs/Listening Exercises

A Helo’ What's your name?
B 'm 8. And you?

A im Mana

8 Pleased !0 mesat sou

A Plgased to mael yoo

T

Listening Exercse 2
Az Helo' 'm Bdl

B: im Masa.

A Pleased 1© meel vou

B: Pleased (¢ meet you

A: Where are you ‘rorm”

B' tm from Buigana. And ya.”
A: T from Amenca.

B: Good bye'

A. Good bye’

Good aftemoon’

im Mary. Im from Amenca
'm from Texas.

f'm a teacher.

tm a Peace Corps volunteer

Good attemoon'

I'm Bd. I'm from Amenca

'm from Nevada

'm a teacher

tm a Peace Coms volunteer

Goodt afternoon'

m Mary. I'm from Amenca
'm from Texas.

'm a business lady

'm a Peace Comps volunteer

Good aftenoon’
'm Ba. fm from Amenca

Im a Peace Corps volunteer

Good attemoon'

' Mary, '™ from Amenca.
{'m trom Texas.

I'm an ersironmenta! persen.
{m a Paace Coms volLnteer.

Good attemoon’

tm B, Im from Amenca.

{ m trom Nevada.

{m an envronmentai person
m a Peace Coms vawnteer

A Excuse me. where 15 Ine
bathroom (todet)?

8 Qver there.

A: Excuse me, where is the

kitchen?

8 Over there

A Excuse me, where s the ncte
8 Over there.

A Excuse me, where s the ca'e”
B. Over there.

A. Excuse me. where s the
restaurant®

B8 Over there

A. Excuse me. where s the post
othee?

8 Over there

A Excuse me, where s the shep™
B. Over therte.

™ £ TS
Excuse me | have a probrem “here
& no hot water

There & no towel.

There 15 no toie! paper

There s 1o 502D

There $ no electnc:ly

| have a headache.

I have a stomach ache

| have a tooth-ache

! have a sore throa!

I'have a ear-ache

fam sick

i have a temperature

lustening_Execcge §:

A. Good moming' A Do you like tottee?

B Good moming' B Yes, l0o

A How are you? A Dz you ke mik?

B rm fine B Yes.1go

A Please. have 3 sear Wouldyo. A Do you iike eggs”

ke some coffee” B Yes,too

8 Yes, pease A D0 you tke tomatoes”

A What about mik? B Ves, lac

B: NO. | dont ke frutk. A D0 you ke cheese”

A. Would you hke sausages’ B ves.ige

B Nc. thanks I'm a vegetaran .
i d hke somea cheese and butter |
Sume more cotfee, please i
Listeping Exercise 8 laslemung. Execcise 9,

A Do you Lke coffea” A Can l have 3 glass o wate” {
B No.toont B Yes, here you are N
A Do you ke mix? A Car  have a cottee” i
B No,'dont B Yes, here you are

A Do you kke eggs’ A Can'have a bee”

B No.1dont B Yes, here you are

A Do you hke tomatoes” A Car | nave a coxe”

8. No, 1 dont 8 Yes. here you are

A D0 you tike cheese” A Car Lhave a sandwah?

8 No.ldont B Yes. herz you are

A Ccllee. piease

B Here you are'

A Thank you How much s 17
A 10 leva

An enveiope, please

Here you are!

Thark you How much 54"
3leva.

A postcard. pease

Here you are'

Thank you How muchs ¢?
15 1eva

A saTo 1) Amenca pease
Here you are'

A Thank you How much s 17
A EQeva

TE>POPPPC P
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SAMPLES
FROM THE

FIELD

PRE-DEPARTURE MATERIALS:
OTHER RESOURCES

Tne newly devloping potential of the World Wide Web makes countries accessible in a wav
they never were. This sample is an excerpt of a list of internet addresses for Romanian
institutions and sources of information on the country that was provided as part of the Pre-
Departure Information sent to invitees.

Romania on the Internet
Romanian Sites on the Web--December 22, 1995.

Topic Areas:

Art & Literature General Country Info Politics

Economy and Business Government Regions and Cities
Education and Research Internet Access Providers Sport

Foundations and Cultural News Tourism

Centers

Art and Literature
http://www.info.polymtl.ca/zuse/tavi'www/poezii/inceput.htm|
http://www.vsat.ro/artexpo/welcome2.htm!"
http://www.Iglobal.com/sculpcan/nphp.html’
http://www.interport.net/~radvel/poezii.htm!"
http://'www.cs.rochester.edu/uf/istrate/roilt/lucru/romiit.htmi
http://www.atms.be/Hessenhuis/Gallery/Roemeen.eng.htmi

Economy and Business
http://www1.usal.com/~ibnet/romccihp.htmi
http://www.embassy.org/romania/economicreconomic.htmi
http://www.generation.net/romania/
http://www.ids.net/hermes/present.htmi"

http://www .humnet.ucla.edu/hct/staft/andrei/romecon.htm!"
http.//www.vsat.ro/IMAGO/IMAGO.htm!"

Education and Research
http://infocib.ase.ro/
http://'www.uaic.ro
http://www.ubbcluj.io/
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TO DO IT

STUDENT TEXTBOOKS:
GENERAL CRITERIA

Providing a student textbook is one of the major materials development tasks that many posts
need to accomplish. Suitable books may occasionally be available commercially, but most
programs need to develop such materials themselves. The development process may mean
creating all materials "from scratch”, or it may mean revising existing materials in order to
meet new training reeds, such as a specific technical focus, or to correct perceived problems
based on previous Trainee evaluations, or even to adjust vour training program to include more
communicative methodologies. No matter whether vou are selecting from pre-existing
materials or developing new ones, the critenia for your final product will be similar. Language
Coordinators have compiled this list of basic criteria that any good textbook should have.

1. RELEVANT The sequence of topics and competencies should be based on a
CONTENTS (yrriculum which reflects learner needs and capabilities.
The materials should provide information about authentic
language as it is actually used, and should build a positive
attitude and a sense of learner responsibility for using the
language.

2. VARIETY OF There should be a variety of exercises and tvpes of activities
CONTENT support and promote creative, interesting lessons. Content
should be variable from the point of view of seriousness and
sense of humor. The book should provide materials for
different learning stvles.

3. TASK-ORIENTED The contents, including the grammar and other material
FOCUS .1,41d all relate to real-life needs and lead to actual
language use. Exercises should focus on helping students
accomplish specific communication tasks in the target
language.

4. OPPORTUNITIES The textbook should provide learners with wavs to direct and

As:ggsf‘%lir; assess their own learning. It should encourage students to

formulate their own learning goals and take stock of their
progress on a reguilar basis,



5. ADEQUATE
AMOUNT OF

CONTENT

6. APPROPRIATE
SEQUENCE OF
ACTIVITIES

7. APPROPRIATE USE
OF TARGET
LANGUAGE/

ENGLISH

8. CONSISTENT
STRUCTURE

9. ATTRACTIVE

APPEARANCE

10. CLEAR, CONCISE

INSTRUCTIONS

11. CULTURAL NOTES

12. GRAMMAR NOTES

13. OPTIONAL

APPENDIX

14. OPTIONAL

GLOSSARY

The number of exercises and activities should be adequate.
The number of new vocabulary items and grammar points
introduced in each lesson needs to be controlled (onlv one or
two grammar points per competency).

Practice exercises and activities should progress:

sfrom easy to difficult or simple to complex

*from the known and familiar to the new and unknown

*from comprehension of new material (understanding through
reading or listening) to production {trying out the new
material through speaking or writing)

There should be less and less reliance on English and an
increased use of the target language (in instructior:s and
explanations) as the students progress.

There should be a consistent structure throughout the book.
Units should correlate with Topics. Lessons should correlate
with Competencies. There should be regular review exercises
and activities at the end of each unit. There should be both
grammar and vocabulary exercises as well as communicative
activities combining multiple competencies.

The book should be appealing looking with clear print and
goad, clear illustrations. The book should be of a manageable
size, not too bulky.

Instructions for exercises and activities should be brief and
help the student understand the task.

Elements of the culture should have a strong place in the
book: famous savings, articles, tips, stories, well-known songs
and background notes.

There should be clear explanations and tables for grammar

points. If possible thev should also be presented in charts for
self-studv outside of class.

There should be an appendix with information for additional
study -- such things as a reader, adc .ional cultural notes,
grammar explanations, tables, charts, and a kev to exercises.

There might be a glossarv in the back providing Fnglish
equivalents for vocabulary used in the book.



THINGS
TO THINK

ABOUT

STUDENT TEXTBOOKS:
EVALUATION CRITERIA FOR
INDIVIDUAL LESSONS

In addition to considering general criteria of student textbook design, it is also important to keep in
mind some basic principles for designing individual lessons. Language Coordinators from ECAM
countries developed this list of evaluation questions for each of the four basic stages of any language
lesson (motivation; information, practice, and application). You can use them to help you evaluate
the format and content of the individual lessons you're developing.

E

GENERAL * Is there a logical link between the competency and the
QUESTIONS theme to teach? Does the competency respond to the survival
or technical needs of the Trainee? Is the competency reflected
in every part and detail of the lesson plan?
¢ Is there an appropriate emphasis among the four language
skills: listening and reading (reception), speaking and writing
(production)?
¢ Does the material respect the learning process progression
bv moving from dependency to independence? Does every
learning style find its place in the proposed activities?
* Would you find the material useful and interesting if you
were a Trainee?

MOTIVATION ¢ Trainees are motivated by the recognition and the attention
given to their needs and interests.
*Do the materials contain such material as dialogues/texts
written by language trainers; texts from books or newspapers;
cartoon strips and video and/or audio recordings to provide
motivation to learn particular language content. Is the
motivation activity related to the competency?
¢ Is the language used naturally? Is it adapted to the
language level? ls the text the right length? Are there long
sentences?
¢ Can the motivation material be covered in more or less th *r
20 minutes?
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INFORMATION

PRACTICE
ACTIVITIES

APPLICATION
TASKS

¢ Does the language content have a logical or thematic link
with the competency? Are the sentences used naturally ? Is
the context realistic and credible?

¢ Is the level appropriate? Is there too much or too little
material?

¢ Is there a mix of inductive and deductive approaches ? Are
the explanations precise and adapted to the Trainees’ level?
* Can it be presented in a brief amount of time?

* Are the exercises introduced by a brief summary of the
points ?

¢ Is the cultural note logically derived {rom text/dialogue?
{competency /theme)

* Are all activities related to the competency? Are
vocabulary words, grammar points, and functions integrated?
Is the language appropriate?

* Are activities centered on the Trainees? Are instructions
clear?

* Is there variety in the proposed exercises? Do thev help
the practice of the four language skills? Are activities well
varied?

¢ Is there balance between pre-communicative exercises
(Drills...) and those which allow learners to internalize the
material by methods other than the simple repetition of
words (such as structural manipulation or logical games?)

* Is the task (community contact assignment, scavenger hunt,
etc.) related to the competency?

* Are instructions clear?

* Would vou feel personally embarrassed if vou were asked to
do it?

* Can the Trainees socially execute the task, as adult people,
without feeling ridiculous?

2743



SAMPLES
FROM THE

FIELD

STUDENT TEXTBOOKS:
PROTOTYPE SAMPLE LESSON

Language Coordinators from ECAM countries met in Sinaia, Romania in 1993. Among other

projects, one group designed a prototype unit for "the ideal" student text. This sample describes
the kinds of exercises and activities that they felt would be most adaptable and useful.

PROTOTYPE LESSON DESIGN
ECAM LANGUAGE TRAINERS CONFERENCE
SINAIA ROMANIA

UNIT # ___ TOPIC: Family
LESSON # __ COMPETENCIES:

identify family members
talk about own/other's family
inquire about other people's families

CONTENT_ AREAS:

Vocabulary Grammar Lang. Function Cultural

Note

Father Expressing [dentifying famity

Mother possession (3rd relationships, e.g.

Husband person singular- Asking for and

Wite feminine and giving info

Son masculine) concerning family

Daughter

Brother

Sister

Grandfather

Grandmother

family

parents

270
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1. MOTIVATION
Instructor shows photo of his/her opwn family and discusses it

2. PRESENTATION
Dialog with pictures ilfustrating family trees of Bob and Mary (This may be used for T's
presentation of new vocabulary and Grammar and for Early Production)

GRAMMAR FOCUS

Subject Possessive to_have
Pronouns Pronouns.
I MY | HAVE
YOU YOUR YOU HAVE
HE HIS HE HAS
SHE HER SHE HAS
WE OUR WE HAVE
THEY THEIR THEY HAVE
3. PRACTICE:

1. Listen to the dialogue between Bob and Mary. ldentify the people that they are
talking about and put a check mark against their names.

Dialog with Bob and Mary talking about people in their families, their names, ages,
professions, etc. (The tape script may either be in the book or in an appendix
containing all tape scripts.)

2. Listen to the dialogue again. Fill out the frames in the picture with the appropriate
word form the list below:

{mother, sister, grandfather, wife, son)
pictures of some of the relatives shown in the presentation illustrations

3. Say three things you have leamed about:
Bob's relatives
Mary's relatives
{Examples: His wife is from Boston. Her father has a new car)

4. Fill in the blenks with the possessives corresponding to the pronouns and nouns in
brackets.
Model: (1) My sister is a student
(He)  His parents are in the U.S.
{Dora) Her brother is eight.
5-10 questions

5. Read and answer questions about Ms. “C" and her family.
A paragraph about Mrs. "C" and her famnily. New vocabulary and grammar will be used
alongside with previously practiced/learned material.

Yes/No and wh. questions about the paragraph

6. Fillin the blanks in the following paragraph with one of the suitable words in the
frame below:

My, your, his, her,

have, has
Paragraph with blanks to be filled out.

7. Here is Jane's family tree. It is not complete. Talk to your partner to fill out the
missing information. /llustration of Jane's family tree with blanks.

— 270



8. A. Use the questions in the frame (you may add other questicns of your own) to
find out two things about your ¢ lleagues and your teacher's families.

Have you got a large family tree?

Do you have many brothers and sisters?

How many people are there in your tamily?

Tell me about your mother, father, grandfather, grandmother, etc.
(What is her name, job? Where is he from?)

Write what you have found out in a table like this:

Name What  have found out
Julie Her father is a professor at ...
Ambrose His son, John, is 36.

B. Report back to the group about the most interesting things you have found out.

9. Talk to the class about your own family (you might use one of your family photos).
Answer the questions you might be asked for clarification.

4. ASSIGNMENTS

a. CONTACT ASSIGNMENT:
Find out about your Host's (or the PC secretary's) family
Deliver the resuilt in speech and in writing

b. Use the information you got in task #8 and devise a "find someone who" warm up
for tomorrow's lesson.

¢. WRITTEN HOMEWORK:
Two or three shon, structured exercises to practice vocabulary. grammar, language
functions practiced/produced/used during the lesson.

-fill in blanks with correct form of . .

with missing words (CLOZE)

-ask questions fo answers provided

-answer questions

-make sentences using substitution tables

(.2
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SAMPLES
FROM THE

FIELD

STUDENT TEXTBOOKS:
BEGINNING LEVEL FRENCH
FROM FRANCOPHONE AFRICA

This sample lesson is the first unit of the beginning French materials developed for
Francophone Africa. It is useful to compare what appears here as the student text, with the
sample of the parallel lesson from the teachers’ manual, which demonstrates how these
particular materials would actually be utilized in a classroom.

Compélence n®1 Se présenter Novice Stagiarre

TOMPETENCE n°1:  Seprésenter (Introduang coeself) I

- 7 i
i\ |
R T U -

— Lol oam -

2 Draiogue
A Bonjour, Monsieur
8 Boryour. Mademoiselle
A Commmentgava®
B Bien meran Etvous’
A Trés bien mera. Comment vous appeiez-vous ”
B Je m'appelie Mamadou Et vous, comment vous appeiez-vous °
A Jemappelle Linda. Vous dtes malien ?
P Ow.jesws malen. Vous # manee
A Non. je sws célbatare vous &es professeur °
B Ouw, 1e sws professeur Au revou Linda
A Aurevorr Mamadou

'b‘}*’\;s

;8 D
Mademaselle

Monseur
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SAMPLES
FROM THE

FIELD

STUDENT TEXTBOOKS:

SELF-DIRECTED LESSON FROM
KIRIBATI

This is a sample lesson was adapted from "Learning Kiribati on You Own." As de-centralized
training models become more and more common throughout the Peace Corps world, this kind ot
self-directed independent learning format will be used increasingly.

LESSON PLAMNING
This is a self-study tesson written as a model for Volunteers to use when learning
language and culture on their own in their sites.

TEA BREAK AT SCHoOL

Tea time is a great time to expand your language since it happens everyday; you're

already a part of the group, and you can observe or participate as much or as little as you
choose.

PREPARATION: DECIDE WHAT YOU WANT TO LEARN

Think about tea time at your school. What topics do the teachers talk about? Do they
ask you questions in their language or they tend to address you in English? Do you find
yourselt sitting next to teachers who speak English well rather than sitting with those
with lower English ability? What language do you need in order to get your tea? What
language do you need to chat with the other teachers?

If you don't already know the following from past experience, observe at tea time for a
few days. Notice who talks to whom, the relationships between men and women
teachers, where people sit, and what the general routine is. Observe your own role—
become aware of who talks to you, what they say to you, what you wish you could say
to them that you can't. Think about what you already know. Think about what you wiil
have to do to become more a part of this group of people.

Tea time is a good time to observe without being obvious because you'll also be
drinking your tea and eating.
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Then choose your objectives based on what you most need. For the purpose of this
lesson, let's assume you already know how to request tea-with lots of sugar. What you
want to leamn now is how to converse with the teachers socially. You'll have to make
decisions about what specifically to focus on first; one area you might choose is
conversatior about the food served at tea time and how to compliment food items
brought by other teachers. At school today, during tea time, try not to get very involved
in conversations in English or in your new language. You are there to listen and learn.

LEARNING

l. Focus Your Attention

Pay attention to the area you have chosen: complimenting food items. You have
decided to listen for food vocabulary, phrases for compliments and other language that
is used as tea is served. Listen to the intonation usect with compliments. Listen to
differences between men and women giving complimants. What is the response to a
compliment? Listen for the word order in the statemen's; compare it to the questions.

2. Comprehend and Remeriber

Listen to specific aspects of the conversation and use your knowledge of the language
and your previous experiences with tea time to make some guesses about unfamiliar
expressions and phrases. Look at people's facial expressions when tea is served and
try to guess when they are praising the food and the cook. When you hear the phrases
that you don't know, try to repeat them silently to yourself and try to remember the food
vocabulary that you hear by thinking of the items within categories: learn the things that
you put in tea together, remember the new sweets by co’ur or texture. Divide
compiments by food/drink/homemade versus store bought items.Get a feeling for the
rhythm and melody of the sounds, and make connections in your mind between the
sounds and the meaning. Write down what you can remember as soon after tea time as
possible or carry around a notebook and get a teacher to help you write the new words
and phrases as you hear them.

3. Practice

* Begin Creating the Conversation. Write down what you want to be able to say and
understand, in the form of words, phrases and expressions that you want to use,
questions and expected answers, or a dialogue that you think will fit your situation. Go
to a dictionary or a phrase list or ask a teacher what she would really say at tea time. Start
with what you already know and then consult outside sources.

* Listen. Listen at other events such as parties or dinners to hear compliments. Add to
your list.

* Practice saying the words and phrases until you can do it easily, without looking
at your notes. Play some games with local kids to practice the names of food. Put
descriptive adjectives or phrases on cards and match them to certain foods that you like
(or dislike). Try out compliments on your neighbor or on the neighborhood kids and
look and listen for people's reactions.

* Role-play the dialogue with a friend, you taking the role of the Volunteer and he or
she pretending to be another teacher.

4. Go Qut and Do It

At the next tea time, take a deep breath, wait for the appropriate moment, and surprise
your colleagues wit your ability to use the language to compliment the food. Don't
forget to use the words that you hear--perhaps repeating them after you hear a teacher
use them. Focus on simple sentence structure. And use clarification strategies, such
as asking someone to speak more slowly or asking for the word for an item you don't

know. And reward yourself by having three extra biscuits and an extra spoonful of
sugar in your tea.
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FOLLOW UP: LEARNING FROM THE EXPERIENCE

1. Think About What Happened.
As soon as possible, write down/think about what happened. Who did you talk to?
What was the reaction of the teachers to your attempts at conversation? Make notes of

things {perhaps in your language journal) that happened that surprised you in any way,
good or bad.

2. Make a List of New Words and Phrases.

Compare your notes with your original phrases. What are the words and expressions
you actually heard and used. What did you leam about the language? Start making a list
of different ways to compliment (the food).

3. What Did You Learn About the Culture?

What did you learn about the culture of tea time at school? What are the conversation
topics? Who talks with whom? What are the male/female relationships?

4. Tell a Friend About Your Experience.

Ask the questions you have about the language and the culture. Decide if you want to
do some drills or language games or an additional roleplay. Perhaps you want to record
the next tea time and listen to the tape with your friend.

5. What Did You Learn About the Way You Learn?

If you wrote down and practiced a possible dialogue in advance, did it help you or would
you prefer to have just a few phrases to get started or do you like to just dive into the
situation and do as much as you can on the spot? Are you beginning to identify
language areas where you need more practice? What can you do to get this practice?
How did you remember your new vocabulary?

5. Plan Another Lesson.
Now you are ready for your next tea time and perhap  for a new topic of conversation.

6. Possibie Next Steps:

* Record the tea-time conversation (make sure it's all right with the other teachers) to
listen to later. Listen to the tape, repeating after the phrases and trying to figure out the
meaning. Then try some of the new words and expressions the next day.

* Practice the language involved in polite passing of food items and requesting items
with a friend the day before—by role playing, for example. Do the same with
compliments and comments about the food that are appropriate in this situation.

* Tea time is a great opportunity to listen to small talk. Look for topics you car use to
plan other self-study lessons. For example, how about a lessan for yourself based on
talking about the students. Learn the words and expressions the other teachers use to
describe the students’ work habits and intelligence, and their feelings toward them. Or
learn to talk about the weather, next weekend's social events at the village meeting
center or the party last weekend.
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THINGS
TO THINK

ABOUT

STUDENT WORKBOOKS:
QUESTIONS TO ASK BEFORE
YOU BEGIN DEVELOPMENT

Student workbooks can be used in a number of different ways, and for a number of different
purposes. The scope and design of such materials will therefore vary widely. Language
Coordinators from ECAM countries have compiled some basic questions that vou need to decide
before you begin the student workbook development process.

WHEN ARE THE
MATERIALS TO
BE USED?

WHAT PURPOSE
DO THE
MATERIALS PLAY
IN YOUR
INSTRUCTIONAL
PROGRAM?

“here are two different times in ‘he language learning process
when there might be a need for student workbooks.

* Workbooks can be designed to use during PST in connection
with other teaching materials, such as your student textbook.
*They can also be designed for Volunteers to use after PST to
promote continued language leamning, and provide some
structure for working with a tutor.

Workbooks designed for use during PST can also serve
different purposes. You may want a collection of additional
practice activities to be used in connection with your student
text. Such workbooks would contain the homework, contact
assignments and additional reading and study materials that
vou expect Trainees to study each day after their regular
classes. Such workbooks would not necessarily need answer
kevs, since the expectation is that the teacher would go over
such activities in class or as homework. This style of
workbook also adapts well to being in the form of separatc
individual handouts that are distributed by the teacher as a
follow-up to a specific lesson.

PST workbooks can also be designed to provide supplementary
information that can be used voluntarily for self-studv by
raore-motivated or more-advanced Trainees, or to present
iformation in ways that appeal to ditferent learning stvles.
“uch workbooks might ¢ontain additional information
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HOW ARE THE
MATERIALS TO
BE USED: SELF-
STUDY OR WITH A
TUTOR?

WHAT SKILLS DO
YOU WANT TO
STRESS?

LJHAT 1S THE
DEVELOPMENT
PROCESS?

on gramunar, readi’gs, or cultural information in the target
language that Tiainees could work through at their own pace.
This kind of workbook should ideally have features that
promote self-directed study, such as answer kevs to the
exercises, and indexes and should probably be a single set of
bound materials.

As suggested above, workbooks designed for use after PST can
be designed for self-study or for use with a tutor or language
informant at the Volunteer's site. Materials that are
designed to be used with a tutor might have a substantially
diff2rent format from those that are designed to be used as
part of your language program (either in connection with PST
or as a follow-up). The information in this section focuses
primarily on developing workbooks to be used in connection
with your language program. A fuller discussion of tutor
materials can be found in Section 7 (Ongoing Language
Leamning) of this Resource Kit.

Communicative language teaching tends to focus on productive
skills and specific communicative competencies. The
emphasis is often on speaking and listening, with reading and
writing taking a more secondary role. Workbooks might be
used to focus on more receptive skills, or on literacy. This is
particularly true for languages that use non-Roman

alphabets. With a limited amount of time for language
training, vou will probably want to spend valuable class time
on productive competency, with more time being given to
language practice and use, rather than to explanations about
the language. This means that your workbook might need to
focus more on the issues NOT covered in your day to day
materials and lesson plans. Workbooks are also a good format
for providing information for learners whose learning stvle is
more analytical.

As with any materials development, there are some basic
logistical considerations that you need to think about. ECAM
Language Coordinators have identified these questions to
consider as a preliminary step in vour development process:

¢ Is there a need for a workbook or additional exercises that
supplement the daily lesson? Why or why not?

* How is vour post creating additional exercises to
supplement the daily lesson? Who is doing the work? Is it
for extra pav or is it a part of the teaching load? Do teachers
develop and share materials? Describe how it is done at vour
post.

¢ In what form are the additional exercise: loose sheets, loose
sheets and 3-ring binder or a single bound volume?

¢ Is creating additional material part of the Language
Coordinator's job at vour post?
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HOW

TO DO IT

STUDENT WORKBOOKS:
SUGGESTED ACTIVITIES

Many of the same kinds of exercises and activities that are used in student textbooks are also
appropriate for student workbook formats. Language Coordinators from ECAM identified
different elements that could be included in workbooks and different kinds of exercise types
that could be used with those texts. While their recommendations are organized by skill area
in the areas of grammar, listening, reading and writing, you may choose to organize your
workbook to address all four skill areas in a single competency. (Items marked witih a * would
probably be more appropriate for workbooks that are designed to be used with a tutor, rather
than workbooks with a self-correcting answer key. )

GRAMMAR EXPLANATIONS AND PRACTICE EXERCISES

GRAMMATICAL Explanations should be in simple language that concentrate on
EXPLANATIONS one structural difference at a time. Each explanation should
be illustrated by three to five example patterns.

STRUCTURED ePut in correct form according to the pattern

%ﬁﬁﬁfg SAND /verbs, nouns, adjectives, pronouns, etc.

(SEQUENCE VARIES *Choose the correct form given in braerts, e.g. out of 3 forms.
WITH LANGUAGE) *Scrambled sentences—put sentences in correct order.

*Change cerfain words into given tense or number .

*Develop sentences according to cues; e.g. Usually I cook
myself. And yesterday?-cue/my mother--Yesterday my
mother cooked.

* Ask questions about underlined words.

*Connect sentences with a conjunction.

*Match given adverbs and verbs; adjectives and nouns;
pronouns and verbs, according to the endings.

*Cloze exercises; filling in missing words; e.g. prepositions,
adjectives, verbs.

*Describe a given family tree using possessive adjectives.

* Answer the questions according to the given map, explaining
location, directions, etc.

UNSTRUCTURED *Read a given story. Select all nouns/adjectives, or verbs,
PRACTICE ACTIVITIES ./ Change their number/degree of comparison, tense, ctc.
*Retell a story in a different tense.



PUBLISHED SOURCES
OF USEFUL
EXERCISES

(REMEMBER COPYRIGHT
RESTRICTIONS)

* Describe what you did yesterday in 7 sentences then do the
same about today or tomorrow.

*Make up questions about the text or picture.

* Complete sentences.

* Finish a story, using directions, adjectives, etc.

* Write 4-7 sentences describing the picture, using a certain
grammar structures.

*Generate sentences from basic words.

* Make up a situation or context for a given sentence that
explains or illustrates why that particular tense was chosen.
* More creative exercises for free practice: answering the
questions according to a map or picture; make up a story using
certain grammar phenomenon; analyze a given situation as a
detective; speak about your dream using subjunctive mood etc.

Grammar Practice Activities, Penny Ur., (Cambridge
Handbooks for Language Teachers.)

Teaching Grammar , Marianne Celce Murcia, (Oxford
University Press).

Teaching and Learning Grammar , Jeremy Harmer, (Longman)
Grammar Work (1-4) ,Pamela Brever. (Prentice Hall Regent)
Take 5: Games and Activities for the Language Learner, M.
Carrier and the Centre for British Teachers. (Harrap.)
Grammar in Action , C. Frank (Pergamon)

Keep Talking , F. Klippel (Cambridge Univ. Press)

Grammar Games , M. Riccoluchi M. (Cambridge Univ. Press)
Active Grammar , W. Bald and D Cobb. (Longman)

Ways to Grammar by Sheperd. (Macmillan)

Grammar Practice for Intermediate Students, , S. Elsworth
and E. Walter, (Longman)

Grammar in Practice 1 and 2, Seidl, (Oxford Univ. Press)
Elementary Grammar Workbooks #1,2,3 , M. Higgins
{Longman)

Grammar Dimensions: Form, Meaning, and Use Diane Larsen-
Freeman (ed.). (Heinle & Heinle)

LISTENING TAPES AND SAMPLE ACTIVITIES

POSSIBLE
CONTENT:

DIFFICULT
PRONUNCIATION:
LETTERS,
COMBINATIONS OF
LETTERS (CLUSTERS),
MINIMAL PAIRS

WORDS/NUMBERS

RADIO/TV WEATHER
BROADCASTS

POSSIBLE PRACTICE ACTIVITIES:

¢ Identifv letters and circle or point to the correct one.

¢ Fill in the missing letters (vou hear and it wasn't in the list
given in the exercises).

* Match.

¢ Listen/Repeat.

¢ Circle the approprnate word, number.
* Match a word to a picture.

¢ Match Country and its forecast.
¢ Identify the correct country.

~bJ
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PRICES OF FRUITS/

VEGETABLES/
CLOTHES, ETC.

RADIO AND TV
ADVERTISEMENTS

ANNOUNCEMENTS
ABOUT TRAIN/ BUS/
AIR ARRIVALS &
DEPARTURES

SHORT DIALOGUES:
A) CHILDREN/
OLD PEOPLE/
YOUMG PEOPLE

B) MARKET SITUATION:
BARGAINING FOR A
LOWER PRICE

€) TELEPHONE
CONVERSATION

D) TWO FRIENDS THAT
WENT TO DIFFERENT
SHOPS FOR DIFFERENT
ITEMS

WELL KNOWN SONGS,
POEMS, TONGUE
TWISTERS, AND

FAIRY TALES

CONFERENCE OR
MEETING
CONCERNING
DIFFERENT TOPICS
(LIKE ENVIRONMENT,
HEALTH, ETC)

VIDEOTAPES WITH
FILMS/CARTOONS

AN INTERESTING
AND MYSTERIOUS
STORY THAT ENDS
ALL OF A SUDDEN

¢ Circle the right price.
* Write the price under the corresponding item.
* Match the price to the item.

¢ Identify the subject of advertisement.
¢ Go to the supermarket and check the price.

¢ Find out the number of the route.
* Complete the statement e.g. X Airline ...announces the
departure of flight...

¢ Identify the age of the person and underline.
* Discuss the topic.
¢ Choose some specific expressions (e.g. from a list.)

¢ Identify the price.

¢ Identify the problem (maybe the customer doesn't like the
quality and wants to get the money back).

* Describe the manner of their conversation (rude, angry,
impolite or polite).

¢ Identify some specific expressions used in a problematic
situation (cultural mode).

» Explain the topic of their conversation.

¢ How does the telephone conversation start/end?
» Complete some lines from the dialogue.

* Take a message.

¢ Listen and match the name of the shop to the item.
¢ Think if it's appropriate to buy that at that kind of shop.

¢ Think/share info. completing the exercises.
* Give your creative version of translation.
¢ Try to sing or reproduce what you've heard.

¢ Identify the topic and the goals/objectives.
* Write the main ideas.
* Think about /share your idea.

* Discuss and think about the title, ideas and cultural things
(e.g. how people greet each other or decline something
politely, etc.)

* Give a short summary.

* Suggest someone to see this film and give reasons.

* Write the end of it.

* True or False Statement.

¢ Identify some synonyms, antonyms from 2 columns.
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LISTENING TEST
(LIKE TOEFL)

COMMANDS AND
INSTRUCTIONS

SPEECH BY A
TRAVELER WHO
VISITED DIFFERENT
COUNTRIES

VERBAL
DESCRIPTIONS

PUBLISHED SOURCES
OF USEFUL
EXERCISES

{REMEMBER COPYRIGHT
RESTRICTIONS)

¢ Match correct answer.
¢ Choose correct answer.

¢ Draw following the instructions and what have you got?
¢ Follow the commands on a recipe and what dish have you
got?

* You have the map, find the places and put them on it.

¢ Listen and complete the circles (one round, the other- ovai)
by drawing (e.g. blue eyes, red lips. long legs, etc.)

¢ Characterize these two imaginary persons, guessing who
they are and their character.

Listen For It, Jack Richards, Deborah Gordon, Andrew
Harper, (Oxford Univ. Press)
Listen First, Jayne Adelson-Goldstein, (Oxford Univ. Press)

READING PASSAGES AND SAMPLE ACTIVITIES

TYPES OF TEXTS

EXERCISES

* storijes:

- problem solving

- critical incidents

- with parts miscing (the middle, the end, etc.)
- with pictures instead of some words

¢ dialog/ polylog (3 or more participants)

* newspaper articles

¢ jokes

* poems (nursery rhymes, etc.)

¢ tongue twisters

¢ proverbs/sayings

¢ famous quotations

* signs/maps/forms/recipes

* games (crossword puzzles, memory games, etc.)

* Read...and answer the questions.

¢ Choose the right answer (multiple choice).

e Scan...and check what is true/false (e.g. in the picture).
* Find the answers to the crossword puzzle in the text.

e Complete... (the statement, dialog, story).

* Give a title to the story (express the main idea).

¢ Read...and think of your solution to the problem.
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* Go ask (call) your...(friend) how to manage the situation
(critical incidents).

* Read (retell) the story (Use words instead of pictures).

¢ Paraphrase the story.

* Use the model to tell your own story.

* Réad and make a chart to organize the information.

* Find synonyms/antonyms.

* Read...and make a chart to organize the information.

* Match pictures with the text.

¢ Compare the stories and tell about the differences.

WRITING ACTIVITIES FOR WORKBOOKS

CLOZE EXERCISES

CROSSWORD PUZZLE

LIFE SKILLS WRITING

PARTIAL DIALOGS

STORIES

JOURNALS

¢ Fill in missing words (the words are given below).
* Fill in missing words(the words are not given)

¢ Write the vocabulary words from today's lesson into this
crossword puzzle.

* Fill in official forms (telegrams, personal account, blanks,
etc.).

* Fill in forms according to the given information

* One part is missing.
* Create an original dialog after a model.

* creating dialogue from the storv

* creating storv from the dialog

* creating story from the key words

* creating a story from the pictures, family trees
* incomplete stories

* answering post cards, letters

* assigned topics
* free writing diary

2Q )
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SAMPLES
FROM THE

FIELD

STUDENT WORKBOOKRS

The following samples from the field illustrate different approaches for student workbooks
that you may wish to use in your program. As with all the samples included in this manual,
you can find complete versions of these materials on the CD-ROM that is part of this Resource
Kit, which you can adapt or use as a starting point for developing your own.

INTRODUCTION This sample consists of the introduction to the student

FROM DO YOU workbook that was developed for Volunteers learning Czech.
WANT TO SPEAK 1t not only outlines the general organization and key features
CZECH? of the materials, but gives specific step-by-step suggestions on

how to use the materials for individual, self-directed study .

HOW TO USE "DO YOU WANT TO SPEAK CZECH?"
Rationale (or Why Should You Bother Reading This?)

The book Do You Want to Speak Czech ? can be used as reference material
although it contains very little explanation of its charts. The charts, however may

well be worth your while, especially if you also do all the exercises. As with any
other book you vught to know:

1. What you can find there

2. Where you can find it
The following can save you a lot of time in learning to work with the book in a most
efficient way. That may be why you shouid bother reading this.

What's There And Where You Can Find It

Table of Contents or Obsah

There is no index to the book, but you can find the Table of Contents in the back.
This is a cross-cuitural thing. Most Czech books are that way. So if you cannot find
the TOC in a Czech book look in the back.

The TOC in this book always gives you:

« the main grammatical topics of the lesson with page references

 conversational topic of the lesson or the competency in Czech (printed in bold)
« if the grammar point is mentioned more than once, the first occurrence is in

English and all the subsequent uses are in Czech. The TOC is followed by a list of
abbreviations.

293 | —
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EXCERPTS FROM This sample excerpts the various practice activities that

DEVELOPING were developed for the student workbook in Romania. It is
FLUENCY, THE useful to look at the ways that Volunteers are asked to work
STUDENT with the language sample, and compare the exercise types
WORKBOOK and examples with some of those that were suggested in the

FROM ROMANIA  previous Overview section. It is also interesting to examine

the ways the developers have combined specific grammatical
information with practice activities as follow-up.

DEVELOPING FLUENCY

Fluency in terms of communicative ability implies a certain easiness in expressing
oneself which is essentially based on using ample, more complex structures. The
following exercises aim to reinforce some of the language problems presented and
practiced in the grammar section but from a different perspective — The frequent
occurrence of a structure in a situation will help you to tum it into a “ready mode"
structure that you don't need to think of as independent elements. Another set of
exercises will help you to make a leap from independent sentences to complex ones.

1. Look at the model:

ocean / mare / 1a¢ ————— adnnc(4)
Oceanul este cel mai adrnc.

Marea este mai adrnca decnt lacul.
Do the same with:

1. metropola / orase / sat ———— mare
2. platina / aur / argint ———— preceios
3. autostrada / aeosea / strada —larga ...

2. How many sentences can you write in § minutes? Look at the picture, find
the room, write a sentence.

3. The picture contains some deliberate mistakes; spot them and explain
why you think it is wrong.
e.g.> Oamenii nu se uitau la televizor;
televiziunea a aparut aba la mijlocul secolului al XX-lea.
Use the verbal structures: a aparut
s-a inventat
s-a descoperit

4. PCV Tim L. lives in a very small apartment and he likes it tidy (A). A
friend came in town stayed with him; when he left the apartment locked as in
(B). Nick places everything back and mumbles:

* Prosopul trebuie sa fie pus in spatele uzii.
There are eight more misplaced objects. Try to find them... and we know you
mumble in English, but try in Romanian too; it's so much fun.

5. This is PCV Tim's kitchen after a very busy week. Help him by answering
the question:

1. Ce trebuie sa faca?

2. Ce a facut deja?

3 Ce are de facut?

6. You are calling on a Saturday morning to talk to the lonescu family;
grandma answers and tells you everyone's whereabouts.

11y
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— Alo, pot sa vobesc cu Ana?

— S4 vad! Asteptacei; nu cred - e in sufragerie i mannnca acum.
~Dar cu Toma?

- Dar L

Dar cu Bobiced?

7. Reformulaie the sentences in exercise 6 explaining why the people cannot come to speak on
the telephone.
e.q. Nu putecei vorti cu Ana pentru cd acum manrnca.

8. Synonymical structures — possible endings. Read the sentence with the suggested endings:
A B

Am inceeles problema (a) imediat
(b) fara nici o dificultate
(c) fard prea mutte explicacei

« Which continuations suggest quick undesrtanding of the problem, which imply a longer time
taken. Which continuations (8) would make sense with the following beginnings (A).
Write the complete sentences.

— Am rezolvat problema.

— Am venit.

— Te-am chemat.

9. Read the example and build similar sentences expressing the cause in two different ways as
suggested.
M-am intors repede acasa pentru ¢4 era frig
din cauza frigului

1. Te-ai culcat devreme  pentru ca erai obosit.

dincauza ..........coceeenee. .
2. Nu ai dat telefon ien pentru ca a fost defect

din CaUZA ... .

10. *Nicoleta pleaca intr-o excursie. Unde va pleca @i ce ¢ s faca acolo?
Write a short story. Say why she is taking these things.

11. Read the following sentences. Rewrite them in a paragraph using the conjunctions given in a
separate column.

(a)  ea se reintoarse in incapere pentru ca
* Minda il gasi pe Medoia aasezat in fotoliu, cu paharul piin pe care

« il privea zrmbind crnd

i amintea de zilele "bune”

12. in the text below some words were deleted by accident . Can you put them back?

intr-o seara de la inceputul lui iulie 1909, ............ pucein inainte de ¢ uitrndu-se
orele zece, un tenar de vreo optsprezece ani, ............ in umforma de «imbracat
licean, ............ in strada Antim, venind dinspre strada Sfinceii Apostol: *in
cuunsoidevalida ............ mMRN4, Nu prea mare, dar desigur .......... . *mnna
grea, fiindca, obosit, o trecea des dintr-o ............ in alta. Strada era ecu

pustie @i intunecata ai, in ciuda verii, in urma unor poli generale, eintra
............ aei foanitoare ca o padure. Intr-adevar, toate curceile & mai « foarte

ales ..o bisericii erau pline de copaci ............, ca de aitfe! * racoroasa
indeobzete curopile marelui sat ce era atunci capitala. ............ scutura, * batrreni
dupa popasuri egale, coamele pomilor, facand un tumult nevazut, i * vantul
numai intunecarea a&i reaprinderea unui lan de stele dadea ............ s curtea
banuiala cAman vrrfuride ............ se mizecau pe cer. Trnarul mergea * trecatorutu
atent de-a lur.gul zidurilor, ............ acolo unde lumina slaba a felinarelor * copact

ingaduia, la numerele caselor. Uniforma neagra ii era strmsa bine pe
talie, ca un veamrnt militar.

13. All the prepositions & conjunctions were omitted from the text below; put them back.

*intr-o seara, ......... (1) el acasa, Marcian socotise durata exacta a * daca
concertulul Bach. Se intrebase ........ (2)eradestul ......... (3) lung e de
........ (4) impourtancea .........(5) care era amteptat. Fusese dects eCu
......... (6) intrarea peste ora .........(7) sala .........(8) muzica s& fe e in
exclusd, ca la concertele pubice: ca lumea s4 circule numai .. ...... (9) ¢la
pauze, iar butetul somptuos ......... (10) fie deschis numai la strraeit.” * pentru




14. Try to reiate a family cultural event that you once took part in. Use the text in ex. 12 as a
mode! and do the same.

15. Fill in with "CINE" or “CARE",

Roughly speaking you can go by the rule that:
e cine = who
* care = whoevar/which

1. rede la uma, rmde mai bine.
2. Vorbim cu cel . . vine mai repede.
3. Intreaba pe vrei.

16. When do things happen?

Citeam cand a venit. WHEN
intimp ce el spala mazeina. WHILE
panz cand adormeam. UNTIL
A. Fill in the sentences with the appropriate time connaector:
(a) Repara mazina noi priveam leneze.
obosea.

a sunat telefonul.

B. Complete the sentences; try to express things from your everyday life.

(a) Nu imi place s fiu cnnd
intrerupt in timp ce

prnd crnd

17. Where do things happen?

Il intrdneam ynde imi spunea WHERE
oriunde mergeam. WHEREVER

L-am intrebat de unde vine.. WHERE FROM

A. Fill in the sentences with the appropriate connector:

(a) Mereu imi spune $a cumpdr crte ceva.
o trebuie sa ma duc.
(b)yNeopream ________ vedeam cu ochii.
B. Complete the sentences; try to express things from your everyday life.
(&) Imi place s& ma pe unde
plimb oriunde

18. Why do things happen?

M4 scol devreme pentry cée am serviciui departe. BECAUSE
findcae fac gimnastica..
c& nu pot sa dorm. AS
Eundea: = nt azxa de ocupat, merg rar la opera. SINCE

Fiindcae nu ma pasioneazd muzica clasicd,

A. Fill in the sentences with the appropriate connector:

(a) Mannnc numai legume fierte, cele crude imi tac rau.
vreau s slabesc.
nu atu sa le gatesc altfel.

B. Complete the sentences; try to express things from your everyday life.

(a) inca nu vorbesc bine pentru c4 -
romnrneate fiindca .

(b) Nu am inceeles ce l pentru c4 —

acel spus

fiindca

19. How do things happen?

Rezolv problema cym pot. HOW
asacum mi se cere. AS
precum am instrucceiuni.

A. Fill in with the appropriate connectors:
(®) Mereu imi explica o _____ s&maportindiverse situacen
. ii explict unui copil mic.
B. Complete the sentences; try to express things from your daily life.
(a) Fac salata de cum
vinete aaea cum _

290
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THINGS

TO THINK
ABOUT

IATICAL
INFORMATION:
GENERAL CRITERIA

These are some of the icsues you need to consider when deciding what and how to present
information about the grammar of the language.

PURPOSES OF
GRAMMATICAL
INFORMATION

DIFFERENT
FUNCTIONS AND
DIFFERENT
FORMATS

1. GRAMMARIN A
CLASS LESSON

The previous section of this manual explained general
principles for selecting grammatical information and
presenting it in a competency-based curriculum. Review those
guidelines as you begin to decide on the format for presenting
information. Remember that we are trying to provide
learners with tools to remember and extend their ability to
accomplish specific competencies; we are not trying to give
them a comprehensive linguistic description of how the
language is structured.

The basic purpose of providing grammatical information is to:
¢ allow the learner to make original statements that he or
she hasn't necessarily heard from the teacher.

* give the learner some principles that can be applied in a
large number of situations.

The kind of gramumatical information and the way that vou
will want to present that information will differ
considerably, depending on whether it is tc be used as part of
a classroom lesson or as suppiementary material designed for
individual study or review.

For a class lesson, grammatical information should be
presented as a sequence of small steps that focus on how the
grammar differentiates specific meanings. For example, if
you are teaching demonstratives (this, that, these, those) you
might want to present it in the following sequence:
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Demonstratives
Teaching Sequence

1) First present and practice differences between singular and
plural for near objects (this/these);

2) and then for far objects (that/those).

3) Next practice differentiating between near and far
(this/that and thesel/those).

4) Finally, end with practice that requires trainees to
correctly distir.guish both singular/plural and near/far
differences in the same activity.

RE %E&WJ;“' For review and self-study materials grammatical information
hould hich hav
STUDY MATERIALS ° ould be presented as a summary of structures which have

already been introduced and practiced in class. Learners must
then have an opportunity to extend the information to new
situations or combine a number of ways to differentiate
meaning in a systematic way.

For example, the sequence of practice activities mentioned
above can be summarized in the following way:

Demonstratives
Study Chart
near far
this that
these those

GRAMMAR IN A Grammar presentations as part of a competency-based lesson
COMPETENCY- should generally concentrate on only one or two structural
BASED LESSON differences at a time in a context that shows HOW the
gramumar differentiates specific meanings. These small
"chunks” of information about the language need tc be
followed by focused classroom activities that explicitly
practice these differences one at a time. Some additional
principles have been identified by Language Coordinators:
¢ Teach less about the language, give more patterns and fewer
terms.
¢ Trv to teach one point at a time.
¢ Avoid exceptions if they are not necessary at this point.
» Make exercises culturally relevant
¢ Use authentic language in life situations.
¢ Add many visuals, pictures, drawings.
¢ No generalization without application. Just presenting the
information without following it first with structured
meaningful practice and then with opportunities to applv the
information in authentic communication is a waste of time.
The challenge to materials developers in this context is to
analyze the language: break the grammar down into small
steps, and to think of authentic contexts for practicing each
step.
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GRAMMAR FOR
SELF-STUDY OR

REVIEW

It is important to remember that grammar information in self-
study or review materials still needs to be followed by the
same kinds of practice activities that appear in textbooks or
lesson plans. But the information itself can be presented in a
much more concise or comprehensive way.

In this context, grammar can be considered as a framework for
integrating a number of different distinctions about meaning
(such as singular/ plural and near/ far, frém our example
about demonstratives) that have already been individually
presented and practiced.
Common formats for this kind of information are typically
what we think of as "grammar”: charts of different forms
like verb tenses or pronouns and the like. These summary
charts for review can serve as very useful language learning
tools, but only after there has been practice with meaningful
contexts. Merely presenting a chart of information will never
make a leamner proficient in communication.

The challenge to materials developers in this context is to
synthesize the language and generalize the ways that
different areas of meaning are communicated in a concise yet
comprehensive way. In the following example, the chart
shows how regular English verb forms change for all tenses.
Learners can use such information to extend their ability to
correctly use new regular verbs as they leamn them. But the
knowledge of how and when to use a particular tense must

still be explicitly taught and practiced in a logical and
sequential way. Such a chart can be help learners remember
and expand language pattemns to new situations, but it doesn't
provide information about how and why such pattems are
used. This method of presenting grammatical information can
be quite useful to summarize language principles, but cannot
substitute for systematic and well-sequenced introduce and
explain language at first.

The English Verb System

Simple Progressive Perfect Aspect | Perfect
Aspect Aspect Progressive
Aspect
Present I/vou/we/they| | I/vou/we/thev| [/you/we/they
Time study am stuc ring have studied | have been
m you/we, they he/she/it has | studying
he/she /it are studying studied he/she/1t
studies he/she/it has been
is studying studying
Past Time | studied I had studied had been
was studying studying
vou/we/they
were studying
he/she/it
was studying
Future will study will be studying | will have will have been
Time studied studying
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GRAMMAR AND
LEARNING
STYLES

Remember that people learn languages differently and
utilize grammatical information in quite different ways.
Analytical learners will need the kind of summary
information that charts provide, and when these aren't
provided, they may try to create their own as a way to
incorporate and remember all the new information they're
receiving about the language. Active learners may need to
have many opportunities to produce the meaning distinctions
before they can appreciate and assimilate the information in
grammar summaries. So it's important to provide materials
for both kinds of learners.
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SAMPLES
FROM THE

FIELD

GRAMMAR FORMATS:
FRANCOPHONE AFRICA
FRENCH MATERIALS

The following samples from the field illustrate different approaches for providing information
about grammar that you may wish to use in yor'r program.

This excerpt shows how grammatical information about the future tense is summarized and
integrated into a lesson on buying and ordering clothing. The lesson plan calls for the teacher to
summarize the information at the end of the class, and it is followed by written exercises for
the students to do at home, or orally in class. As with all the samples included in this manual,
you can find complete versions of these materials on the CD-ROM that is part of this Resource
Kit, which you can adapt or use as a starting point for developing your own.

—

GCom petence n°22: Faire confectionner un habit.

5. Le Futur simple
The simple future tense is formed by taking the infinitive as the_stem
and adding the following endings:
-ai, -as, -a, -ons, -ez, -ont
For infinitives ending in RE, drop the last E before adding the endings.
Note 1. Therefore, the future stems always end in R".
2. The endings are the same as the present tense of “AVOIR" except that the"AV-" in
the first and second persons plural has been eliminated:

Parler (to Ailler (to go) Finir (to
speak/talk) finish)

je parterai jirai je tinirai

tu parieras tu iras tu finiras

il parlera ilira il finira

nous parlerons nous irons nous finirons
vous parlerez vous irez vous finirez
ellesparleront elles iront ellesfiniront
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Etre (to be) Rendre (to give back/return)
je serai je rendrai

tu seras tu rendras

il sera il rendra

nous serons nous rendrons

vous serez vous rendrez

elles seront elles rendront

There are a number of verbs with irregular stems in the future, but all the endings
remain regular.

avoir = aur - (to have). pouvoir = pourr - (to be able,can).

savoir =  saur - (10 know(how)). venir = viendr -(to come).

étre = ser - (to be). tenir = tiendr - (to hold, to get).

aller = ir - {to go). recevoir =  recevr - (to receive, to get).

faire = fer -(to do, to make). devoir = devr -{ to have to,
must/shouid/owe).

voir = verr - (to see). pleuvoir = pleuvr - (to rain).

nvoyer = enverr - (o send). vouloir = voudr - (to want).

mourir =  mourr -{to die). valoir = vaudr - (to be worth, to be
equal , to deserve, to merit).

courir = courr -( to run, to race). falloir = faudr - (to be necessary,

must, to need to ...}

Note.: “-er" verbs have a spelling change before a mute “g” in the
present (e.q., payer — je paie:
appeler —_ j'appelle;
acheter —_ j'achete)

make this change in the futyre also since the last “g” is mute when it is
part of the future stem : Je paierai; j'appelierai; f'achéeterai, etc.

THE FUTURE IS USED :
1. To express an action or state that will happen or exist.

2.After guand, lorsgue, dés que and aussitdt que when you mean the
future : Quand il arrivera, nous dinerons. {He's not here yet.)

Je vous 'expliquerai, dés que je le comprendrai.(l con't understand yet).
Note that, in French, the verbs ir both clauses are in the future.

3. In conditional sentences (type 1) when the “if “ clause is in
the present, the resulting one is in the future. (same in English)
Si vous étudiez, vous réeussirez.

6.Exercices
a) Change the following sentences from present tense to the future tense.

1. Je suis en ville pour retirer mon boubou.
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SAMPLES
FROM THE

FIELD

GRAMMAR FORMATS:
ROMANIA STUDENT
WORKBOOK

This excerpt of chapter from the student workbook for Romanian shows how practice activities
can be focused on a particular part of speech, in this case verb tenses. Notice how the
grammatical information is broken up by conjugation types and students are asked to complete
the summary charts themselves based on the examples already provided. A key of correct
answers to the practice activities has been provided at the end of the unit so students can correct
their answers themselves. As with all the samples included in this manual, vou can find
complete versions of these materials on the CD-ROM that is part of this Resource Kit, which
you can adapt or use as a starting point for developing your own.

L4/The Verb
(Verbul )

A.Timpul Indicativ_Prezent

Romanian verbs fall into four main groups, according to their endings in the infinitive.
Verbs belonging to one group are conjugated very much in the same way :

I. Put the following verbs into the boxes corresponding to their endings :

Verbs ending In :

1-'a’ l-'ea’ H-‘e' W-'ifi

a intreba a vedea a deschide aiexi

{ to ask a question ) {tosee) ( to open ) (to go out)
a cobori

{ to get off / down )
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SAMPLES
FROM THE

FIELD

GRAMMAR FORMATS:

MOLDOVA ENGLISH

GRAMMAR SUMMARY

This sample was actually developed for TEFL PCVs as a summary of the major grammatical
categories of English. It serves as an example of how grammar summaries are more useful to

explain language rather than teach it. As with many grammar summary charts, it presupposes

a fluency in the language. As with all the samples included in this manual, you can fmd '
complete versions of these materials on the CD-ROM that is part of this Resource Kit, which
you can adapt or use as a starting point for developing your own.

A BIRD'S-EYE VIEW OF ENGLISH GRAMMAR

subjunctive

SENTENCE
NOUN PHRASE VERB PHRASE
DETERMINER | (PRE- “NOUN" (POST- AUXILIARY VERB (COMPLEMENT)
MODIFIER) MODIFIER)
OBJECTS ADVERB/
ADJECTIVE
articles adjectives count/non- prepositional | be/do/ -s regular/ indirect words
{a/an/the/o} (good, bad etc) | count phrases modais irreguiar {gave him the (quickly’
{pencil/ {on the bus. etc,) (studied/ book) asleep)
demonstra. participles money, etc.) statement/ went/gone)
tives {confusing/ refative question direct phrases
{this_that/ interested. etc) | pronoun clauses transitive another NP: (for tha purpose
these/those) (subject/dernons ] (that lives in aftirmative/ | (hit, etc) of studying,
nouns tratittve/ Moldova, elc.) negative noun/ pro- the best little boy
possessives | (university/ possessive) intrangitive noun in the world, etc)
{my/your/atc) hospital/ 11, this, mine) participials singular/ (vanish, etc) (Bob/turmy
English. etc) {seduced by plural himself) clauses
quantifiers gerund pirates, etc.) linking fsince he was
(some/manyr {swimming. atc.) active/ (he. become, gerund/ quite drunk,
{ew/lots of, atc) appositives passive seem, eic.) infinitive the meanest
infinitive {anoher NP) (your leaving so | gunman that
(to dieam. etc.) "TENSE" time | two-word soon, etc. ever rode the
frame verbs for John to do west)
noun clause (present/past/fu | separable his job, etc)
{that Lyle 1s trom ture) (look over)
the South). etc. aspect inseparable clause
{simple/ {look for) {that Paxton
progressive/ plays the piano
pertect) eic)
HYPO-
THETICAL/
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GRAMMAR FORMATS:
KISWAHILI NOUN CLASS AND
VERB FORM SUMMARY
CHARTS

This sample was actually developed by Peace Corps Tanzania as a summary of the major
grammatical categories of Kiswahili. It serves as an example of how grammar summaries are
more useful to explain language rather than teach it. As with many grammar summary charts,
it presupposes a communicative fluency in the language. As with all the samples included in
this manual, vou can find complete versions of these materials on the CD-ROM that is part of
this Resource Kit, which you can adapt or use as a starting point for developing your own.

Noun Class Chart

No Noun Possessives (sing.) Possessives (pl.) Adjectives
1 M-toto chld w-angu w-ako w-ake w-etu w-enu w-ao m-zun mw-ingine
Wa-toto  chaldren w-angu w-ako w-ake wetu w-enu w-a0 wa-zun w-engine
2 M-u iree w-angu w-ako w-ake w-etu w-enu w-20 m-zun mw-ingine
Mi-t trees y-angu y-ako y-ake y-etu v-enu ¥-20 m-zun mw-ingine
3 Ji<ho ewe l-angu l-ako l-ake 1-¢ctu lenu l-ao zun Jinzne
Ma-cho o y-angu y-ako y-ake y-etu y-enu v-ao ma-zur m-engine
4 Ki-tabu  book ch-angu ch-ako ch-ake ch-etu chenu ch-ao ki-zury k-ingine
Vi-tabu hovks vy-angu vy-ako vy-ake vy-etu vy-enu vy-ao vi-zun v-ingine
5 Nvumba s y-angu v-ako v-ake v-etu v-€enu v-20 n-zun ny-ingine
Nyumba .ouses z-angu z-ako 2-ake z-etu z-enu 2-20 n-zun ny-ngine
6a_ | Ubao plank w-angu w-ako w-ake w-etu w-enu w-30 m-zun mw-ingne
Mbao planks z-angu z-ako z-ake z-etu z-enu z-a0 n-zun nyv-ngine
S ) U-gonwa  dinese w-angu w-ako w-ake w-er weenu w-20 M-zun mw-ingine
Ma-gomywa [flirewses y-angu y-ako v-ake y-etu y-enu y-ao ma-zuri m-engine
7 U-huru freedom w-angu w-ako w-ake vi-etu w-enu w-ao m-zun mw-ingine
] Ku-perda tolore kw-angu kw-ako kw-ake hw-ctu kw-enu kw -ac ku-zun kw-ingine
9 (Manau  places pangu p-ako p-ake pretu penu p-ao pa-zur pengine
Nyumbani (pa)er toow iswatcr
(Ku-, ot reme s zexticr kw-angu kw-ako kw-ake kw-etu kw-enu kw-ao ku-zun kw-ingine
(MU~} waome trsasonss mw-angu mw-ako mw-ake mw-etu mw-enu rw-ao —-ne --n-
mymine yaurss. herscas oures yourstpls thetr Lood ofher
another

Sample Language:

Mtoto wangu mzun Mu good child

kit N o

Watcto wetu wazun wengine  Qur other good duldren
aldmm r [ o

Kiti chako hizun Your good charr

Lner e qon

Vit vvenu vizun vingine Your (ply other goad chasrs

he oy ris g oad othe

Nyumba vake nzun nungine  His other good huise
Aowse mker  poad other

Nvumba zao fizun Thoar good houses

303 —
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Noun Class Chart (Continued)

No. Noun Demonstranves. -p1? -ngapt? -enye -a
ths tat that iooer theve! hch Aow wary? *onth of
1 M pupd tuvu | huye [vule yupi - mw-enve w-a
Wa. pupils hawa | hao wale wepl Wangapi w-eny-e w-a
2 M-t tree buu | huo  Jule upt - w-enive w-a
Mi-ti  trees hti hivo |]ile 1p1 mingap y-enve y-a
3 Jicho e hilt hilo | lile lipi - 1-enye l-a
Ma<ho eyes hava havo |vale vap) mangapi y-eave v-a
4 Kiabu  book hiki hiche | kile kipu - ch-enye ch-a
Vitabu _ boaks hiva hivyo |vile vipi vingap: vy-enye vy-a
5 Nvumba  house hii hiyo Jile 1pi - v-enye y-a
Nvumba  houses hi1z) hizo z1le 21pi ngapi z-enye z-a
ba U-bao  plenk hua huo ule upi - w-enye w-a
M-bao  planks hizi hizo | zile Z1p1 ngapt z-enve z-a
& ojwa __ illness b huo ule uptL - w-enye w-a
Ma-gonjwa  ilinesses hava havo |vale vapi o angapi y-enve VoA
7 U-huru freedom hu huo ule upt - w-enve w-a
8 Ku-penda  tolooe huku huko | kule kup: - kw-enve kw-a
9 (Mahali  place) hapa hapo |pale pap: pangapt p-enye p-2
Nyumba-nti (pale keme srenfic) here S ] thov toner therr
(K1) ot imer (mmeartic huku huko _§ kule kup: - kw-enve kw-a
(DHU=) in howe ‘ommdeen humu humo | mule - - - -

Sample sentences:

Mtoto wa mwalimu wa Kungere:

ohdd o tencher s

Wanafunz wenye vitabu
Pupds books.

ths ® o

Englo
vya lustona ni wangap)?

hat s how ey

Nyumba ile yenye milango va mbao ina madins!
Ll et L dosrs

howres e ooy

Nyumba zile zenye milango va mbao zina madinsha mangap:?
] how wany

o planks s wndouy

¥ pawn ke wvndows

Mahah pale pe;\ye watoto wengi ru nyumbaru pan

mangaps?

22 e yupt?  Which one is the Englsk teacher’s child?

[ wmch
How many pupiis have history books®
wth of  hatery e mow maay
Katabu hiki ru cha mwalunu vule? Does ths book belong to that tcicher?
ok wachy | that

Vitabu vya mwahmu vule ru vingap1> How many are that teacher’s books?
L of teacher

How many wmdews does tiat house with plank deors have?

A ouny

Hew many uandows do those houses unth plank deors hane?

That place over theve with many children 1s my home

placs e ke cimirem  mamy u e -y
Verbal Construction Chart
No lNoun Verbal Construction
Subect Tense Relative Ooyect Verb Koot Suilixies
Marker Marker Marker Marker
1 M-toto a_eswr L re ve m e |pig = -a
Wa-toto wa ser M e | 0 [eee pend  iee -an- a
gt
2 M-t ue h ° u e anguk W c1- 3
prept
Mi-ti 1ty 11 vo T e anguk “1- 2
4 Ki-tabu oo taka cho  |[--eus andik  wner w-a
retsse
Vi-tabu VI _rhew taka vyo  [eeees andik -w- 3
5 Nvumba [ 0 e VO [--ese g el -w - d
Nvumba Zi e na | z0  Je-e- g i -w-a
6a U-bao ue 11 0 e kat ar w- 3
M-bao IS It 20 [-e-e kat -w - 2
& U-gorqwa ur na o |ee--- upmh  canar o ot -a
Ma-gorywa V3 thev taka vo |- toke- [ur— 3
ercue
7 U-huru ue taka ° LU furahu Ve aaryy sh -3
o
8 Ku-penda [ B ko ki e et [sdall  wseny sh
9 (Mahals  places pa = taka po {--ee- pendezr  torma -a
Nyumba-ni (pa-) meosc
() oot ku s 1 ko tu huzurush- i - a
(ENU- ) vvaderes miu) ¢ [§] o Kuwana s~
ecpr = vapeal wih:
TP« privostums wry
caus o comative i
Sample Language:
Mioto 2 -l - m- pg-a  oowa The chald he! the 2oy
chld  sihe pait maker Wit
Mtoto a -1 -ye - m - pig -4  mbwa Tre child wchs fur the dog
ehald B pait whe Memiher kot dop
Watoto wa -na - pend - an - a The dJuldren lne ecch other
A doem fary  prement ke ashe oth
Watoto wa -2 - o -pena a2 The chnldren whe 1ke e h other
e b thre o= wbo war ttch o av
Mt u-b-g-anguk -1 -a  nyumba The tree feli on the house
tree - L] LS o fomw
Mb u-Db-0- t-anguk -1 -a nvumba The tree whick ! on the house
ter g gk o nt L) ~ur

Lbao u - taka - kat - v - a na mwalmu

piomd '3 [T ot
Lhao u - taks - o - kat
pamd »

LR L]

M slich et

concher

- w  an mwahmu
Llad N ok

Ugomwa u - h - m - tapish - a mwanafunzn

[ ) " e ke cemse 0 el Studrat
Lgomwa u - 4 - 0o - m - tapsh - a mwanafunz
ucherss “ rest aAub e cguw [0 wv ! Cudent
Kupenda ku - - m  let - ¢ - a4 matatizo
Tebmwionn ¢ paw Ambv bnme 1o seediem
Kupenda ku - Ii - ko -m - let e a matatize
Jobmeioag 1 past  ehech mmtwr bnng e peckers
Mahali hapa  pa - na - tu - pendez - a

Macr Nabere 4 pramt  ws pla

Mahali hapa  pa - na - po - lu - pendezs - a
raa Asfermy * prewnt (LA T} rerw
Chumbant m - L - kuwa n1 wanafunz

i nam R R e e

Chumbani  m - I - mo - kuwa na  wanatunz
" " Aneny v whrey e withAar Hxdrrty

The plank will be cut by the teacker

The plark which wiil be cut by the teackes
The sickness made the student comit

Thr sickness wluch made the studemt vomu
Lering brought ke ™15

Lewing which breughs Rum prefients
Thrs plaze pieases us

Thas place which pleases s

In ti room there werr students

m the raom where there were Qudent.
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TO DO IT

CROSS-CULTURAL
INFORMATION:
KINDS AND FORMATS

ADDING CROSS-
CULTURAL
INFORMATION TO
YOUR LANGUAGE
MATERIALS

FORMATS

Cross-cultural information is usually considered to be an
integral part of the language materials. While your training
program may have a separate coordinator for cross-cultural
training, most language materials still need to include
information about non-verbal communication and other non-
linguistic features connected with particular competencies.
For example, a lesscn on buying clothes might contain
information on bargaining customs. The lesson on food and
eating will probablv contain basic information on polite table
manners. A unit on greeting might indicate that in a
particular culture it is not considered polite to inquire about
female familv members. This kind of information can be as
important as more strictly linguistic concerns.

These kinds of cross-cultural information most frequently
appear in the student textbook, although occasionally mav
appear as supplementary materials, such as a reader or a
book of cartoons. The scope, design and format will vary from
country to countrv. In some cases the m terial is integrated
with the language materials, in others 1t appears at the end
of the competency or in a separate section of the text.

411 =
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SAMPLES
FROM THE

FIELD

CROSS-CULTURAL HANDOUTS
FROM SRI LANKA

This sample includes the handouts for various topic/competency areas which accompany the
student text. They are designed to provide useful information, but aren't necessarily considered
to be an integral part of the language text.

CROSS-CULTURAL INFORMATIIN
SINGHALA LANGUAGE MATERIALS

PERSONAL IDENTIFICATION —

The questions Sri Lankans ask people they've just met or been introd iced to, are -
where they are from, if they have brothers and sisters, whether they are married, and
where they work. PCVs should expect these questions even from strangers.

To a Sri Lankan the 'Family' represents the extended family with even third and fourth
cousins considered members of this family. Each member of this extended family has
well defined roles and responsibilities. The kinship terms reflect this. The range of
kinship terms is much wider than that in the west.

Relationships with women are another consideration. In Sri Lankan society, a man's
relationship with a woman is always formal unless they are blood relations or have
known each other for some time. In a village the social structure itself make sure that
this rule is followed, but in the apparently more relax urban community it is easy to make
a faux pas. On the whole, married women are far less protocol-conscious than the
unmarried, in whom both mothers and the nonns of society have drummed the fact that
modesty and reserve are valued qualities in young women.

A rule of thumb for ail might be to start formaily without being too distant or too friendly
and gradually thaw out. To start off with plenty of bonhomie, being everyone's friend,
is an obvious mistake, and aithough most Sri Lankans are too polite to criticize directly,
it could lead to the formation of great reservations about your sincerity.

Greetings:'wdhqfndajka’ transiated literally, means ‘'may you have a long life'. The
proper optative form 'wdhqfnda fijd' is used when reacting propitiatory incamations to
the gods and demons, entering them to prolong the lives of persons believed to have
been influenced by these gods. In ordinary social conversation 'wdhgfndajka' is used
as a form of greeting equivalent to 'Good Moming' or "hi' or as a form of ‘Good-bye'.
The influence of the 'Evil Mouth' and the 'Evil Eye' are part of the Sri Lankan+' belief
system. Sri Lankans do not, therefore, make complimentary remarks about .1 person’s
good heaith or his success. For example, a Sri Lankan would riot comment on the
abundance of a farmer's harvest. To do so would be to invite the destructive power of
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evil spirits. This belief is reflected in he response to ‘How are you?. The response is
'‘Not bad'.

The question 'Where are you going?' is another way of greeting, when you
meetsomeone known on the street. The person who greets you does dot expect an
answer for that. In retum, you can either say your exact destination or just say you are
going overthere.

HOST FAMILY

A Sri Lankan household, i.e. the type selected for PCV Home-Stays, usually consists
of the family, one or two relatives and a domestic help. However, members of the
extended family would be frequent visitors and a great deal of interaction would take
place with such relatives and also with neighbors.

Children live in the parents's home up to the time they get married. llnmarried children
live there permanently.

Male children are preferred by Sri Lankan parents. One reason for this is that
daughters have to be provided with dowries. Parents are protective of male children,
younger siblings defer to them. Young adult children are dependent on their parents,
financially and emotionally in a manner that seems strange to young Americans. Host
parents tend to adopt the same protective attitude to PCVs.

The members of most Host families are bi-lingual and would spealk to the PCVs in
English even after the PCV achieved Sinhala language proficiency. This is because
English is the language of formal social interaction.

CLASSROOM ORIENTATION I

Academic Education enjoys a long tradition in Sri Lanka and the 'learned man' has an
important place in the community. The teaching profession is, therefore, a respected
one.

The traditional teacher - student relationship still prevails in the Sri Lankan classroom
and the teacher's authority and views are rarely challenged.

Classroom fumniture consists of desk and straight-backed chairs or benches. The

students are not permitted to put their ieet up on the chairs, nor to place their books
on the floor.

SOCIAL LIFE e

It is customary for a visitor to accept the food and drink that is offered in a Sri Lankan
home even if he does not need refreshment.

Almost always tea is offered. itis served in cups with milk and sugar added. Itis
therefore necessary to cultivate a taste for this form of tea. The social events to which
guests are invited are almsgivings, 'pirith’ ceremonies, house warming ceremonies,
and Sinhala New Year ceremonies. refusals have to be expressed in indirect terms.
For instance ‘ug tkak nersfjhs' in effect means ‘| am sorry | won't be able to be present'.
But loosely translated would mean ‘events will make it difficult for me to come".

The expression lreKdir,d' (please) and 'fndfydu ia;+;shs' (thank you) are used in formal
situ.tions. However, the same meanings are expressed by means of facial

. expressions and tone of voice also by adding the words ‘fmdavia’ or ‘dlia’ meaning 'a
fittle'.

313
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SAMPLES
FROM THE

FIELD

FRANCOPHONE AFRICA CROSS
CULTURAL MATERIALS

This excerpt contains a sample of a section of each language lesson called "Notes culturelles.”
Notice that the information appears in both the target language and in English translation.
The second part of this excerpt contains a table of all the cross-cultural notes included in the
book, and learners are asked to use it as a community contact assignment by asking host-country
informants whether the particular cultural note is appropriate for their particular country or
region.

. “otes - ulturelles ~

-/ En général, en Afrique on se serre la main pour se saluer.
* In Africa, people, in general, shake hands to greet each other.

v Les fagons de saluer: serrer la main, embrasser, s'incliner, faire une
génuflexion.

* Greetings may be done in a variety of manners: shaking hands,
kissing, embracing, bowing, genuflecting.

v L'Africain attend qu'on lui demande son nom; il ne le donne pas
spontanément quand il salue un étranger.

* The African waits to be asked his name; he does not
spontneously give it when he greets a stranger.

v En général, l2s personnes de sexe opposé ne se posent pas de
questions sur leur état-civil.

* In general, when people of opposite sexes meel, they don't ask
each other about their marital status.

62 31 4



L NQV
HERE ARE SOME CULTURAL NOTES. CHECK WITH HOST COUNTRY PEOPLE IN
ORDER TO ANSWER THE FOLLOWING QUESTIONS.

La note culturelle est-elile appropriée au pays hote? (Oui/Non)

Dans quelle Région/Pro-vince est-elle appliquée?

A quelle Occasion I'applique-t-on?

Est-elle applicable a la cuilture Américaine? (Oui/Non)
IT IS A VERY IMPORTANT ACTIVITY IN THE FRAME OF YOUR CULTURAL
INTEGRATION. N. B. THE ENGLISH TRANSLATION OF ALL THESE CULTURAL
NOTES IS IN YOUR BOOK

N# do
com-
péten
e

j NOTES CULTURELLES

- En général, en Afr.que on se serre fa main pour se saluer.

- Les fagons de saluer: serrer la main, embrasser, s'incliner, faire une genuflexion.

- L'africain attend qu'on lui demande son nom; il ne le donne pas spontanément quand
il salue un étranger.

- En genéral, les personnes de sexe opposé ne se posent pas de questions sur leur
état-civil.

- En général, pour I'africain, le mot "famille® renvoie a la famille étendue.

- Si on a besoin d'aller au W.C., on ne le dit pas ouvertement.

On dit, par exemple

- Quand on est en retard, on saiue ia classe et on s'excuse en disant: *Pardon” ou
*Excusez-moi”.

- Dans la société africaine, il est poli de passer les choses a quelqu'un avec la main
droite.

- li n'est pas poli de humer fes aliments.

- En public ou devant des personnes agées, on s'abstient de toucher ou de nommer
ies parties intimes.

- Etre gros est souvent signe d'aisance, de bonne santé.

- C'est génant de décrire quelqu un en citant ses infimités.

- Iy a des travaux réservés aux hommes et d'autres aux femmes.

- Pour les soins de dents, beaucoup de personnes utilisent des morceaux de branches
d'arbres, des racines, du charbon.

- L'heure est élastique en Afrique; la notion de I'heure exacte est trés souvent
"glissante"
- Dans certains milieux ruraux africains, on se réféere aux divers phénomeénes pour
donner 'heure:

. La position du soleil

. L'appantion des étoiles

. Les chants des oiseaux et les cris de certains animaux,

. L'ombre.

- D'une fagon générale, chez l'africain, il manque de précision dans I'appréciation des
distances. |i utilise.

. des réperes (prés de la montagne, de la riviere, loin de ...)
- La distance entre deux endroits est souvent minimisée. On dit: ce n'est pas loin ...,
c'est tout pres ..., bien que I'androit soit assez éloigné ou d'acces difficiie.
- Souvent, si on n'est pas occupé, on préfére accompagner la personne qui nous
demande des directions.
- généralement, les gens trouvent que ce n'est pas poli de refuser d'orienter quelqu'un.
C'est pourquoi, ils donnent parfois des directions qu'ils ne maitrisent pas eux-mémes.
Alors, priare de vérifier les instructions regues auprés d'autres personnes.

- Des fois, ce qui est mentionneé sur le menu n'est pas disponible/servi dans le
restaurant. C'est donc mieux de demander ce qu'ils ont

reellemsnt.

- L.e pourboire n‘est pas pergu comme une obligation dans les restaurants.

- Farfois, le dessert n'est pas prévu.

- Les rendez-vous ne sont pas toujours respectés en Afrique.

- Généralement, dans les milieux africains. on ne de-ine pas de date précise; on se
réfare plutdt aux grands événements.

- Il existe dans certaines régions de I'Afnque des journées et des moments saciés.

11T




11

- En général, au marcheé, il faut discuter le prix sauf quand le prix est “écrit sur les articles
ou, dans les magasins ou les prix sont fixes.

12

- L'Africain ne parle généralement pas de ses malhaurs passés.
- On ne dit pas tout ce qu'on a fait, vu, entendu... a nimporte qui.

13

- Dans une conversation normale. les Africains ne parlent en général pas du temps,
tandis que les Américians et ies Européens le font.

14

- En général, il est important de rendre visite & un ami malade afin de lui souhaiter
prompte guérison. L'Africain aime étre visité quand il est malade.

- La notion de contagion n'est pas forte dans notre société.

- [l existe des maladies *honteuses® dont on ne parie pas en public.

15

-Les délimitations des saisons sont souvent difféerentes d'une région a une autre.

- Les activités de la population sont liées aux saisons.

- La pluie est considérée comme une bénédiction divine lors d'un évenement heureux.
- L'habillement ne dépend pas des saisons.

- Entre amis, les invitations se font d'une maniére informelle.

- En général, I'Africain supporte la

consommation quand c'est lui qui invite; l'invité n'est pas obligé de contribuer ni dinviter
l'autre a son tour.

- Lorsque vous invitez une personne, attendez-

vous & recevoir plusieurs.

- Une invitation peut-étre subite.

17

- Les places ne sont pas limitées dans ies moyen de transport public.

- Les passagers et les marchandises occupent en général les mémes places.

- Beaucoup de moyens de transport urbains et inter-urbains ne sont pas sécurises.
- Les horaires ne sont pas toujours respectés.

- En partant pour un long voyage on donne la main gauche f.nur dire au revoir.

- Le voyags est dit bien passé quand on a grossi.

18

- Dans 1a plupart des villages africains, les toilettes, la douche et la cuisine sont séparées
de la maison.

- Qui peut-on recevoir dans la chambre?

19

- Dans certaines régions d'Afrique, certains ustensiles de cuisine sont frappés
d'interdits

Ex: L'enfant ne doit pas s'asseoir sur le mortier

de peur qu'il ne grandisse.

- Généralement, c'est la femme qui apporis: les ustensiles de cuisine lors du marnage.
- La cusisine est le domaine reservé de/a la femme.
(a la maison).
- On ne doit jamais utiliser la spatule pour frapper quelqu'un.

20

- Les habitudes alimentaires varient selon les regions.

- En général, les africains acceptent difficilement de changer leurs habitudes
alimentaires

- ll existe des tabous alimentaires selon les groupes ethniques, les families: certains
groupes ne mangent pas certains oiseaux; d'autres volailles, animaux ou poissons.

- On ne hume pas 1a nourriture pour l'apprécier.

- Qu'on se serve de cuiller ou non, on mange a la main droite sauf en cas de maladie ou
d'infirmité de cette main.

- Le visiteur est toujours le bienvenu pour partager le repas.

21

- Le passé a plus d'importance que le futur en Afrique.
- Le futur est dans les mains de Dieu.

22

- Le cott de la confection dépend de plusieurs facteurs.

. La qualité du tissu,

. Le modéle et la qualité de la confection,

. La nature de la couture (expresse ....)
- D'une maniére générale, le délai fixé par le tailleur {pour le retrait) n'est pas respecté.
- Se faire coudre les h abits colte moins cher qu'acheter des préts-a-porter.

23

- Pour tout évenament, il est misux de s'nformer sur ce qu'il faut taire ou ce qu'il ne faut
pas faire.

24

- On n'exprime pas géncialement pas ce qu'on ressent en public.
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SAMPLES
FROM THE

FIELD

LANGUAGE AND CULTURE
THROUGH CARTOONS

This excerpt contains two lessons from a supplementary book "Tagalog Through Humor"
developed by Peace Corps Philippines that uses a popular cartoon strip to introduce both
additional grammatical information as well as cross-cultural concepts.
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THINGS

TO THINK
ABOUT

INSTRUCTORS' MANUALS:
ISSUES TO CONSIDER BEFORE
YOU BEGIN DEVELOPMENT

ADVANTAGES
AND
DISADVANTAGES
OF DEVELOPING
INSTRUCTORS’
MANUALS

PURPOSES OF
INSTRUCTORS'
MANVUAL

66 i

There are advantages and disadvantages to developing an
instructors’ manual as an additional feature of your teaching
materials. You need to balance the advantage of having the
flexibility of a general file of possible activities against the
need to provide very clear directions to new or inexperienced
instructors.

Some posts decide not to develop an instructors’ manual
because they want to be sure that the materials for which the
manual will be used have really been tested and refined by
repeated use in training programs. Such a process can take
several years of revision and improvement before you are
ready to begin work with the finished materials. But other
posts have decided that they need to develop instructors’
manuals early on because they have found that having very
specific guidelines makes it easier to hire and train new,
possibly inexperienced teachers and to supervise their
performance.

You need to consider the realities at vour post and decide
whether an instructors’ manual is something that you have
the time, the resources and the need to develop.

Once you have decided whether or not to develop a
comprehensive instructors’ manual you need to decide what it
will look like. What to include in your instructors’ manual
will depend a great deal on what other kinds of materials
you have developed for your program, and how the
instructors’' manual is supposed to be used. Is it designed to
provide specific step-by-step guidance for teaching each
lesson in the curriculum, or is it to be used as a more general
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INSTRUCTORS'
MANUAL AS
TEACHING GUIDE

INSTRUCTORS®
MANUAL AS
TEACHING
RESOURCE

resource for teachers who are designing their own lessons?
The design and the contents will depend on which of these
purposes is central to your program, and, as always, what
resources (time, money, technical support) you have
available.

In some countries, the instructors’ manual consists of actual
lesson plans that outline exactly how to teach the materials
in the student text. Such a manual can be a parallel edition of
the student text with specific directions about huw to present
and practice each part, or it can be a series of lesson plans, or a
combination of both. Guidelines and general criteria for
different formats for lesson plans are discussed in more detail
in Section 8 (Pre-Service Training) of this Resource Kit. If
that is the kind of manual you want to develop, then you may
wish to refer to that section in more detail.

In other programs, there may be a need to maintain more
opportunities for teacher autonomy, with the instructor
designing or selecting classroom activities to focus on the
target competencies, vocabulary, and structures that have
been identified by the curriculum. This need may spring from
the fact that you are piloting materials for the first time, or
because you are in a start-up situation, or because there is
limited time and resources for development. In such cases the
instructors manual may serve as a kind of teacher resource
manual that provides more general kinds of information for
the instructor to use in his or her own lesson planning. Such
manuals may include basic grammatical information atout
the language, as well as generic descriptions of various
presentation and practice activities and out-of-class follow-
up activities. Other kinds of information might also be
included, like tips from teachers concerning particularly
effective ways of presenting and practicing specific
competencies or suggestions for community-contact
assignments. A number of these generic teacher-resource
guides have been developed by Peace Corps and are listed in
the bibliographies in Section 5 (Principles of Language
Learning and Teaching) of this Resource Kit.
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SAMPLES
FROM THE

FIELD

INSTRUCTORS' MANUAL
FORMATS: FRANCOPHONE
AFRICA FRENCH MATERIALS

This samples from the field comes from the teacher’'s manual that was developed along with
the Francophone Africa French Materials. It is interesting to compare this unit from the
instructors’ manual with the sample of the student textbook included earlier in this section .
This is an example of a parallel teachers text that contains detailed descriptions of all class
activities for a particular competency. As with all the samples included in this manual, you
can find complete versions of these materials on the CD-ROM that is part of this Resource Kit,
which you can adapt or use as a starting point for developing vour own.

Comporenc« n°1 Se présenter Hovice Formateur

COMPETENCE n°1: Seprésenter.  (Introdncing oneself) I

2 Le Formateur serre ;. main de chaque stagiaire et se presentc en monaract
le macaron quand J dut son nom

UB)ECTIFS o Saluerdefagon appropnée au muieu

Bontour
Je m’ap selle (nom du formateur . de la Formatnce!
Je < v (natonakité)

* Dire son nom, sa nationalite. ce qu’on est sor origne et
son éat-avil
* Prendre conge

Je sus (profession)
Je sws (état ovil)

MoTivaTiON

1 Le Formateur affiche au tableau plusieurs images< repréesentant de<
petsonnes des deun sex.s Jdifiorentes professions differentes natonalites v Les fagons de saluer serrer la macn, embrasser, s'wchiner, faire une
et otatcn s génuflexson
I v L'Afncain attend quon Jw demarnde son nom, d ne le donre pac
]/‘?{, spontanément quand U salue un ¢ranger
XY

‘otes- ulturelles

o\ B . Le Formateur aura un macaron ou u badge portant son nom.

v En général, en Afnque on se serre La main pour se saluer

v Engeneral les personnes de sexe o pose ne se posent pas de
queshons sur leur etat-ovii

N N
nl ’ B W N8 .. Aadapter dla culture du pass hote
. /I C Vour a quel moment de la iegon les introdure
! ! 4 4 Le Formateur attnbue des noms aux personnages des images o-irclucs
Mo i Madame Madermo:rwile
Monuew: sdame laderno: Ex:Usappelle Elie s appelie .
| n Exriortation |
s a  Le Farmateur présente ce dualogue en designant alternativement ies

wnages dupont 1 U le fait avec des murmuques appropriés

Banjpour, Morvieur
Bonour. Mademerselic
Cava’

Rien. merc: Etvous ?
Tres< bien. mercs

>TPpFE>
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SAMPLES
FROM THE

FIELD

INSTRUCTORS MANUAL

FORMATS: BULGARIA LESSON

PLAN

This lesson plan sample from Bulgaria shows an alternative way to provide teachers with

direction on their class. This is an example of one kind of lesson plan format. Other lesson plan

formats will be found in Section 8 (Pre-Service Training) of this manual. As with all the

samples included in this manual, you can find complete versions of these materials on the CD-

ROM that is part of this Resource Kit, which you can adapt or use as a starting point for
developing your own.

PEACE CORPS/ BULGARIA
INSTRUCTORS GUIDE

HELLO!
Lesson 1
Part |
Warm-up:
L) greets Ts in Bulgarian. L| repeats it and hands every T a color card. LI pronounces
their name and puts on a name tag.

Introduction:

Ll says several sentences in Bulgarian:
BULGARIAN LANGUAGE SAMPLE
and so on

Presentation:

Lis introduce themselves.
BULGARIAN LANGUAGE SAMPLE
Li uses map and a flag.
BULGARIAN LANGUAGE SAMPLE

Check-up:
I checks comprehension by giving Ts wrong name tags and expecting appropriate
response.




LI presents the dialogue from p 2/ ex 1
BULGARIAN LANGUAGE SAMPLE
Practice:

1. Repetition Drills -

BULGARIAN LANGUAGE SAMPLE

LI hands name tags written in Buiganan.
2. Chain Drill

BULGARIAN LANGUAGE SAMPLE

Part li

Presentation:

Using pictures LI presents greetings in Bulgarian -
BULGARIAN LANGUAGE SAMPLE
Check-up: L! says each of the greetings showing a wrong picture.

Practice:
1. Repetition Drills:
BULGARIAN LANGUAGE SAMPLE

whole group
two groups
two volunteers

2. Repetition drills of the whole dialogue from p 2/ex 1 step by step:

[ ]

3. Pair work. LTs assume role of a famous person from prepared set of pictures.
Two groups get together and everybody introduces to each other.

NB: LI encourages their students.

Application: Ts introduce ther 1selves to another LI

Assignment: What are the names of the members of your host-family.




SAMPLES
FROM THE

FIELD

INSTRUCTORS' MANUAL
FORMATS: PEACE CORPS
LANGUAGE TRAINING
CURRICULUM

This excerpt from the Peace Corps Language Training Curriculum, available from Peace Corps
Washington, is an example of a more generic teacher resource, that provides a number of
possible ways to present, practice and apply the sample competency in both in-class and out-of-
class contexts. As with all the samples included in this manual, you can find complete versions
of these materials on the CD-ROM that is part of this Resource Kit, which you can adapt or
use as a starting po.nt for developing your own.

TOPIC i: PERSONAL IDENTIFICATION
UNIT FOCUS: From the moment people arrive in a new country, they
are asked for personal information. At immigration, they show their
passport and may often be asked their name and country of origin.
They also are usually asked to fill out a document giving name, country
of origin and passport number. When first meeting host country
nationals, new arrivals are asked their name and where they are from.
During their first few days in a new country, they will be introduced to
others and they will need to respond appropriately. This unit therefore
gives the introductory language for making thc first social contacts in a
new country.

LANGUAGE FUNCTIONS:

1.1. ldentify Self (name, country of origin, passport number)
Situation: at customs

FUNCTIONS: ENGLISH LANGUAGE SAMPLES:
-asking for information : What's your name?
-identifying My name is Mary Jones.

Where are you from?

I'm from the United States.
What's your passport number?
(gives number)

rEwrIr




1.2 Introduce Self

Situation: with host country nationals; informal, social setting

-introducing self

A: My name is Marcella Jones.
Call me Marcy.

What's your name?

B: My name is Bill Smith.

A: Nice to meet you.

B: Nice to meet you too.

1.3. Introduce Others
Situation: with host country nation

als; formal/informal social setting

-introducing others

A: Mary, this is Bill Smith.
Bill, this is Mary Jones.
Mary: Nice to meet you.
Bill: Nice to meet you too.

1.4 Greet and Be Greeted
Situation: with host country nation

als; informal, social setting

-greeting people
-being greeted

A: Hello. (Good moming,
afternoon, evening)
B: Hi.

[.5. Inquire about health of others;

state own well-being

Situation: with host country nationals; informal, social setting

-socializing

A: How are you?
B: Fine, thanks, and you?

A: Fine, thanks.

1.6. Take Leave
Situation: formal/informal gatherin

-taking leave

:

A: Good bye. See you later.
B: Good bye.

ACTIVITIES:

Note: All activities for this unit are given together and not separated by competency
since much of the language is formulaic and is used as a unit for socializing.

PRESENTATION:

-Oral Dialogues (see General Activities): sample ianguage given above. As you
present the language, be sure to include any culturally appropriate gestures (smiles,

shaking hands, etc.).

-Reading own Name (for languages with a non-Roman alphabet or for students to

leamn the host country equivalent of their na
his/her name/nickname written on it. Have
cards and place them randomly on a table.
then introduce themselves.

-Dialogues: Call me
saying their nicknames when introduced.

mes): Give each student ar, index card with
students study their name. Collect the
Ask students to find their own names and

_. Present informal dialogues where students practice

-Cuisenaire Rods: Reading Numbers: (see General Activities) Present the
numbers -0 using cuisenaire rods. Then, using TPR drills (see General Activities)

have students show you |, 2, 3, (etc.) rods.




-Number Cards: Show number cards I-I0 and have students repeat the numbers as
you read them.

Passport Number: Show a passport; point to each number as you read it aloud.
Write several passpott numbers on the board that have similar numbers. Read one of
the numbers. Have students point to the number that you read. Then have students
read tt .rowt: passport number aloud.

-Form Language (see General Activities): Write the words FIRST NAME, LAST
NAME, COUNTRY, PASSPORT NUMBER on large cards. Match these cards to the
appropriate part of a student's name. Then have students take turns matching FIRST
and LAST cards to parts of their names. Then write the United States and the name of
the host country on cards. Match these words with the word COUNTRY.

Arriving and Leaving: As each student arrives at class, greet them with "Hello, How
are you?" When each student leaves class, have them line up and say to you before
they leave: Goodbye. See you later (tomorrow).

PRACTICE:
-Line-Gram Dialogues (see General Activities)
~-Chain Drill (see General Activities): Use the following sequence: My name is
. What's your name?

-Name Game. Have students sit in a circle. The first student introduces him/herself.
The second student introduces him/herself and gives the name of the first student.
This continues until the iast siudent gives the names of all the students in the class.
Example: My name is Jane. This is Bob. His name is Joe. Her name is Mary.
-Ball Toss: Have students stand in a circle. Ask: What's your name? (Where are you
from? ; How are you?) Throw a ball to one student. The student must answer the
question and throw the ball to another student while asking a question.
-Tic Tac Toe (see General Activities): Write numbers in the boxes on a tic tac toe
board and have students practice reading them while they play the game. Or write form
language sight words (NAME, NATIONALITY etc.) in the Tic Tac Toe blocks.
~Cross Out: On the chalkboard, write numbers or form sight words. Tell students to
cross out: for example: "all the twos" ; the word NAME.
-Form Language: (see General Activities) Have students compiete a form:

FIRST NAME

LAST NAME

COUNTRY

PASSPORT NUMBER
-Pictures: Appropriate Address: Show a picture of a famous person, an older
person, a child and kave students practice greeting the person in the picture
appropriately.
-Role Play: (see General Activities): Give students different roles to practice formal
and informal greetings and introductions. For example, the mother in the host family; a
child in the host family; a teacher in the school; the principal of the school; a well-
known author; a political leader; a close friend.

USE:

-Meeting New People: Bring together two classes of students. Students move
around the room meeting and greeting each other.

-Eavesdropping: : Introductions (see Listening Activities): Have students pay
attention to how they are introduced by their host families. Make a classroom list (see
General Activities, Wall Charts) of different ways people are introduced. Note any
differences based on age or refationship.

-Eavesdropping: Greetings (see Listening Activities): Have students pay attention
to how people greet each other in the host country. Make a list for a Wall Chart (see
General Activities). Compare these ways to how people are greeted in the U.S.
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THINGS

70 THINK
ABOUT

DEVELOPING OTHER
TEACHING MATERIALS

Depending on what resources are currently available, how much language program
development "hustory” there is in vour couniry, and the other mcfcrials development needs in
your program, you may also be able to develop other materials. Here are some other resources
that language programs have found useful to have.

ACTIVITY FILES

PICTURE FILES
FOR USE IN CLASS

An activity file is a collection of readily adaptable
techniques such as games, concentration boards, and other
things that can be used in a wide variety of competencies. In
addition to providing general enrichment, it can be a source of
"emergency lesson plans” in the event that a teacher suddenly
is unable to teach, and a substitute teacher or activity needs
to be found in a hurry.

Using visual aids in a classroom can vastly improve the
quality of the lesson by comununicating meaning without
having to translate into English, and increasing the interest
and involvement that students have in a lesson. Visual aids
provide ways to increase variety in drills and practice
activities, and can also be used in manv ways for student-
student interchanges. Picture files can be organized by
semantic categories (clothing, food items, fruit, etc.) according
to competencies (pictures of the bus station, the bus, the ticket
seller, etc.) or grammatical categories (nouns, verbs,
adjectives, etc.)

Here is a list of common visual aids that many language
teachers find useful:

* photographs (pictures, slides, overhead transparencies)

* maps and charts

e cataloge

* signs

* directions
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REALIA

AUDIO AND
VIDEO-TAPES

Real objects (articles of clothing, fruits and vegetables) are
used in the same way as other visual aids. They greatly
enhance the classroom setting and make such activities as
role plays much more engaging. Having a collection of
common household items will make language practice
activities much more realistic.

Here is a list of common realia (items from real life) that
many language teachers find useful:

¢ food or drink

¢ forms from business or government

¢ documents (identification, passports, etc.)

¢ articles of clothing

* tools

* consumer goods

* toys

* puppets, dolls, marionettes

* games

¢ charts

* catalogs

* models of inside and outside buildings

* directions on packages

Audio and video tapes are excellent ways to practice listening
comprehension, preview and rehearse out-of-class contact
assignments, and to introduce cross-cultural information like
gestures and non-verbal communication. If you have the
resources to let the Trainees make tapes of themselves and
others, you will find that this is an extremely popular and
effective way to get Trainees to observe and use language
outside of class.

Trainers can collect prerecorded tapes and can also prepare
their own cassettes for use in language training sessions. If
possible, you should also prepare tapes that Trainees can use

for independent practice outside of the scheduled training
sessions.’

Audio-tapes could include radio broadcasts, popular songs,
and dramatic readings of written articles at different levels
of difficulty. For example, a lesson on the competency
“"Discussing the Host Country’s Economic System” could use a
recording of an authentic or simplified news broadcast on
current exports. Later, learners could use the tape on their
own time for extra listening practice.

In addition to the use of video-tapes mentioned above,
another use has been developed by Peace Corps Lesotho.

They have developed a file of video-taped lessons for most of
the competencivs in their curriculum. A student who has bear,
absent from a class can review what he or she missed before
rejoining the next class.
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READING
LIBRARIES AND
COMMERCIALLY
PREPARED
MATERIALS

BILINGUAL
DICTIONARIES

VOLUNTEER
NEWSLETTERS

A language resource center for Volunteers is an excellent way
to support continued language leamning after PST. Language
resources such as books about the country, popular literature
such as magazines, newspapers, and novels, day-to-day
materials written in the language such as train schedules,
television guides and other materials can also be utilized for
individual study and out of class research projects. More
comprehensive commercially prepared language learning
materials should also be available in the library, such as
target-language dictionaries and grammars, commonly used
children's books and school materials

A good bilingual dictionary is usually considered to be a basic
need by most language learners. In the event that one is not
commercially available for your country, you may need to
commit Peace Corps resources to developing one of your own.

Volunteer newsletters, with ongoing language materials, as
well as Volunteers' own translations of and writings in the
target language are discussed in more detail in Section 6
{Ongoing Language Learning) of this Resource Kit.
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HOW

TO DO IT

COLLECTING, SAVING AND
SHARING TEACHING
MATERIALS

You can begin gathering training aids—the materials vou will need to carry out vour program in
the classroom—as soon as the needs assessment has been completed and the list of competencies
is available. Training aids for a lesson on changing currency, for example, might include coins
and bills, bank forms, currency tables, cards showing buildings, and a bingo set. A competency
related to visiting a distant village might include training aids such as tape recordings of local
dialects, a record of local music, and samples of regional clothing. Trainers need to do three
things with these aids: collect them, save them, and share them.

COLLECTING
TRAINING
MATERIALS

MATERIALS TO
COLLECT, SAVE,
AND SHARE

1. VISUAL IMAGES
A. OBJECTS
B. PICTURES

2. TAPES AND
RECORDS

3. WRITTEN
LESSON PLANS

SAVING
TRAINING
MATERIALS

* Some visual aids, such as coins or clothing, are easy to
collect. Other things are not so easy to find, especially
drawings or photos. The language staff should be constantly
on the lookout for pictures that could be used in a lesson plan.
Trainers can draw pictures themselves, cut them from
magazines or posters, or make copies from books.
Phonograph-record jackets, book covers, and even the family
photo album are all potential visual aids. Prints of paintings
and drawings by local artists are another excellent source of
visuals. The more famous ones are sometimes sold in the form
of inexpensive postcards at national museums. Even when the
objects, actions, or meanings of the pictures are not clear, they
can be used to stimulate discussions on competencies related to
local culture.

* It is tempting to send away for materials during training
cycles, when it is too late, and to forget to do so between
training cycles, when it isn't. Send for a training aid as early
as you can. Even if the material doesn't arrive in time for the
current training cycle, it will be available for the next one. 1f
funds for purchase need to be arranged, start the application
process immediately. Or buyv the materials vourself, to keep
for vour own professional use and development.

* You should plan to save the materials you collect

permanently. Unfortunately, Trainers often have great
success with a teaching aid or lesson plan and then neglect to
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SHARING
TRAINING
MATERIALS

preserve it for a future traiming cycle. This is especially true
when an idea for an exercise emerges spontaneously in the
process of conducting a language training session.

* The new activity should be noted on the original lesson plan
as a permanent record. Save the object or picture you found at
the last moment in the same way you would jot down an
activity you thought of at the last moment. Set a storage box
for those objects in a protected place. If possible, mount your
visual aids on cardboard rather than paper. Find a box for
storing prepared cassettes or use a commercially produced
cassette shelf.

* Lesson plans are perhaps the most crucial of all training
aids to save. Make files for lesson plans so you can retrieve
them easily when you want them. You should also store
related documents with the lesson plans, such as the checklist
for lesson plan balance and variety, the competency outline,
or any commentary on the lesson plan, for later use.

* The most logical way to file lesson plans is under the
competency they introduce. You can have a filing system of
competencies, grouped by topic, so that if you rearrange the
order of presentation of competencies, the ba. < units of the
curriculum will rerain intact.

¢ Make it a rule to save everything vou use in your language
training session. Even if you plan to revise a lesson before
using it again, save the original plan to use as a starting
point. In this way,you can build on your successes, spending
you can build on your successes, spending effort on refinement
rather than starting from the beginning again. When you
have plenty of training aids, you can be sure that your class
time will be spent enjovably, with a lot of interaction and
variety. That is the key to successful language acquisition.

Language Coordinators should provide opportunities for
Trainers to demonstrate to colleagues lessons and materials
that have been particularly effective in their classrooms. If
you are given a chance to see what other Trainers are doing,
everyone in the program will benefit.

¢ In addition to facilitating the sharing of ideas among
Trainers, it is a good idea to build a permanent library of
materials. Since loose lesson plans, visual aids, and cassettes
have a tendency to get misplaced, each training site needs to
develop a way of handling, storing, and protecting materials.
¢ All of the work involved in developing a complete
competency-based language training program should be
preserved for future training staff to use, adapt, and improve
upon. Curriculum design and development are an ongoing
process that should be reviewed and perhaps revised before
each new training cycle. Collecting saving, and sharing
materials are an important part of that process.
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THINGS
TO THINK

ABOUT

LOGISTICAL CONSIDERATIONS
FOR MATERIALS
DEVELOPMENT

In addition to the various design considerations that we have already mentioned in this
section, there is another set of criteria that must also be considered: the practical realities of
your post that determine what resources you have to work with. It is important to establish
materials development goals that can reasonably be achieved given the resources that are
available. The best design in the world will not be realized without the sufficient resources to
commit to the effort. The questions below are useful to consider as you determine what vour

final product will look like.

WHAT
RESOURCES OF
TIME AND MONEY
ARE AVAILABLE?

HOW MANY AND
WHAT KIND OF
PEOPLE ARE
INVOLVED?

One reality in any project is how much time and money are
available. Both of these may be issues that you, as a
language coordinator, will have relatively little control
over. Many budget considerations may have alreadv been
determined by the Country Director and other Peace Corps
staff long before vou arrive on the scene. Your total budget
may have been determined as a part of the total training
budget. Especially in countries with no full-time Language
Coordinator, where the position is considered to be primarily
a part of the training budget, you may not have much
opportunity to influence the development of how much time or
money will be available for your materials development
effort. As Language Coordinator, are vou hired just for a PST,
or is your position a full-time year-round one? What are the
expectations of vour post about how much materials
development needs to be done?

The scope of what vou can do depends in part on what kind of
a budget vou have for the project--whether you have enough
funding to hire a team of twenty or a team of two. It also
depends on what kind of language teaching professionals
there are for you to choose from. In some countries there is a
long tradition of teaching the language to foreigners, and
there may be many hundreds of talented and qualified
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WHAT KIND OF
TECHNICAL
RESOURCES DO
YOU HAVE FOR
THE PROJECT?

individuals to rely on. But in other posts there has
historically been very little experience in teaching the
language, and as a result, there are relatively few qualified
people to choose from. You may need to select team members
based on their knowledge of English or previous experience
working with Americans rather than their background in
language teaching or materials development. In some
countries, the tradition of language teaching is very different
than the communicative, competency-based approach
utilized by Peace Corps, and even though experienced
language-teaching professionals are available, thev may not
have the required flexibility and commitment to Peace Corps’
pragmatic, results-oriented approach. Remember, too, that
vou may want to seek outside expertise from Peace Corps
Washington or Peace Corps staff from another post where
language needs or training conditions are similar to vour own.
Refer to the first section of this manual for tips on how to
negotiate for such resources with vour Country Director.

The "look” of your final products will also be determined bv
technical resources. Do you have the computer equipment and
expertise to handle sophisticated graphics and other
teatures, or are you working in a situation where the best you
can hope for is a tvpewriter and a photocopy machine? Will
vour final products be off-set printed? How long does it take
such things to be accomplished? Are there locally available
people to help with the job, or will it all have to be
accomplished in-house? How much technical support does
the training program receive from the Peace Corps office?
What facilities do you have for obtaining illustrations and
other visual aids that will form a part of your materials? It
is important to establish goals and formats that can be
accomplished with the tools vou have available.
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HOW

TO DO IT

ESTABLISHING YOUR
MATERIALS DEVELOPMENT

TEAM

WHO SHOULD
YOU HIRE?

POSITION
DESCRIPTIONS
AND
STATEMENTS OF
WORK

Once you have considered the logistical realities that might
effect your final product you are ready to gather together a
materials development team. It is likely that you will want
to involve the team from the very beginning of the curriculum
development process, and not just as materials writers. It's
also important to remember that the skills you are looking for
in a good materials developer may not necessarily be the
same as those needed by a good classroom teacher.

* Ideally, your team will be made up of language teaching
professionals who have had previous experience developing
materials for other training contexts. In addition, it is
usually wise to have at least one or two experienced classroom
teachers, ideally, people who have taught in previous
training programs and have a good first-hand idea of the
needs of and challenges involved with teaching Peace Corps
Trainees.

e Other skills and characteristics would be imagination and
creativity, a svstematic approach, and the ability to stay
focused throughout the development process. Your developers
will hopefully be familiar with the technical resources that
you have, such as computers, word-processing and graphics-
design software.

Your team will probablv consist of vou as coordinator of the
project, a number of materials developers, and other positions
such as graphics lay-out artist, secretary, typist, etc. as the
logistical realities of your situation determine. You will need
to draw up a formal statement of work for each position that
specifies exactly what is to be accomplished, and when it is
to be completed. Section 2 (Teacher Supervision) of this
manual contains a more complete di:.cussion of the process of
recruiting and hiring teachers, and much of what is suggested
there applies equally to materials development. Refer to
that section for general guidelines about what should be
contained in a statement ot work and other issues involved m
recruiting and hinng people for vour program.
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e In addition you will need to develop a clear schedule of
when things should be accomplished to ensure that there is
sufficient time to review and revise as needed, as well as to
meet any deadlines for printing your finished product.

* Below is a sample statement of work for a materials
developer position that was adapted from one that was
developed in Bulgaria (The original version, as well as other
samples of statements of work for other materials
development positions is included in the following Samples
from the Field section.) Notice how it specifies the number of
days for the project, a general description of what is to be
produced, and the process that will be followed, as well as
detailed information concerning deadlines and required
formats for how the materials will be developed.

Statement Of Work:
Language Curriculum and Manual Team
Contractor:

Duration & Period of Performance:
All activities associated with this activity are to occur between and , for a total

number of actual working days not to exceed days each, at a rate of per day.
The payment will be executed three times, each payment being one third of the total amount of
the contract. First payment will be made on____, the second payment will be made on ,
and the third payment will be made on

Supervision and direction will be provided by , Peace Corps/ . Language

Program Coordinator.

Overall Objective:

The overall objective of this activity is to design and develop a Language Manual and supporting
materials within the Peace Comps Competency-Based Language Curriculum framework. Specific
activities and responsibilities for individual team members include, but are not limited to, the
following.

Initial Activities

+ Develop and implement a needs assessment instrument and methodology for the
development of an effective Language Manual for use during Pre-Service Training.

* Review existing Language Manual from PST '95.

+ Review existing Peace Corps language matenals utilized in other posts.

+ Meet regularly with Language Coordinator to discuss ongoing issues concerning the design
of the curriculum and the Manual.

Activities

* Design a competency-based PST language curriculum.

+ Develop effective materials and resources to be used in the language teaching classroom,
including, as appropriate, audio-tape materials.

+ Develop guidelines for applying a variety of effective teaching methods compatible with
competency-based language instruction and communicative language teaching techniques
appropniate for adult leamers.

* Develop specific language performance objectives and a schedule of course work for PST
based on the time frame of the particular training design.

* Design approximately 30 lessons and relevant accompanying language materials which
should incormporate language and cultural objectives and communicative leamer-centered
activities.

+ Develop and present the first 10 lessons of the new Language Manual not later than __ .
The second 10 lessons should be presented by ___and the last 10 lessons - not later than ___.
* The text of content of all lessons and audio-tape matenals to be delivered on a diskette in
Word 5.1 with illustration notes regarding layout.




TO DO IT

ENSURING ON-GCING
REVISION OF MATERIALS

Of course you will want to evaluate the effectiveness of your materials at the end of training,
by giving both Trainees and teachers an opportunity to give feedback and make suggestions for
improvement. But if time allows, vou may also want to carry out this evaluation of materials
while the materials are being developed initially. Language Coordinators in the ECAM region
have suggested developing networks with these groups of people to solicit in-put and foster on-
going evaluation and revision of materials.

OTHER Contact other language teaching professionals and get as
LANGUAGE much input from them as possible. Involve prospective
TEACHING teachers in materials develcpment and revision.
PROFESSIONALS
OTHER PEACE Maintain contact with other Language Coordinators and
CORPS Peace Corps Washington Language Training Specialists on
LANGUAGE the current projects in materials development. Write regular
TRAINING reports summarizing progress of work with respect to vou:
SPECIALISTS workplan. Send copies to your CD, PTC and to Peace Corps
Washington.
INTERESTED Involve interested Volunteers in language materials
VOLUNTEERS development and revision. Write a letter to the Volunteers.

Based on Trainees’ feedback from PST, involve those
interested in the revision process by soliciting suggestions for
revisions.

334



SAMPLES
FROM THE

FIELD

STATEMENTS OF WORK FOR
MATERIALS DEVELOPMENT

The following samples from the field illustrate different statements of work for positions that
vou may wish to include as part of your materials dev .lopment team. As with all the samples
included in this manual, vou can find complete versions of these materials on the CD-ROM
that is part of this Resource Kit, which you can adapt or use as a starTing point for developing
VOur own.

BULGARIA This sample includes statements of work for positions of
MATERIALS curriculum and mater: 1s developer as well as layout
DEVELOPMENT specialist.

TEAM SOWS

Peace Corps / Bulgaria
Statements Of Work for Bulgarian Language Curriculum and Manual Team

PST Language Curriculum and Manual Developer

Duration & Period of Performance:

All activities associated with this activity are to occur between February 26, 1996 and
May 10, 1396, for a total number of actual working days not to exceed 30 days each.
at a rate of 1,880.00BL per day. The payment will be executed three times, each
payment being one third of the total amount of the contract. First payment will be
made on March 8, 1996, the second payment will be made on Apni 5th, and the third
payment will be made on May 20, 1996.

Supervision and direction will be provided by Zoya Lubenova, Peace Corps Bulgaria
Language Program Coordinator.

The overall objective of this activity is to design and develop a Bulgarian Language
Manual and supporting materials within the Peace Corps Competency-Based
Language Curriculum framework. Specific activities and responsibilities for individual
team members include, but are not limited to, the following:

Initial Activities

* Develop and implement a needs assessment instrument and methodology for the
development of an effective Bulganan Language Manual for use during Pre-Service
Training.
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» Review existing Language Manual from PST '95.

* Review existing Peace Comps language materials utilized in other Posts.

* Meet regulary with Language Coordinator to discuss ongoing issues concerning
the design of the curriculum and the Manual.

Activities

¢ Design a competency-based PST language curriculum.

¢ Develop effective materials and resources to be used in the language teaching
classroom, including, as appropriate, audio-tape materials.

¢ Develop guidelines for applying a variety of effective teaching methods compatible
with competency-based language instruction and communicative Janguage teaching
techniques appropriate for adult learners.

¢ Develop specific language performance objectives and a schedule of course work
for PST based on the time frame of the particular training design.

+ Design approximately 30 lessons and relevant adjoining language materials which
should incorporate language and cultural objectives and communicative learner-
centered activities.

» Develop and present the first 10 lessons of the new Language Manual not later
than 20 February, 1996. The second 10 lessons should be presented by 5 Aprii and
the last 10 lessons - not later than 15 May, 1996.

¢ The text of content of all lessons and audio-tape matenals to be delivered on a
diskette in Word 5.1 with illustration notes regarding layout.

PST Language Manual Layout Specialist

Duration & Period of Performance:

All activities associated with this activity are to occur between March 11, 1996 and
May 31, 1996, for a total number of actual pages A4 not to exceed 250 pages, at a
rate of 70 BL {seventy) per page. The payment will be executed three times, each
payment being respective to the total amount of pages presented by the time of the
payment. First payment will be made on March 28, the second payment will be made
on April 30, and the third payment will be made on May 31, 1996.

Supervision and direction will be provided by Zoya Lubenova, Peace Corps Bulgaria
Language Program Coordinator.

The overall objective of this activity is to design and format language lessons
developed for the Bulgarian Language Manual. Specific activities and
responsibilities include, but are not limited to, the following:

Duties and Tasks:

* Design the overall layout of the Bulgarian Language Manual and present it to the
Language Coordinator for discussion.

* Format lessons designed and developed for the PST Bulgarian Language Manual.
+ Scan pictures, if necessary.

+ Meet regularly with the Language Coordinator and the Bulgarian Language
Curriculum and Manual Team Members to discuss ongoing issues concerning the
design of the Manual.

» The text to be formatted will be presented to the contractor on a diskette typed in
Word 5.1 with illustration notes regarding layout.

» Format and present the first 10 lessons of the Language Manual not later than 29
March, 1996. The second 10 lessons should be presented by 30 April and the last
10 lessons - not later than 24 May, 1996.

* The formatted text of all pages to be delivered on a diskette in Word 5.1 for
Macintosh.
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PHILIPPINES This sample from the Philippines is a position description

MATERIALS that does not specify appointment details like period of

DEVELOPER service or salary, but does provide other important

POSITION information, such as who the developer will coordinate with

DESCRIPTION and a breakdown of the specific tasks (such as proof-reading)
that are an integral part of anv materials development
process.

Peace Corps/ Philippines
Statement of Work
Materials Developer

Position Title: Language Materials Developer
Reports to: Language Coordinator/Assistant
Coordinates with: Other Materials Developers

Position Summary: Responsible for the development, revision and proofreading
of varied ianguage materials for L1 and PCT reference in Pre-Service Trainings.

A. Professi 1 Devel nt Preparation

1. Reads and reviews existing language materials and other references

2. Regularly and promptly attends meetings, problem solving sessions and team building
activities.

3. Consults with Language Coordinator/Assistant Language Coordinator in his/her areas of
major responsibility as stated in the job description.

4. Able to work independently and/or with other proiect staff.

B. Materials Development

1. Reviews existing language materials in the target language.

2. Develops/Revises core competencies.

3. Develops/Proofreads glossary based revised core competencies.

4. Reviews/completes language worksheets and puts them together on the form of a
workbook.

5. Writes/Revises grammar notes per Pre-Service Training module.
6. Reviews/Revises taped lessons prepared in past trainings.

7. Prepares other instructional/reference materials i.e. newspaper reader, comic strips,
folkiales etc.

8. Proofreads developed materials prior to production.

C. Project Evaluation
1. Participates in the regular evaluation of the different phases of the project.

2. Discusses strengths and weaknesses of the project for the purpose of improving future
materials development endeavors.
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HOW

TO DO IT

USING COMPUTERS TO WORK
WITH TEXT AND PICTURES

ECAM has developed the following guidelines and suggestions about using the computer for

desk-top publishing that will help vou develop materials that are visually attractive and
easy to revise.

ASPECTS OF TEXT There are two aspects to any text vou write. The formal part,
which is the font, its size and stvle, the layout of the text on
the page, such as line spacing, spacing of the characters,
spaces between paragraphs, etc. Then, there is the logical
aspect, which is how your text breaks down to make chapters
and subchapters. Then, vour text also contains some
accessories that make reading it easier, such as table of
contents, index, headers and footers, lists of pictures.

Your computer can make vour life significantly easier in al of
the above. It will help you with the form, of course, but,
while vou still have to supply all the content, the computer
will help vou organize it into easily manageable sections and
subsections (e.g. chapters, and subchapters). It will help vou
move around sections the wav you like, and it will help vou
ensure consistent formatting for your chapter and subchapter
titles, as well as other text and paragraph formatting that
vou use often. It will also help vou prepare such things as an
index and a table of contents with little more than one
keystroke. This holds for documents anvwhere between one
and one thousand pages.
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FORMAL ASPECTS OF TEXT

| Character font
(Word, type
Sentence)
size
spacing

Paragraph border
background color

line spacing

justification left :

right " e

full

centered

space -
before/after

indent whole paragraph — left/right

first line *

alt but first line (hanging) i y

drop cap

Page format (A4, Letter, Legal)
margin
numbering
orientation (portrait/landscape)
footer/header
columns

tables
picture

LOGICAL ASPECTS OF TEXT

Chapter title
number
subchapters
Text accessories front page
table of contents
index
lists
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HOW TO FORMAT TEXT

What How

{ Character

Spacing Format — Character — Spacing
between

character

s

suparscrpt " "
Subserpt and Format - Character — Subscript/Superscript

Typeface Serit (Times, Palatino)
SansSerif (Helvetica, Geneva)

[ Paragraph
Background SRR £ der QR ———
rBord Line
color R | o =
= :ott‘ed i (Cancet)
= airline e
T single =
prm——————— Thick ———
L= Double | ==
From Tent: |8 pt S]
Shading:
rPreset Borders — :
Format — Border ||| = (—) ][]
None Box Shadow ;——:jwl~ —v
Border Format — Border
Line spacing Format — Paragraph (¢ - M) / Toolbar
Alignment Format — Paragraph (¢ - M) / Toolbar ==
indent Format — Paragraph (¢ - M) / Ruler ==—"—= (no indent); &——i-
(left indent); Z==——== (hanging indent); ==—== (first line indent);
——= (right indent)
Drop cap Insert - Drop Cap
Page/
Document
Page Format File —» Page Setup
Margins Print Preview, Format - Document
Orientation File —» Page Setup

Footer/Header  Uiew
Page Number  Uiew — Footer (Print Preview)

Columns Toolbar — , Format — Section
Replace Edit

Change text to Insert

table
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Section...
Oocument...
Border...

'mlrom Tools 1

paragraph... %M

Table Celis...

frame...

Tabie Layout...

Style...

xT
< Revert To Style %O

Chenge Cose...

IR corder NS
———

rBorder

From Yext:

Line

- - [None l 0K l
Dotted | — m
Halriine § - -
Single
Thick

~Preset Borders

None

= |

Box Shadow ('

Shading:

Co Gl

S Y S

-

Using this dialog box, you can put a border around
a paragraph, a frame or a table. You can also

v Plaln Text xeZ
Beld xB
1islic 4]
gnderline 2Y
Format menu contains the most important items.
EEEIREEN Charocter NENEENENAENESERN
- EEp—— |
Font: Slze:
|
Undertine: Color: ' @
[None T+} [Biack T} (appiy )
Style Position
[D Boid @ Normal 8y:
3 1tatic QO Superscript
3 outiine QO subscript
3 shedow
O strikethru | rSpacing
0 small Caps { | @ Normat By:
[ Ril Caps O Condensed
O Hidden Q Expanded

This dialog box lets you change the look of
characters. Remember shortcut % - M.

change the background color.

TANRRELENON F uragroph IENR
Spacing e
Before: Line: ‘ 0K ’
aterr [opt | [Rute v} |

RpDI!
rindentation rPagination (Cheply ]
Left; {0 Page Break Before
[ Keep With Next

Right: [JKeep Lines Together

This dialog box offers you options to change the
settings of your paragraph such as indentation,
space before and after, and line spacing.

Remember the shortcut @ - M.
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HOW TO WORK WITH

WHAT CAN BE DONE WITH PICTURES?

PICTURES

Insert Make it part of text

Insert A Picture

Embed in text/ wrap text around

Insert & Frame

Use subscript/superscript to level picture

with text
Resize Select by clicking on the picture, hold down
SHIFT and drag handle
Crop Click, drag handle without holding down
SHIFT
Edit/Change Add/delete lines, circles, text Double click (more in

the manual)

WH4T KINDS OF The best and easiest way to include pictures in vour document,

PICTURES THERE s to do it directly, with computerized pictures. The CD-Rom

ARE AND WHERE that accompanies this manual contains a large picture bank

TO GET THEM that has been developed by Peace Corps countries from around
the world, and the images illustrate most of the competencies
and cultural contexts that vou are likely to need. It's a good
idea for vou to spend some time looking at what is already
available on the CD-Rom. These images can be copied and
pasted directlv into you document.

The pictures that vou only have on paper and want to use in
your documents must be scanned in the computer. For that vou
need a scanner (it works similarly to the photocopier only
the output goes directly to the computer). Some Peace Corps
posts have a scanner available but it is always possible to
have a local computer dealer scan pictures for a fee. With
scanning and using existing pictures, vou need to consider

copyright issues.
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USING STYLES

STRUCTURE OF
DOCUMENT

Each of these components should have a stvle assigned.
*Title

*Table of Contents (TOC)

*Heading 1{Bold, 24pt, Helvetica, 3 lines before, 3 lines
after, centered, keep with next, page break before]
*Heading 2 - [...etc].

Text

The Heading styles are predefined in some versions of
Microsoft Word, and can be used for defining sections, which
are then easy to move around (see box below). Styles also
make it easy to consistently change formatting throughout
the document. Also, Microsoft Word can generate a table of
contents for any text defined withHeading 1 -9 stvle. Read
more on styles and tables of content in MS Word manual.

s+ Heading 1
%, Headling 2
= Heading 3
= Heading 3
= Heading 3
& Heading 2
= Heading 2
+ Heading 1
= Heading 1

Outline view
You can move sections by dragging them up
and down. You car also change level of
individual secticns.

Define Style

Format A& Stvle, use a selection as a model

Redefine Style

Style pull-down menu £ select stvle, and choose redefine

[fermat 1)

Move Headings

View & Qutline (drag on handle — if you move a heading in
this way, all underlying text, including lower level headings, is
moved)

Generate Toc

Insert & Table of Contents

SE R




DOS AND DON'TS OF
REVISABILITY

People revise 99 percent of their documents, at some point. It can take a ot of time, or it can be
done easily. All your documents share certain structure, such as title, section headings, and
body text with different types of indent, justification, paragraph spacing, etc. If you later wish
to change formatting of some frequently repeating feature (for instance, increase font size in all
second level chapter headings), you either have to do it manually for each occurrence of the
feature, or you if you used different styles for different components of your document (text,
heading, list, table) all you have to do is change style definition, and the formatting changes
accordingly, throughout the document.

Do...
BASIC RULES OF
REVISABILITY

DON'T...

FIVE CRIMES
AGAINST
REVISABILITY

To ensure revisability of your documents, it is good to observe
a few simple rules when writing your documents:

* Use styles for every type of text repeating throughout the
document (e.g. headings, lists, text in tables, header/footer,
body text, paragraphs following headings, etc. ).

* Use tables for tabulated text.

Once you've tried to make changes to a document that was
prepared without any regard to revisability, vou will see
how grave the following crimes are. Not using styles is bad,
but any of the following take vou back to the age of
typewriter. So remember, NEVER use...

¢ ENTER to end lines (the computer will end the line for you)
¢ TAB to mark first line indent or hanging indent (set the
ruler to do it automatically).

¢ more than one TAB together (set a tab mark on the ruler, or
use table).

¢ more than one space except after a period(use TAB).

¢ two ENTERSs to put extra space between paragraphs (use
settings in the paragraph dialog box).
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KEYBOARD SHORTCUTS

SHORTCUTS

When you're typing on the keyboard, having to reach for the
mouse to perform simple commands disrupts your rhythm.
Memorize the following shortcuts, and you w:l be able to
work more efficiently. Observe your work habits. If you see
that you're using a certain command too often, learn its
shortcut. It is usually written next to it in the menu. Word 5.1
also lets vou make your own shortcuts.

It is also recommended to use drag-and-droy function to move
and copy text.

ESC--cancel

% - P print

RETURN highlighted command

& — O open document

& - Q quit program

& - N new document/folder

& — W close window

® - F find

® — S save document

OPTION,® held down during start-up-rebuilds desktop

To speed up your common tasks, consider using Glossaries (or
AutoText in Word 6.0). They allow you to quickly insert text
and graphics that you use often. Read the manual for details.

Jou



Paragraphs

Use indent to do thus test text test text test text test
text Never TAB!

The same for thus: test toat test text test text test
text Never use TAB'

== NOINDENT =X RIGHT
INDENT

LEFT INDENT 10—
HANGING INDENT

E—L FIRST UNE INDENT

It 15 better to put spaces between paragraphs using the
PARAGRAPH dialogue window from FORMAT menu

All options for formatting paragraphs are
in the PARAGRAPH dialogue box in menu
FORMAT. Including borders and shaded
background.

i tefr ! Page Sreek Satore i —
e | ) Ky LE MRt (RO
L L 1S kesp tmas Tegetser | (Forger...
§ 8= (rome |

Characters
Go to FORMAT/CHARACTER to do:

cutine, shadow, “TTTH, . SMALL CAPS

steikethreugh, underline.expanded
spacing by 3 pt. coderedspaarptyipt Farsed

by 3pt, lowered bv 3 pt-
Or any combination of the above.

Use different fonts to highlight parts of text
E.g Helvetica for titles and Palatino for body text
(A W B N\ thusis the difference between seri* and
sans senf. fonts without senfs. such as Helvetica stand
out more n a text)
(Never use more then one sent and one sans senf featin
one text'}

Select the nght hevboard iaveut in the KEYBOARSS Cortrvl Fane!

Troubleshooting tips

+ Retuild s our desktop from time to tme by hoiding dowr

appie and opavn dunng start-up

- Do thus es; v if chckung on a document ier
doesn t start the applicanon that created :t (proviaec vou
have the applicanon in vour comnputer!

L there’s a problem wath you computer trv 1o solve it dJong

the folewang

- Restart with the extensions tumed of! thold down SHIFT
dunng start-upi

- 1f the problem disappears sou inow that some ot vou
extensicns are 1n CONLLCt OF your preference files are
cormupted

~ Delete il preferences in your svstem foider that veu
how vou don t need (vour computer wall autormane v
ITedte new ofies — sOme Preferences Ay tonlan
important data. e ¢ QuuckMal)

- restart and if the problem remauns

- take vOUr extensions out One at a me and testant
after each. when the problem disappears vou have feund
vour condlicting extension (1f vou have the EXTENSIONS
MANAGER control panel, vou can use it for thust

- tn removing the extensien of replaang it with a new
ane

- if the problem remains even with extonsions oft
centgt prefsaens] help

Never evers

¢ never turn off vour computer directlv
(g0 to the SPECIAL menu and choose SHUT
DOWN then turn the computer ¢ff!

¢ never use RETURNs to end lines
(the computer will end the bne for vou

® neve! use spaces to offset text
(use TABs or indent instead)

¢ never use TABs for first ine indents
(set the indent on the ruler - T=—*-

e never use TABs for hanging indents
(set the 1ndent on the ruler - T——71"

¢ never use RETURN: to get to the next page
tuse INSERT ' PAGE BREAK instead)

* never put move than one TAB together
(set a tab mark on the nuler or use tables

* never put more than one space except after a
penod (use TAB)

¢ never use two RETURN: to put eatra space
between paragraphs
wire wettings in the paragraph dialeg beve
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Headers and Footers
Headers and footers are text that appears at the top or
bottom of every page in your document.
To insert a footer or a header

. choose VIEW/HEADERS AND FOOTERS whule 1n
the NORMAL view

. type the text or insert a picture

. chick the CLOSE button
What can be put in the footer

. page number (chick the page number button:
. picture

. border

How to make the first page different

. choose FORMAT/DOCUMENT

. check the DIFFERENT FIRST PAGE check-box

In Weord 60, it 15 also possible to have different odd
and even footers and headers You can also put the
ntle of the chapter there, the total number of pages,
and many others

Styles

What is style?
Every paragraph tn Word 1s formatted Sometimes the
formatting 1s very complex. For instance. [bold, Helvetica,
centered, 7 ines before and 1 Line after]. I you want to have a
number of puagra‘g.{\‘s to be formatted 1denticaliy, vou maxe a
style that you can apply to each paragraph.
What do styles do?
o keep comsistent formattmg throughout a long and complex
document, or through all your docurnents
* change all paragraphs with identcal formattng and a stvie
assigned by changing the defirution of the style
o create Table or Contents with a sumple command using the
pre-defined HEADING 1 - HEADING 9 styles
e move, promote’ demote sations i the OUTUNE Vit
How to define a style?
Ycu define styles by gving an example
¢ format one paragraph as you want all the paragraphs with
the style to appear
o clck tin the style pull-down menu on the bottom toolbar and
type the name of the style
¢ it RETURH and confirm the defirubion
How to change the definition of a style?
e change formatting of one paragraph with that sty le
o select the style from the stvle pul-down ownu

. confirm that vou Want to redefine sty based or.
selectior

X

importing Word 6.0

If vou have Word 6 0 for Maantoshé&Windows hlen

vou Word Commands folder, vou can oper Word 6.0

documents it Word 5 1

* open Word 5 1 one and choose FILE‘OPEN

. in the pull down menu DISPLAY FILES OF TYPE.
choose ALL

. open the desired document
. it will appear in an unttled window
If wvos den't have the Iverd £ ter

Macintesh&Windouws  tle. place 1t in the WORT
COMMANDS folder I+, w vvDARD 21 toider and quir
Word and start it agay .

Quick Email

What is the difference between email and QuickMasl
Email 15 short for electronic mail it means sending
messages via a computer network. The apghcanon
used in Peace Corps for e-mail is called QuickMail
What you can do in QuickMail
. send a sumple message to anvbody connected te
QuickMail
- click on the NEW butten
- selecta form veu want te use
- chick anywhere 1n the grav are with the 7C
ficld
- address the message by dragmng the
adressee s nametss into the 70. or CC' boxes and
chick OK

. endose a nle with vour message

- cick on the butter with a paper by
- select files vor want to enclose and chck i

Enziox !
- chiich. OK




Making Your Computer Faster

There a few basic rules to observe:

Computer in general

. rebuild your desktop from time to ime by
holding down OFTION, & duning start up

. remove all unnecessary extensions

. increase memory allocated to your applicatons
~  click on the application 1con once
- from menu FILE choose GET IrF0
- typein a higher number into to the

rec - mmended box (CAUTION: [t must be 2 MB less
than the total memory n your computer)

MS Word 5.1/6.0

. make sure that you are working in the NORMAL
view (VIEW/NORMAL) — PAGE LAYOUT 15 only if you
want to view and edst multiple columns, or pictures
n frames, otherwise 1t 1s much slower

. in TOOLS/OPTIONS, select VIEW and check the
PICTURE PLACE HOLDERS checkbox, it will only
display empty frames for pictures, and the scrolhing
will be faster

. in Word 6.0 only  tn TOOLS/OPTIONS/VIEW
check the DRAFT FONT option: work with the
document will be faster but you won't be able to see a
lot of the formathng

Columns

There are two types of columns. Parallel. for whach
you use tables, and Newspaper-hke tor which a
special feature of Word 15 used.

Mark the section where you want multiple columns
¢ position the insertion point where vou want
your two columns to start
« choose INSERT/SECTION BREAK
¢ do the same where vou want vou section to end
Tell the computer how many col vou want

¢ position the insertion point between the two
section breaks and click on an icon with two or

three columns

® to set addinonal optiors choose
FORMAT/SECTION

¢ inthe dialogue window you can set the gap
between two columns

CAUTION: Make sure that the section has the NC:
BREAK option set up Otherwise, vour columns may
start on a new page even if vou don't want them to

TO VIEW: You either have to be in the PAGE LAYQUT
view or print preview to view columns as theyv will be
printed in NORMAL \iew. vou only see a single column

Tables

To begin a table: Click on the table icon (W) and drag to
select how many rows and columns vou want' To precisely
setthe table: go to INSert menu and select Table'

To putaborder around 2 table: select the cells you want to
have border around = go to the FOPmMat menu and select
Border = in the Line section sciect what kund of Line vou
want = 1n the Border section click on the lines whuch vou

want to have a border around'

Toinsert and delete cells: select the cells you want to delete
.or how many vou Wwant to insert) = go to Format menu and
wclect Tabie Layout = click the Insert or Delete button
To resize column width: select the cellis: vou want to resize
= chick on this (€I~ wcon on vour toolbar = the ruler
changes to what vou see beiow = hold down SHIFT and drag
thic 1€on Y on your ruler until 1t 15 where vou want vour
column to rnd = release your mouse button and  the column
will be revised’

2 o “ 2

Ea——- S

Toake a title row: select the table celis vou wart to use tor
ttle =5 zo to FOTMat menu and select Table Layout => make

sure the » Selection bution is selected r» chick the Merge

butten® 25N T0

Pictures

You can insert a picture either frem vour disk, or trom another
documents

From another document = seleul the picture in the document
by chdun‘ﬁ:n 1tonce and choose LOPY from the Edit menu =
position the insertion pownt where Vou w ant Vou picture to be
ard seject Paste from the Edit menu’

From the hard disk/CD-ROM = posiion vour insertion
point where vou want the picture to appear = select Picture

from the Insert menu and find vour pacture on the disk =
double chick 1t to insert!

To change the size of your picture = cuck on the picturc
once = 1n the nght bottom comer, two black boves appea: =
hold down & and drag the boxes untul the p.cture s the
nght size = reicase vour mouse and SHIFT

Except for size and font, vou can do evervthung that vou can do
with a character aiso with a picture

To puttext around picture (or to embed pactucre) vou have
0 nsert lrame  Select the picture by clicung on it once = Go to
insert and choc-i: Frame! You wil be switched to Prnt
Preview so move the obtect to where vou want to have it and
the text will wrap around it' To format the frame go to
format menu and choose Frame = 1 the daalog window, vou
can change the wadth and precise pocition of vour frame and
distance of the frame trom text around it You can alwo remaove
the :rame ard change 1t posibon
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Keyboard Shortcuts

Learmn how to use the keyboard for common commands.
It will save you a lot of ime.

Most keyboard sh

These are used in MS Word and most other
applications on your Maantosh.

&-S SAVE ¢«-P PRINT
-0 OPEN $-w CLOSE
€-N NEW DOCLRMENT € -Q Quir
¢-C coPy &-X Ut
¢-Vv PASTE &¢.-A SELECT ALL
¢-Z UNDO LAST $-v REPEAT
€-F FIND -G GOTO .
¢-D FONT €-M

PARAGRAPH

How to make your own shortcuts

. Word 5.1 go to TOOLS/COMMANDS. There you
can assign a shortcut to any command 1n Word

. Word 6.0 go to TOOLS/CUSTOMIZE. Click on
the tab KEYBOARD.

. You can also do combined shorteuts, for instance:
& OPTION.L.X

You don't have to press or the keys in the shortcut at once

Press @ and hold, then 0PT.0N and hold both, then L and then X.
Then release them

Good Text Layout
or how to make your texts more
readable

never underline text, use ifalics instead

never use CAPITAL LETTERS for titles, use
bolded San Serif font like Helvetca instead

use a Sans Serif (like Helvetica) font for
titles and sectionheadirngs (it stands out)

use a Serif font (like Palatino, or Times) for a
body of text (the Serifs form an imaginary line
which makes the text easier to read) !!"Never use a
San Serif font!!!

good font size of your body textis 11 pt and 14
for your headings

make sure that there’s plenty of space before
and after 2 heading (more before than after)

it is advisable not to combine two different
Serif or two different Sans Senf fonts in one text

wclude 2s much information 1n your headers
and footers < possible (page number, number of
pages, title oz document, date of creation, creator of
a document, file name)
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INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted “as is"; others provide a
source of field-based information for the production of manuals or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contribution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.

SHN
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OVER
VIEW
SECTION FIVE:

PRINCIPLES OF LEARNING
AND TEACHING

COMMONLY Peace Corps training programs around the world have been
ASKED teaching hundreds of languages to thousands of Volunteers
QUESTIONS since 1961. In some countries, Peace Corps has been the first to
ABOUT ever teach a particular language formally. In others, Peace
LANGUAGE Corps has been the first to teach the language according to
LEARNING principles of comrmunicative language teaching and

competency based- instruction. Because of its experience with
such a number of languages (over 200) and the variety of
contexts for teaching, Peace Corps has had to find reliable
answers to the important questions about the language
learning process that are most frequently asked by learners
and teachers.

You can use this information, adapted from Language
Learning Strategies for Peace Corps Velunteers , to answer
questions that the Trainees and language instructors in yeur
program often ask.

CAN ADULTS It is commonly thought that children are the best language
LEARN FOREIGN learners, and that it is very difficult, if not impossible, for
LANGUAGES? older people to learn a new language. In fact, that is not true.

Research shows that there is no decline in the ability to learn
as people get older. Except in the case of hearing or vision
loss, the age of the adult learner is not a major factor in their
ability to learn a new language. Negative stereotvpes of the
older learner as a poor leamer, anc’ inappropriate learning
and teaching strategies are the greatest obstacles to adult
language learning.

In some wavs, adults are better language learniers than
children. Adults have developed leamning strategies and
have more experience in learning. Children give the
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WHAT IS THE
BEST WAY TO
LEARN A
LANGUAGE?

CAN LEARNERS
AVOID MAKING
MISTAKES?

appearance of learning languages more easily because they
are better at pronouncing them. Adults almost always have a
foreign accent when they learn a new language, while
children do not. We also expect less of children. When they
learn a little, we are pleased. Adults, though, have greater
expectations of themselves and others as language learners,
and easily become discouraged if they do not learn rapidly.
But children do not necessarily learn faster, and many older
adults have successfully learned second and third languages.

There is no “one and only” way that works for everybody.
Learning a language is a highly individual process and
consists of a combination of factors. The most important factor
is not the teacher or the course. The most important factor is
the learners, and their contribution to the process of learning.
Learner's motivation, reason for learning the language, need
to communicate, and attitude are all very important.

Although there is no single ideal way to learn a foreign
language, it helps considerably to try to find opportunities to
practice the language, especially speaking and listening.
Shyness and fear of using the new language can considerably
slow your progress. Try to develop a comfortable and worry-
free approach; for example, in attitude toward mistakes.

One of the biggest problems that language learners must
overcome is their hesitancy to make mistakes. They
naturally want to express themselves well, but the truth is
that there is no way to learn a language without making
plenty of mistakes. One must practice to learn, and when you
practice vou will make errors. But usually you will be
understandable, even with some mistakes. And the more you
speak, the better your foreign language becomes. So learners

need to overcome their shyness and use the language they are
learning!

Do not be afraid of mistakes. Lven when native speakers
smile at learners' performance, remember that it is usually a
friendly smile and they admire learners for their effort as
well as for what they have already achieved in the new
language. Native speakers generally focus their attention on
the content of the message and not on the performance or
grammar. Look at errors as part of the lean..ng process and do
not let them discourage learners from practicing. Without
practice they cannot be successful. Later in this Resource Kit
we will talk more about how to classify errors and use them to
help students learn better.
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WHAT SHOULD
LEARNERS DO
WHEN THEY
DON'T
UNDERSTAND
SOMETHING?

HOW LONG WILL
iT TAKE TO
LEARN A NEW
LANGUAGE?

WHY ARE SOME
LEARNERS MORE
SUCCESSFUL
THAN OTHERS?

Guessing is a very important part of foreign language
learning. Even very advanced learners have to rely on
guessing. Do not get discouraged or frustrated when a guess is
wrong. The more learners try the better they will become.
After some practice they will find that it is not necessary to
get the meaning of every word or phrase in order to
understand the message. Learn to treat uncertainty as part of
the process of language learning. Relate guessing to a specific
situation, sentence context, and speaker’s intention. if
learners don’t understand, they should ask for clarification of
words or phrases which are not clear.

This question cannot be answered in one sentence for all
learners and all languages. Achieving fluency in a foreign
language depends on many factors. There are “easier” and
“more difficult” languages for an English speaker. There are
languages in which it is much easier to master speaking ard
listening skills than reading and writing skills and vice
versa. There are also different types of learners. Some want
to be perfect, want to rely on familiar rules and structures, and
do not want to use the language unless they are confident
about how they are going to perform. Others are afraid to
appear ridiculous and slow down their learning by denying
themselves opportunities to practice. Still others are
impatient, want to learn everything at once, and get
discouraged by lack of immediate results. Some learners are
rule-oriented, while others rely on intuition. Some are shy,
while others are sociable. Some have been exposed to foreign
languages before, while for others it is the first foreign
language experience. It is not possible to predict how much
time achieving fluency will take, since it is a very individual
process.

You will be safe if you do not expect toc much at the beginning
stage. Set realistic objectives that you can fulfill, and do not
let vourself get discouraged. You can avoid developing a
negative attitude toward teaching or learning a language
when vou realize that success comes slowly, step by step, at
each stage of learning.

Success in learning a foreign language depends on many
factors. One is the learner’s native ability to learn a foreign
language. Another is previous experience learning new
languages. Yet another is strong motivation and a positive
attitude. Finally, appropriate leamning strategies are verv
helpful for foreign language learning. Your In-Country
Rescurce Center has materials to help vou expand your
repertoite of language learning strategies.
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WHAT ARE
STRATEGIES FOR
LEARNING
FOREIGN
LANGUAGES?

OTHER SOURCES
OF INFORMATION
ABOUT
LANGUAGE
LEARNING

WHAT THIS
SECTION
CONTAINS

Learning a foreign language is facilitated by using certain
techniques or strategies which help learners to achieve
particular goals. For example, in order to memorize new
words learners might repeat them aloud or associate them
with images in their minds. In other words, they use s
specific strategy to memorize vocabulary.

Many strategies are helpful in learning a foreign language.
Some are most useful for learning speaking skills, while
others work best for reading skills. Some are most effective at
the beginning stage, while others are preferred by advanced
learners. Some strategies work well with systematic,
organized students, while others are preferred by learners
who rely on their intuition and use their imagination.

These are answers to some of the most common questions that
Trainees and Volunteers ask, but there will be many others. It
is up to the Language Coordinator to guide learners and
instructors to reliable resources and references about language
learning. What these individuals believe about language
learning will have a powerful influence on how they go about
studying lessons or teaching them. Materials in this section
can be helpful, as well as reference materials for TEFL PCVs
and such books as How To Be a More Successful Language
Learner (TRO89) and Language Learning Strategies for Peace
Corps Volunteers (R0069).

This section contains:

¢ basic information about principles and philosophyv of Peace
Corps training, adult learning and Peace Corps approaches to
language training.

¢ basic concepts in comununicative, competencv-based
language teaching.

¢ techniques of successful classroom management.

¢ proven language learning activities.

¢ useful resources that can help vou in vour job.
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WHAT

NEEDS TO BE

DONE

IDENTIFYING YOUR OWN LEVEL
OF KNOWLEDGE ABCUT THE
PRINCIPLES OF LANGUAGE
TEACHING AND LEARNING

People come into Peace Corps Language Training from many different kinds of backgrounds.
Some have a lot of practical experience, but little formal training. Others have advanced
degrees in linguistics but may never have had experience teaching the language or teaching it
to adult learners. So evervone involved in language teaching has a different set of areas of
skill or knowledge that they need to supplement with additional information.

In order to help you assess what you need more information on, we have developed this brief
checklist of some of the basic ideas and issues that Peace Corps has learned about language
teaching over the years. For each of the items below, select the letter of the response that best
describes your individual level of knowledge and vour ability to apply that knowledge to your
work:

In each of the areas listed below, select the letter of the response that best describes vou current
level of understanding and expertise:

A. Tunderstand these concepts, and apply them to my program.

B. I understand these concepts, but can't apply them to my program.

C. I'don't fully understand these concepts, and can't apply them to my program.

D. Idon't think these concepts are important to my program.

Items that vou marked with a B or C will probablv need further exploration and studyv.



KNOWLEDGE OF LEARNING THEORIES AND LANGUAGE TEACHING TECHNIQUES

1. I am aware of the relevaint issues of training and adult language leaming and their

EIARRRRR

3.

~

impact on the design and implementation of my program in these areas:
Peace Corps training philosophy and goals
Peace Corps language training philosophy and goals
Adult learning and ex riential learning
The four learning stvles
4MAT Lessons
Special needs of adult and problem language learners
Competency-based language teaching
Communicative approaches to language teaching

Differences between language learning and language acquisition and the
implications of these differences in the classroom

Applying communicative language teaching to grammrnar and pronunciation

Common language-teaching methodologies and techniques including Total
Physical Response and the Audio-Lingual Method

- I know the basic issues involved and techniques for managing a learner-centered

classroom and can demonstrate these techniques to my teaching staff.

I have a large repertoire of classroom activities to practice and applv the language
content in and out of the classroom. These activities appeal to a range of students with
differing learning styles and strategies.

I know the relevant strategies for effective self-directed language learning and can

communicate these to my teachingz staff and provide the trainees with structured
practice using these strategies.

I know the basic terminology of myv profession -- both as a language trainer and as a

Peace Corps trainer.

I 'know about additional Peace Corps resources that are available to me and how to

access them.
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USEFUL

INFOR-
MATION

WHAT 1S PEACE CORPS?

WHAT IS PEACE Since 1961, Peace Corps Volunteers have been sharing their

CORPS? skills and energies with people in the developing world.
They are helping these people learn new ways to fight
hunger, disease, poverty, and lack of opportunity. In return,
Volunteers are seeing themselves, their country, and the
world from a new perspective.

It is a world that has changed dramatically since John F.
Kennedy issued an Executive Order to create the Peace Corps
on March 1, 1961. Over 150,000 Americans have been Peace
Corps Volunteers since it began. At the invitation of host
governments, Volunteers have served in more than 100
countries. The Peace Corps is the only American government
agency that places its people--the Volunteers--in
communities to live and work directly with the people of
developing nations.

Todav approximately 7,000 Volunteers are working in over 90
countries. They spend two years of their lives working
directly with the people of those nations to make life better.

WHAT ARE THE The Peace Corps was created to promote world peace and
THREE GOALS OF friendship. Specifically, its goals are:
PEACE CORPS? * to help the people of interested countries meet their need
for trained men and women;
¢ to help promote a better understanding of the American
people on the part of the people served;
* to promote a better understanding of other people on the
part of the American people.

Sb7 "“
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WHO ARE PEACE
CORPS VOLUNTEERS?

WHAT DOES PEACE
CORPS REQUIRE FOR
LANGUAGE
LEARNING?

WHAT DO PEACE
S%R?PS VOLUNTEERS

The Peace Corps Volunteers are men and women with dozens
of different skills. Three to five years of work experience
and/or a college degree are required--as is a serious
commitment to help. Specifically, Peace Corps Volunteers
have backgrounds as: agriculturalists, natural resource
managers (foresters), teacher trainers, liberal arts
generalists, fishery specialists, engineers, business people,
nurses and other health professionals, home economists,
skilled trades people, and educators.

Any healthy adult U.S. citizen is eligible for consideration.
Volunteers come from all ethnic backgrounds and may be any
age from 19 to 90. There is no age limit for serving. Married
couples may serve as \' unteers if both can work and are
qualified.

For many assignments, a language other than English is
required. The U.S. law that established the Peace Corps
states that Volunteers must learn the language sufficiently to
carry out their work. Since previous knowledge of another
language is not required of applicants, Peace Corps provides
intensive language training for new Volunteers.

Volunteers work for their host country government
department, agency, or organization. They are supervised by
and work with host country nationals. They are subject to
local laws.

A living allowance in the local currency is issued to
Volunteers to cover housing, food, essentials, and a little
extra spending money. When service is completed, Volunteers
receive a small readjustment allowance to help them resettle
in the U.S. Although no one becomes wealthy as a Peace
Corps Volunteer, most former Volunteers say that it is one of
the most significant experiences in their lives.

THE THREE GOALS OF PEACE CORPS

1. TO HELP THE PEOPLE OF INTERESTED COUNTRIES MEET THEIR
NEEDS FOR TRAINED MEN AND WOMEN.

2. TO HELP PROMOTE A BETTER UNDERSTANDING OF THE
AMERICAN PEOPLE ON THE PART OF THE PEOPLE SI VED.

3. TO PROMOTE A BETTER UNDERSTANDING OF OTHER PEOPLE ON
THE PART OF THE AMERICAN PEOPLE..




USEFUL

INFOR-
MATION

PEACE CORPS TRAINING
PHILOSOPHY AND GOALS

This material was developed for the PATS Manual to provide an overview of the basic
assumptions behind Peace Corps training. It is a compilation of materials and ideas that have
been used successfully in Peace Corps countries worldwide and that present proven models and
examples consistent with Peace Corps guidelines for training design and documentation formats.
It is not a directive that all posts must follow exactly. It does not provide standard answers or
predetermined specifics for training designs or schedules. These things must be developed in
country to meet the particular needs of the project and tasks for which Trainees and Volunteers
have been recruited.

OVERVIEW OF * Training is a critical element of the Peace Corps Volunteer
PEACE CORPS (PCV) support system. Through the various training
TRAINING activities that occur, Volunteer skills and kncwledge are

enhanced, appropriate attitudes are delineated, and an
understanding of the host culture is achieved. All of these can
positively impact the effectiveness of a project through
improved technical, language, and cross-cultural skills of
PCVs.

* Training refers to all of the learning activities that occur
over the course of a Volunteer's involvement with Peace Corps
(PC) Peace Corps training is considered to be an on-going 27-30
month process which begins when invitational materials are
received by the applicant and continues throughout Volunteer
service. The PC training process is a continuum that usually
includes:

- Invitation Packet

- Pre-Departure Orientation (PDQO)

- Pre-Service Training (PST)

- In-Service Training (IST)

- Mid-Service Conference (MSC)

- Close of Service Workshop (COS)
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TRAINING
PHILOSOPHY

* Although training is often thought of in terms of specific
events, it may also involve learning though informal contacts,
newsletters, personal health and safety activities, and other
experiences or resources with which the Volunteer comes into
contact during a PC tour.

* At each post, one staff member is delegated authority by
the Country Director to oversee all training operations. The
title of the staff member selected may vary from post to post,
but the overall training responsibilities are similar. In some
countries, the Programming and Training Officer (PTO) is
given this assignment; in others, an Associate Peace Corps
Director (APCD); and in others a Training Director (TD) is
assigned. Whatever the title, this person is responsible for
ensuring the successful design, implementation, and
evaluation of post training activities. This responsibility
does not necessarily require active involvement in all training
events/activities, but may involve responsibility for
managing contractors, PC staff, and any others who provide
training to PCVs.

¢ The process of Peace Corps training is based on the
principles of experiential aduit learning. These
methodologies and techniques demonstrate respect for each
trainee and trainer as adults possessing valuable individual
experiences and skills. As you develop training programs,
strive to build on this knowledge and involve both the
Trainees and trainers in the learning and teaching process.
* The content of training is largely determined by the
knowledge, skills and attitudes required to implement the
project in question.

* All Peace Corps training events should:

- represent collaborative efforts between Peace

Corps staff, host agencies, training contractors and
Volunteers.

- develop the knowledge, skills, and attitudes

required by PCV's to successfully implement projects

and to integrate into their communities.

- present and/ or reinforce a model of the

development process that promotes self-sufficiency,
community needs assessment and recognition,

problem analysis, critical thinking, and problem

solving.

- integrate each component within a given training

event and build upon previous training events.

- include mechanisms for evaluation of Trainees and
Volunteers, immediate feedback, and constructive
recommendations.

As you develop PSTs, conduct tramng program evaluations, or
complete any training-related task, incorporate this
philosophy into your work.
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PEACE CORFS
TRAINING GOALS

Even though training for Volunteer assignments varies
greatly according to project need, common goals weave
through every training program and event. These commorn
goals, developed by Peace Corps trainers, are listed below.

* To provide Volunteers and Trainees with basic technical,
cross-cultural/community, language, and personal health and
safety skills that allow them to serve effectively as they
live and work productively and positively with host country
people.

* To help Volunteers and Trainees understand the
development process, including the involvement of women and
youth.

* To model an approach to development by providing training
that encourages critical thinking, creative problem solving.
information gathering and analysis, flexibility, patience,
professionalism, and self-sufficiency.

* To develop in Volunteers strong skills permitting

them to function effectively in helping others to define and
solve problems.

* To enhance Volunteers' understanding of the most
productive ways to develop counterpart and co-worker
relationships, and to demonstrate the value and methods of
sharing knowledge.

* To increase Volunteers' knowledge and understanding of the
Peace Corps mission and the project development process, as
well as general Peace Corps and country-specitic policies.

¢ To provide Volunteers with tools to manage the
communication process effectivelv by utilizing listening
skills, feedback, and non-verbal communication.

* To provide Volunteers with effective skills for making a
transition to a new culture using observation, information
gathering ~nd validation.

¢ To provide Volunteers with skills that enable them to
manage loneliness, isolation, and stress effectively, and to
follow the principles of basic nutrition, hvgiene, and personal
health and safetv.

* To assist Volunteers in understanding their technical
assignment and in developing the skills necessarv to perform
their jobs.

* To provide Trainees with a clear understanding of what is
expected of them as Volunteers; enabling them to set personal
and professional goals and to measure their progress in
achieving these goals.

* To expose Trainees to the realities of being a Volunteer.

*To assist Volunteers at the closc of their service by
facilitating their re-entry into the United States.
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UNDERLYING
ASSUMPTIONS

Inherent in the Peace Corps training philosophy and goals
are underlying assumptions, stated as ideals towards which
Peace Corps training constantly strives. These assumptions
can be summarized as follows:

¢ Quality world-wide training requires:

- a shared philosophy and policy;

- a common set of minimum standards and appropriate
evaluation instruments; and sufficient central managerment
structure to support, maintain ard evaluate delivery of
training services.

¢ Training is a dynamic process, requiring continuous
assessment and revision.

¢ Each post must assign overall responsitility for the in-
country training program to ore staff member in order to ensure
consistent quality and follow up from one event to another.

¢ Peace Corps promotes staff development through TOTs and
workshops, with the goal of enhancing the capacity of
trainers to design and deliver integrated training programs.
¢ The link between training and programming is critical.
Training designs must be based on the specific competencies
required for PCVs to effectively implement projects.

¢ A training program based on defined competencies and
behavioral cbjectives allows both staff and Trainees an
opportunity to measure their progress in achieving those
competencies.

¢ Adult learning methodologies and techniques are ideally
suited to achieving PC training goals, and can provide a
model for PCVs in their own attempts to transfer skills and
knowledge.

¢ Training is a continuous process, covering the entire period
of PCV service. Although the major portion of training is
provided during PST, initial training cannot address all of
the training needs of PCVs. Events, such as ISTs, held during
PCV service are designed to focus on the specific training
necds of current PCVs.

¢ Staging and the PST involve a qualification process:
Trainees do not automaticallv qualify for service. Trainees
must demonstrate proficiency in the basic competencies, both
personal and professional, required to s.a®essfully interact in
their communities and perform effectively in their site

assignments.



USEFUL

INFOR-
MATION

PEACE CORPS LANGUAGE
TRAINING

GOALS Peace Corps language fraining has three kinds of goals:
achievement of competencies, proficiency level attainment,
and language learning skills development. First, Peace Corps
language training aims to provide Trainees and Volunteers
with the specific competencies that are required in their
living and work situations. These competencies, determined
through on-going needs assessments, comprise mar: ' of the
objectives of language the language training curriculum during
Pre-Service Training. Second, Peace Corps language training
in many countries helps Trainees reach a minimum proficiency
level as part of the requirements for being sworn in as
Volunteers. Attainment of oral proficiency is measured by a
standard oral proficiency interview conducted by trained
testers. Third, recognizing that language learning is a long-
term process, Peace Corps promotes the development of
continuing language learning skills during Pre-Service
Training. After swearing in, Volunteers manage their
continued language development by emploving language
learning strateg =s, working with tutors, and using self-study
materials.

METHODS The competency-based approach has been adopted for Peace
Corps language program curricula worldwide because it bases
the language program content on leamers' needs. However,
the competency-based approach does not dictate any single
method of teaching. Because there is no single best way to
learn a language and because learners have many different
learning styles, Peace Corps does not endorse any one
methodology for language teaching. Basically, instructors
should employ a variety of methods, based on the most recent
professional standards. Current training of Peace Corps
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LISTENING FIRST

READING

VARIETY WITHIN
AN ORGANIZED
LESSON

language teachers includes methods and techniques based on
the Natural Approach, the Communicative Approach, and
elements from the Audio-Lingual method.

For beginning level learners, sessions early in PST and
introductory portions of most lessons in the PST should
emphasize listening skills, not forcing learners to repeat new
material immediately. Students should be required at times
to listen to new material without being able to see it written
out. This will help them avoid becoming too dependent on
the written form of the new language. Learners need to
develop an ear for the sounds of the new language. During the
course of the PST, the emphasis on speaking and writing may
increase.

Educated Americans are used to learning through print
material and will not be satisfied with speaking and
listening activities only. Although lessons should emphasize
the speaking and listening skills our learners need to master
most, instructors should also include reading and writing
activities that support the oral lessons. Worksheets and
other writing exercises can be given for homework from the
very start. For many languages, developing reading skills is
key for Volunteers to continue to learn the language.

Lessons should contain a variety of activities in order to
appeal to different learning stvles. This variety should be
provided in a four-step sequence of activities which reflect
current understanding of adult learning and cf language
acquisition.

» First, lessons should begin with non-stressful review and
warm-up activities which focus learners on previously
studied material in a personal, enjoyable way.

* Second, the lesson should proceed to introducing new
material, relating it to previously learned items and to the
students’' needs.

¢ Third, and most important, the lesson should engage
learners in extensive practice with the new material.

¢ Finally, there should be an attempt to have the learners use
the new language in a creative way, using or simulating
outside the classroom settings. Lessons should progress from
activities which the teacher dominates or controls to
activities in which the learmers have more control over
choices, setting their own pace and deciding what theyv will
say. Students must progress bevond simple repetition of pre-
formulated dialogs.
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GRAMMAR

LEARNER
RESPONSIBILITY

Gramumar is an important aspect of the language program, but
it is not the overriding goal of the program to produce
speakers who can explain their new language in terms of its
systems. Rather, grammar explanations and practice
activities (drills and written exercises) should be linked to
the real-life purposes for which the student is learning the
language, what we are calling the competencies.
Grammatical accuracy is more important as students’
proficiency increases and as more formal contexts are treated,
e.g., introducing oneself at a meeting. Instructors need to
provide students with practice with structures. Students can
consult grammar reference materials for explanations in
English.

Peace Corps encourages learners to take an active role in their
learning through keeping language notebooks, discussing their
learning with their instructors, and monitoring their own
progress on competency checksheets. Learners should
consciously attempt to develop and use a variety of strategies
in their language learning, and Peace Corps has developed
materials to help them in this effort.

S
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USEFUL

INFOR-
MATION

LEARNING STYLE THEORY

This information has been adapted from Teaching English in Large Multi-Level Classes. There
is a simple Learning Style Inventory in the sample session materials in Section 9 (TOT) of this

Kit.

THE
EXPERIENTIAL
LEARNING CYCLE
AND LEARNING
STYLE THEORY

David Kolb is an exponent of experiential learning. He
hypothesizes that people learn by going through the steps of
the Experiential Learning Cvcle, in which we start by having
some sort of experience, then we reflect on this experience,
generalize from it, and finally apply what we have iearned
from it to a new experience. Kolb th'nks that people have
different preferences for learning. Some of us have experience
after experience but hardly reflect on them at all. Some of us
are quite reflective, but like a quiet life and shy away from
experiencing anything too unusual. Others reflect and
analyze, but stop there, without making decisions to apply
the reflection and analysis to new situations. Kolb states that
for a full learning experience to take place, learners must
complete all four steps of the Learning Cycle. He suggests

that teachers can facilitate learning by consciously taking
students through the Learning Cvcle of experience, reflection,
analvsis and application.

What kind of learner are you? Do you like to learn from
specific experiences, and from how you feel about these
experiences? Do vou like to learn from watching and listening,
and make your judgments only after careful observation? Do
you like to learn through a systematic analysis of a situation?
Do vou like to learn by doing things? Learning style theorv
measures preferences. If your preference is for learning by
observation, don't think that this means you can't take anv
action. It simply means that vou prefer to learn by watchiny
and thinking, not that you are incapable of action. If your
preference is for learning from feelings, this does not mean
that vou cannet learn from thinking. The ‘heory simply states
that, starting with yourself, the more vou know about

iad
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FOUR BASIC
LEARNING
STYLES

1. CONCRETE
EXPERIENCE

2. REFLECTIVE
OBSERVATION

3. ABSTRACT
CONCEPTUALIZATION

4. ACTIVE
EXPERIMENTATION

LEARNING STYLE
PREFERENCE

1. IMAGINATIVE
LEARNERS

different learning styles, the more you can help others
identify and build on their learning style preferences.

There are four basic styles of learning preference that
determine how we perceive and how we process new
information. These styles reflect the kind of learning we feel
most comfortable with and the qualities we look for in an
effective learning environment.

Leaming From Feeling

Learning from specific experiences
Relating to people

Sensitivity to feelings and people

Learning By Watching And Listening

Careful observation before making a judgment
Viewing things from different perspectives
Looking for the meaning of things

Learning By Thinking

Logical analysis of ideas

Systematic planning

Acting on an intellectual understanding of a situation

Learning By Doing

Ability to get things done

Risk taking

Influencing people and events through action

Kolb’s Learning Cycle has been further developed by Bernice
McCarthy. McCarthy has applied experiential learning
theory to the classroom and described four learning stvle
preferences. Each of the four learning stvles is based on a step
in the Learning Cycle. She calls these styles, Imaginative
Learners, Analytical Learners, Common Sense Learners and
Dvnamic Learners.

Imaginative learners are most comfortable in the first step of
the Learning Cycle, in the quadrant between Concrete
Experience and Reflective Observation. The special skills of
these learmners lie in observing, questioning, visualizing,
imagining, inferring, diverging, brainstorming and
interacting. Thev respect the authority of a teacher when it
has been earned.

You can recognize these imaginative students by how well
they respond to stories and poetry, and how they like to turn
ideas on their heads to see if the ideas remain intact. An
activity that these learners excel in 15 Plus/Minus. Put a
statement on the board, like "The teaching of English should
be stopped immediately,” or ‘Parents should arrange their
children’s marriages.” Give students three minutes in which
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2. ANALYTICAL
LEARNERS

to come up with as many ideas as they can on why they
support this idea, and then three minutes to come up with as
many ideas as they can on why they disagree with this idea.
The imaginative learners enjoy the chance to come up with
divergent ways of looking at life.

Problem-posing activities, which connect students’ personal
experiences with learning language, are particularly
effective with imaginative learners, who perceive the
problem-posing dialogues on a direct and immediate level
and connect them seamlessly to their own experiences.

Analytical learners are most comfortable in the second step of
the Learning Cycle, in the quadrant between Reflective
Observation and Abstract Conceptualization. The special
skills of these learners lie in patterning, organizing,
analyzing, seeing relationships, identifying parts, ordering,
prioritizing, classifying and comparing. They prefer a
teacher to maintain a traditional role and to run lessons with
a clear chain of command. Analytical students tend to get
restless if they think too much time is being spent on fun and
games. For these students schooling is a serious business. They
enjoy analyzing the structures of the language, taking the
language apart and putting it back together again. They
appreciate a straight-up approach to grammar, explaining
the rules and also the notions and concepts behind them.
Their eves light up at the mention of categorizing.

As native speakers of a language, some parts of its grammar
may be new to you. You know what's right, simply because it
sounds right, but you can't always explain why. You acquired
the language as you grew up and did riot have to consciously
learn the rules. However, the analytical learners in your
class expect you to be explicit and clear in your analysis of the
language.

There are simple ways of maintaining your credibility in the
face of these expectations. For example, take the issue of error
correction. Your analytical learners have probably been told
to avoid making mistakes by other language teachers.
However, research shows that language learning is a process,
and mistakes are part of that process. Learners have their
own internal svllabus and will eventually correct themselves
as long as they continue to be exposed to meaningful language.
Your analytical learners will not believe this, and you have
to cope with their disbelief.

Lectures are reassuring to analytical learners. They are
comfortable with the teacher being in charge. Helping them
make good use of this approach by teaching them good note-
taking techniques is an etfective wav ot plaving to their
strengths.
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3. COMMON SENSE Common Sense Learners are most comfortable in the third step
LEARNERS of the Learning Cycle, in the quadrant between Abstract

4. DYNAMIC
LEARNERS

Conceptualization and Active Experimentation. The special
skills of these learners lie in exploring and problem-solving,
experimenting, seeing, predicting, tinkering, recording and
making thin s work. They see a teacher’s authority as
necessary to good organization.

Though this resource kit has plenty of ideas on producing
worksheets, cue cards, case studies, maps, crosswords and
games, you probably will never produce enough to keep vour
common sense learners happy. These learners eat up small
concrete tasks. They also tend to rely heavily on kinesthetic
involvement te learn, using body senses as a focus for
understanding. These are the students who usually know
where their belongings are, and seem to take pleasure in
turning over the neatly copied pages of their notebooks.

You can respond to their preferences by developing elaborate
and even elegant ways of using your blackboard. Splurge. Buy
colored chalks, or ask friends in the States to send you some.
Use both upper and lower cases. Highlight important points
with asterisks, underlining, boxes. Take special care over the
presentation of the notes and tasks you develop, and you will
be rewarded by seeing the pleasure and appreciation on the
faces of your common sense learners.

Most Peace Corps language programs have a tradition of
putting up pictures, posters or displays. Recruit common sense
leamners as your allies. Put them in charge of your visual aids.
Problem-solve with them on ways to make and keep your
classroom a visually interesting place to be. Try to present
activities that have end-products, something tangible that
these learners can show themselves for their efforts.

Drawings, charts, questionnaires, cartoons, will all appeal to
them.

Dynamic learners are most comfortable in the fourth step of
the Learning Cycle, in the quadrant between Active
Experimentation and Concrete Experience. The special skills
of these learners lie in integrating, evaluating, verifying,
explaining, summarizing, representing and focusing. They
tend to disregard authority. The dynamic learners will
present vou with vour biggest challenge. These students tend,
for better or for worse, to be the most physically active and to
possess charismatic leadership qualities that attract the
attention of their classmates. When you use Cooperative
Leaming techniques, you will find that these students can
make or break group work. But when they do get positivelv
involved, they are invaluable. Use them as much as vou can
as reporters who summarize and report back to the whole
¢cluss on the group's activities. Debating and discussion
activities can be a good place to channel the energy of
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VARIETY IN
LEARNING
ACTIVITIES

dynamic learners. Use the information you have gathered
about vour students’ concemns to select debate topics that will
capture attention.

Dynamic learners will keep you honest with their need to use
real world language. It's easy to extend activities beyond the
classroom walls and get students out interviewing local
officials and experts, carrying out surveys and bringing in
outside speakers. You will also want to use authentic
examples of the language from newspapers, TV and other
media. One caveat in using authentic materials is to avoid
discussing the politics and prominent individuals of the
country in which you are serving. Look out instead for items
that relate to the Peace Corps project areas in your country,
especially those of the the Trainees. It is often the dynamic
learners who will take lead roles in this kind of activity.

We know that no one learning style is better than another.
People just learn best in different ways. By being aware of the
Experiential Learning Cycle, the four learning styles, and the
preferences of your imaginative, analytic, common sense, and
dynamic learners, you can vary your activities so that vou are
plaving to the strengths of all of vour students.
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INFOR-
MATION

4MAT LESSONS

BACKGROUND

DESCRIPTION

1. MOTIVATION

Bernice McCarthy developed the 4MAT lesson plan, which is
based on the Learning Cycle and leamning style needs. The
4MAT cycle can be used to organize daily lessons, theme-
based units, or long-term planning. To develop a theme-based
unit, for example, take a single theme and develop four
sessions on that theme. Each of the four sessions corresponds to
a step in the Learning Cycle, and each session focuses on the
strengths of one of the four leamir.g style types. The four steps
in the cycle are: motivation, information, practice, and

af plication.

Each step in the cycle as an inseparable part of the whole
unit. Each step builds on and expands the materials of the
previous lesson. We recommend devoting one lesson to eacl
step in the cycle, but you can adapt this as you see fit.
Volunteers report dizziness and breathlessness if they try to
fit all four steps into one fiftv minute lesson, but it has been
done. It is much easier to fit all four steps into a double lessorn.
Alternatively, some Volunte  expand certain steps, and
may in some cases spend two hours on the Information step.
The final decision is up to vou. We can onlv sav that a
practical rule of thumb is one lesson for each step in the cvcle.
The important thing to remember is the flow and sequence of
the Learning Cycle itself. As long as you follow that, the
timing can be altered to suit your needs and the needs of vour
students. Let's look at each of the steps in turn.

In this step, provide a concrete experience and shift graduallv
trom Concrete Experience to Reflective Observation. All of
the students start here, but this first step appeals most to
imaginative leainers. Your role as the teacher is to motivate,
to engage vour students, and allow them to enter into the
uperience being introduced. Then students are given the
opportunity to reflect on that experience. The activitics
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2. INFORMATION

3. PRACTICE

4. APPLICATION

which can be used in this step include problem-posing,
presenting a poem, reading an excerpt from a book, looking at
pictures, discussing experiences, answering questionnaires,
listening to songs, and webbing.

In this step, studénts shift from Reflective Observation to
Abstract Conceptualization. All of the students work through
this step, but this second lesson appeals most to analvtic
learners. Your role is to inform, to move your students from
specific personal reality to the theoretical, and to an
understanding of abstract conceptualization. This is the point
at which students link their subjective experience with the
content at hand The activities used in this step include
lectures, notetaking, deductive formulations ot grammatical
rules, mechanical drills, vocabulary expansion, and
presentation of new concepts through diagrams, tables and
charts.

In this step, students shift from Absiract Conceptualization to
Active Experimentation. All of the students continue with
this step, but this third lesson appeals most to common sense
learners. Your role is to coach, to organize materials and
activities so that vour students can test their understanding of
what they have learned. They have been taught skills and
concepts and now they are asked to manipulate materials
based on those skills and concepts. Students are then given the
opportunity to extend what they have learned through
selecting and individualizing their own experiments and
manipulations.

The activities used in this step include worksheets, pair
work, small group work, project planning, writing, creating
cartoons, case studies, keeping records, polling classmates,
and formulating questions on a text for others to answer.

Here students shift from Active Experimentation to Concrete
Experience. All of the students continue to finish the cycle
together, but this fourth lesson appeals most to dynamic
learmers. Your role is to evaluate and mediate. Students are
required to applv and refine in a personal wayv what thev
have learned and then to share with others.

The activities in this step include gathering materials for
projects and implementing project plans; sharing written
work; critiquing each other's projects and being members of
the audience in final presentations; and reporting back to the
class on a project.
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INTEGRATING
4MAT WITH
OTHER
MATERIALS

QUESTIONS TO
ASK YOURSELF

The 4MAT model follows a predictable cycle. Students reflect
on a conciete experience, analyze information, practice new
skills, and take independent action. While participating in
the different phases of this process, your students have
opportunities to develop their learning style strengths. This
framework is a particularly useful tool when you are
organizing lessons for classes of learners with different style
preferences.

Once you've tried the 4MAT lesson plans, vou will see how
easy it is to take activities from other sources and slot them
into a unit. With the 4MAT system firmly in place, your
teaching will take on coherence and logic, and yet at the same
time you will still have the flexibility to take occasional
flights of fancy. Remember the boomerang principle: the
enjoyment that you put into vour teaching is what your class
will proje back at you.

* What are your own learning style preferences?

* Can you identify different learning style preferences among
your students? Which are the imaginative storytellers?
Which are the analytic grammarians? Which are the
comumon sense group workers? And which are the dynamic
activists?

* What do each of these groups expect of vou, their teacher?
* What activities will you use in the Motivation lesson? The
Information lesson? The Practice lesson? And the Application
lesson?

363 o

23



24

USEFUL

INFOR-
MATION

LANGUAGE ACQUISITION AND
THE OLDER LEARNER

WHO IS AN OLDER
LEARNER?

PHYSICAL
FACTORS IN
OLDER
LEARNERS

1. SIGHT AND
HEARING CHANGES

The older learner can excel in language study. The sometimes
disappointing results of language training programs including
older learners are often due to a lack of understanding of their
particular learning styles.

¢ First, let's define what we mean by an "older learner.”
Older than whom? Is there a certain age bracket? Generally,
we mean people who are more than 50 years old, as opposed to
the broad category of "adult learners,” which can include
anyone older than a teenager. However, in many cases, the
decisive characteristic is not the person’s age, but how long he
or she has been away from a learning environment, whether
formal or informal.

» Of course, no older person possesses all of the characteristics
described here for older learners, and some may not possess
any of them. We merely give some generalities about older
learners that may help vou understand and serve their needs
more successfully. Older learners, like learners of any age,
will have differences in personal learning stvles, preferred
modes, and so on.

More and more older adults are returning to school, taking up
new careers, and working as volunteers in the United States
and abroad. Research on learning in older adults has
expanded, and new information about the ways older adults
learn best is now available. This research applies to leamning
in any discipline, including second-language learning. We
atternpt to apply the general characteristics of older learners
to the specifics of studving a second language.

Some older adults may be experiencing changes in vision or
hearing that make it harder to analvze the language input.
Hearing and vision losses that come with older age, even
when not significant in using one's native language, can
provide an additional frustration to an adult trying to get the
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WHAT
TRAINERS
CAN DO

2. SHORT-TERM
MEMORY

precise sound or appearance of a word, thus decreasing self-
confidence and motivation.

Trainers can lessen frustration by several means.

¢ First, a delayed period of oral production will give older
learners a strong base of listening comprehension so they will
not need to strain so much for every word. It will also help
them to develop listening strategies, which make context
more important than individual words or sounds. Along with
this, you can put less stress on “perfect” pronunciation,
spelling, etc., thus lessening their anxiety about hearing or
seeing "perfectly.”

* Second, you can provide many different kinds of activities
for older Trainees, so that they learn to rely less on precise
discrimination of sounds or letters, and more on the context, for
comprehension.

¢ Finally, vou should make sure your classroom conditions are
as amenable as possible to those with hearing or vision
problems. Make sure the room has plenty of light. Make
visual aids large enough to be clearly seen, and write clearly
and legibly when you use the blackboard. Try to speak
clearly and loudly enough, without distorting the natural
sound of the words you are teaching. Situate older learners
with problems like these in locations that will provide the
clearest input.

Some older adults have weaker short-term memories, which
means that material presented may take longer to incorporate
into their language systems. But research shows that this is
not necessarily the case; in fact, older lezrners show no
significant differences from younger learners in retention
when the material is well learned initiaily.

¢ Problems with short-term memory seemr. to come from three
kinds of input: (1) meaningless leamning, @specially when the
learner has no handy way to organize or use it (memorizing
word lists and performing repetitive drills are not useful to
the older learner); (2) complex learning, especially if
interruptions take place during the learning process (lengthy
explanations, especially of grammar points, usually have
little impact on the older learner’s acquisition and may create
confusion); and (3) learning that requires reevaluvation of
earlier learning, especially if the tasks are confusing or
unusual (introducing something one way on one day and in
another context on another day, for example, could create
confusion, especially if the activity requires a lot of inductive
thinking, since the older learner might come to incorrect
conclusions).

The factor of short-term memoryv strengthens the case for a
communicative approach, since it minimizes using rote
memorizations or drills that are likely to cause the older
learmer problems.
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WHAT
TRAINERS
CAN DO

3. SLOWER
RESPONSES

WHAT
TRAINERS
CAN DO

» Older learners need a larger quantity of comprehensible
input than vounger learmners (plenty of clear, meaningful, and
interesting materials) in order to build their stock of
language. This can be done in various ways. A longer program
for older learners is ideal-provided it does not lessen their
opportunity for rest and relaxation. Short of that possibility,
a trainer should reinforce new material by giving learners
plenty of time to use and integrate it.

¢ Older learners can be helped in exercising their memory if
they are given a delayed period of oral production. In this
way, they can direct their attention entirely to
comprehension, without the anxieties of having to produce so
muchlanguage in the classroom.

e Finally, integrative, competency-based tasks will probably
work best, pecause they are meaningful and create strong
incentives for mastery.

Additionally, they can be easily related to existing
competencies in the learner’s first language.

Older adults are not as quick in their responses as vounger
ones. This physical reality, and the fact that most
intelligence and achievement tests have traditionally had a
built-in speed factor, are probably why people have gotten
the--incorrect--idea that intelligence or learning ability
declines with age.

 One researcher has separated intelligence into two tvpes:
“fluid" and “"crystallized.” Fluid intelligence, which favors
memory span, sensory perception, and flexibility in new
situations, declines somewhat with age, while crystallized
intelligence, which calls for judgment, knowledge, and
experience, actually increases with age. As vou evaluate the
needs of your Trainees in light of these two kinds of
intelligence, you will probably find that your older Trainees
will do best in tasks requiring their judgment and life
experience and less well in tasks requiring a great deal of
precision or speed.

¢ This does not mean that they are acquiring less or that thev
are "slower learmers.” It means they are struggling to
integrate the new material into the information they alreadv
know. It may also mean that theyv are monitoring their
accuracy more frequently, since thev have a greater number--
relative to younger learners--of prior rules in short- and long-
term memory.

The fact that older learners have slower responses suggests
that the older learner should feel no time pressure in the
classroom. This is true for all leamners, but is especiallv
important for older learners, who can easilv be demoralized
by comparing their speed of response with that of vounger
learners.You may believe that having the Trainee produce
language rapidly is an important goal in your program.

38U



4. PRONUNCIATION

WHAT
TRAINERS
CAN DO

ATTITUDES
AMONG OLDER
LEARNERS

1. HIGHER FILTERS

Examine carefully whether speed is really a necessary
function of the competencies the Trainee needs to perform or
merely for academic purposes like tests or drills. If speed is
an important part of the competency, you can encourage
greater speed as the Trainees' confidence increases. However,
if the speed is needed only for tests or drills, it serves no
useful purpose and should be eliminated as a goal.

Finally, research indicates that adult learners of any age are
less likely than children to speak the new language "like a
native,” or free of an accent. Since muscular patterns in and
around the mouth as well as phoneme patterns become more
reinforced over the years, it may be particularly hard for an
older learner to produce new sounds with complete accuracy.
Add to this the embarrassment at moving the mouth in new
ways, and you may find older learners doing less well than
their younger counterparts in pronunciation.

e Since the goal of Peace Corps language training is to be able
to communicate in the target-language culture, not to be taken
for a member of that culture, the goal of nativelike
pronunciation is not important in your training program. Your
focus should be on Trainee comprehensibility, which is no
harder for older leamers than others.

* To some extent, those Trainees who want most to have
native like pronunciation will be those that excel most at it,
because they will work nardest on their own to achieve it.
You can be most helpful to these highly motivated Trainees
as a native speaker when communicating with them one on
one.

Affective or attitudinal factors are commonly present in older
learners whenever they are learmning something new, but they
are even more intense in the anxiety-producing task of
leamning a new language. You can have a decisive and
positive effect on those attitudes.

Older learners tend to have higher affective filters--that is,
they are easily embarrassed or ashamed by what they see as
big mistakes. This is sometimes a result of their having been
outside a learning environment for a long time and sometimes
a result of their having studied earlier in a much more rigid,
less supportive environment. This characteristic can have
many manifestations: unwillingness to participate, dropping
out of an activity in progress, temperamental outbursts,
depression, or even leaving a training session before it is over.
These are serious problems and should be treated as such.
Lowering the affective filter is probably the most important
thing vou can do for all of your Trainces. Butitis even more
important to work on this with older adults, because they
will probably put up more resistance to your attempts than
vounger, more confident learners.
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WHAT
TRAINERS
CAN DO

2. DISTRUST OF
NON-TRADITIONAL
CLASSROOMS

WHAT
TRAINERS
CAN DO

» With older learners, lowering the affective filter means
helping to build confidence on many levels and being patient
with their developmental stages. It is also important to
refrain from judgmental or critical comments, allowing
“mistakes” to pass while learners reach the goal of greater
communicative competence.

* Another thing the Trainer can do to lower the affective
filter in older leamers is to sometimes simply give them the
words they are struggling to find when answering questions.
This creates a sense of encouragement and lowers anxiety
about participating in class.

* Finally, a minimum of attention should be paid to the
monitor—that is, less emphasis should be given to grammar
and other rules. Teaching toc many rules often overwhelms
and confuses the older learner and divides the class accerding
to learning styles. Instead, efforts should be made to retax
the monitor and thereby lower the affective filter, easing
language production.

Sometimes, oider learners may need to be reassured that vour
communicative activities are part of a larger purpose or plan.
They may think of "school” as a place in which the students
sit quietly while the teacher (who knows all the answers)
lectures them. This, of course, never works in competency-
based, communicative language learning. Contemporary
methods place the learner at the center of the learning
process and use many creative, participatory activities.
These non-traditional approaches may lead some Trainees to
mistakenly believe that their Trainers do not know what
thev are doing, leading to a clash of wills.

* You may need to demonstrate that your classroom has a
more relaxed and creative atmosphere than classrooms of
their childhood by your choice, not because vou lack control or
formal skills. This need not be directly stated, but shown
through vour careful guidance and conscientious "spiraling” of
material.

¢ Convincing these learners that realistic communication
activities will improve their language skills more than
formal classroom routines will become easier as vour training
proceeds, because thev will see the results for themselves.
For example, an activity that requires role plaving, singing,
or following oral commands may make Trainees embarrassed
at the beginning, but this discomfort usually disappears as
they taste success. If resistance to nontraditional activities
remains an issue, it is probably a result of the continuing
frustration felt by learners who are not breaking through
their affective barriers.
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3. LOWER SELF-
ESTEEM AS
LEARNERS

WHAT
TRAINERS
CAN DO

STRATEGIES,
STYLES, AND
MODES USED BY
OLDER
LEARNERS

Many people believe that older adults cannot learn a second
language, contributing to low morale and low self-esteem in
these learners. Sometimes older adults themselves believe
this myth and feel doomed to failure. We have alreadyv
discussed the possible origins of this misconception. It is
important that it be dispelled as quickly as possible, to create
a positive atmosphere for learning.

Here, as in other situations concerning attitude, you, can have
enormous impact by shewing in every way that you have
confidence in the abiliy of each Trainee to acquire your
language. When a Trainer truly believes that older adults
are less capable, it is immediately apparent and can create a
"self-fulfilling prophecy.”

The best way for you to demonstrate your confidence in older
learners is to examine your own attitudes on the subject. Are
vou privately giving up on older learners and demanding less
of them in class? Are you overcomplimenting them in a way
that shows you didn't expect them to achieve success? These
two common ways of overcompensating for a lack of confidence
in older learners can be as damaging as the other extremes of
being too demanding or not supportive enough.

In addition, are you creating an atmosphere in which
Trainees can work cooperatively, rather than competitively?
A cooperative environunent can make all the difference to an
older learner. You may want to address the issue of older
learners' ability directly in class, pointing out that no
research whatsoever has indicated lower ability in older
learners, and that in fact there are many factors that favor
the older learner.

Older Volunteers are likely to show a preference for the
following learning strategies or stvles:

* Field dependence, from years of experience in families and
with coworkers on the job. Thus, the kinds of activities that
include a realistic context will probably be most successful
with and appreciated by your clder learners.

¢ Induction, because of the highly developed critical skills
that come from meeting the challenges of life (this despite
the fact that older learners are more accustomed than younger
learners to deductive approaches in schoollike settings).
Some of the older Volunteers' best experiernces in language
training can be working in small groups to figure things out.

¢ The visual mode, because they do not trust their ability to
hear accurately in the new language. They may even reject
opportunities to learn by means of listening to the radio or
television. In class, if pencil and paper are not available
while the target language is being spoken, they may become
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OUT-OF-
CLASSROOM
CONSIDERATIONS

so nervous that their filters block learning through the
auditory mode.

* You can work better with older learners if you recognize
these preferences while at the same time making sure that no
single strategy or mode predominates to the exclusion of
others. In an orally oriented program such as yours, Trainees
must be encouraged to rely less on written notes; you can wean
older Trainees from constant note taking by retelling and re-
presenting oral materials enough times that they build
confidence in their listening abilities. At the same time, vou
can continue to write key words or phrases of your oral
material clearly on the board.

Finally, several considerations may be useful to Language
Training Coordinators in structuring the nonclassroom aspects
of the language training program and in discussing other
services offered to Trainees with your co-workers. Here are a
few suggestions for enriching the language acquisition of the
older learner beyond the classroom.

* Older learners may need more repetition and practice than
vour class time allows, and there are creative ways to meet
this need.

¢ Can you perhaps help to place the older learner in a
situation where there are young children who can play
language games with the learner and thus naturally reinforce
phrases and structures? This can be a great form of natural
reinforcement in a pleasant environment.

* Can vou find another elderly person from your country who
could become a companion to this older learner, perhaps
someone with whom there is a shared interest? If the Trainee
learns the words involved in, say, knitting or gardening, or
other personal interests, related competencies can be acquired
more easily.

* You might find a partner of another age as well. The
important ingredient is a patient, friendly, communicative
person who can act as a companion and guide during PST and
perhaps bevond.

* And don't forget that older learners often know themselves
what they need and how they learn best. Ask them how thev
feel about their training experience. Thev mayv have some
ideas vou haven't thought of. What's more, thev will
appreciate being asked.
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USEFUL

INFOR-
MATION

THE COMPETENCY-BASED
CURRICULUM AND
COMMUNICATIVE
COMPETENCE

~-ABNGUAGE A competency-based curriculum is related to the general goals

LEARNING FOR of language instruction. When vou studied English for the

COMMUNICATIVE first time, what did you hope to be able to do? Perhaps vou

COMPETENCE wanted to converse with English speakers, or correspond with
a friend in an English-speaking country, or understand
American movies or television shows. Perhaps you wanted to
be able to read academic materials like this manual.
Whatever you wanted to do, you were probably eager to find
ways to adapt vour classroom study of English to vour
purposes. Some language learners may have gotten plenty of
tools to communicate in English, while others may have
learned structures and rules that they now consider a waste of
time.

What makes a language-learning effort worthwhile? We
believe that language learning should foster communicative
competence. This idea grew out of the realization that
grammatically, or linguistically, comnetent speakers of a
foreign language were often incompetent in its cultural
dimension. Too often, foreign language teaching did not
include features of appropriateness: using language in ways
that fit the social and cultural context. You can certainlv
understand this goal, not now as a language learner, but as a
Trainer of Peace Corps Volunteers. You are the primarv
person who can help lead vour Trainees to that important
goal of communicative competence.

PROMOTING Here is a checklist of ways to strive toward communicative
COMMUNICATIVE competence in vour language traning program. We mention
COMPETENCE IN these six features, and the general goal of communicative
YOUR LANGUAGE competence, frequentlyv throughout the manual, as criteria by
PROGRAM which to judge vour language tramning activities. If an
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COMPETENCY-
BASED
CURRICULUM VS
TRADITIONAL
GRAMMAR-
BASED
CURRICULUM

activity does not serve the gcal of communicative
competence,it doesn't belong in your program.

Summary Of Ways To Promote Communicative Competence:
* Create a relaxed atmosphere in the classroom.

* Encourage communication and do not stress correctness.

* Maximize peer interaction.

¢ Teach the language, not about the language.

¢ Use authentic language, not artificial classroom language.
¢ Be versatile and creative in your activities.

A language-learning curriculum can be based on many
different criteria, but the most common historically, by far,
has been a grammar-based curriculum. Most foreign-language
programs feature grammatical material as most important.
Unfortunately, most students coming out of such programs
have shown disappointingly low levels of language skill, and
an equally disappointing lack of interest in further language
study. The vast majority of language-learning researchers
today believe that grammar is not the most logical basis on
which to organize an effective language-learning program.
Now, several other kinds of curricula are available for
foreign-language programs, including a competency-based
curriculum.

For Peace Corps programs, a competency-based curriculum
may be the most effective. Competency-based programs
consider the goal of learning a foreign language to be the
ability to communicate effectively in that language--in other
words, to do the same kinds of things in the foreign language
that we learn to do in our native language. This idea, of
course, is perfectly suited to the language training
environment in which you are working, becuuse the Trainee,
indeed, will need to perform a wide variety of language
behaviors in her new environment.

Competencies are the repertoire of verbal and associated
behavior that a person needs to perform the tasks of daily
life. A competency is the successful performance of a set of
behaviors. If a person needs a competency to do a certain
function, such as buying a bus ticket, the objective is for the
learner to actually buy the ticket.

Naturally, the first competencies to be mastered in your
training program will be those that pertain to the Trainees’
basic survival in the new environment, and these are the
competencies on which we focus. However, competencies can
be chosen and ordered according to several standards. The
important thing to bear in mind is that you are teaching,
language for useful, daily functions, not as an end in jtself.
Therefore, you should keep the desired competencies of vour
Trainees foremost in your mind, so that the materials you
present will expand your Trainees' vital ability to
communicate during their stay abroad.
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USEFUL

INFOR-
MATION

THE COMMUNICATIVE
APPROACH

BACKGROUND OF Inthe1970s the Council of Europe addressed the problem of

THE language leamning among Europeans who needed to acquire a
COMMUNICATIVE sgeneral communicative ability in a second language. These
APPROACH people wanted to prepare themselves to communicate sociallv

on everyday matters with people from other countries, and to
get around and lead a reasonably normal life when visiting
another country. In other words, instead of learning a
language as a subject at school these learners wanted to leamn
in order to communicate.

At the same time, linguists in America and elsewhere were
considering the implications of Noam Chomsky’s theories,
which describe language as more complex, lavered and
creative than previously thought. This led to dissatisfaction
with the notion that adults learn languages most effectively
through a simple stimulus/response system of repetitions and
rewards. There was a growing belief in the 1970s that
language is more than a set of habits, and that language
teaching needed to acknowledge this.

The Commuricative Approach, which evolved from these
sets of needs and ideas, is not a methodology. It is a theory
based on current ideas of whart language is and how it is
learned and should be taught. Methods and techniques such
as Information Gap, Total Physical Response, and the
Natural Approach are examples of the Cornmunicative

Approach.
FIVE PRICIPLES The following five principles are central to the
OF THE Communicative Approach.
COMMOUNICATIVE ° Classroom goals are focused on all aspects of
APPROACH communicating—including the purposes of communication

(language runctions), and not only grammar and vocabulary.
¢ Language is used in a social context and should be
appropriate to setting, topic and participants. The focus must
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be on authentic language used for a meaningful purpose.

¢ Fluency and accuracy are not equally important for ail
learning activities. At times it is not important to focus on
accuracy, but on the meaning of what is being communicated.
In other instances, accuracy is critical.

¢ Studen's should have to use the language, productively and
receptively, in new contexts. This means they must be able to
go beyond memorized sentences and expressions.

* Students should be able to express their opinions and shar«
their ideas and feelings.

IMPLICATIONS There are several implications for the language classroom.
FOR THE * First is that grammar instruction needs to support
LANGUAGE communication. An end-of-unit language test should measure
CLASSROCOM not only how well students can form different grammar
features, but on how well thev can use them to express
themselves in communication.
e Another implication is that the language taught should be
authentic. Language classes should involve fewer lessons
exemplified by "What is this?" "It's a book.” Instead, there
should be a lessons focus on things that people actrally say
and hear.
e A third implication is that there need to be leamming
activities in which the answers to questions are not known,
the comments made by students are not predictable formulas,
and the teacher is not controlling all aspects of the
interaction.
The following chart compares the Communicative Approach
and the Audio-Lingual Method.
rAudiolingual Communicative
Method Approach
GRAMMAR RULES Not explained Explain when necessary
MEANINGFUL Limited Central feature
COMMUNICATION
PRONUNCIATION Target is netive-like Target is comprehensible
pronunciation pronunciation
USE OF TRANSLATION Forbidden Used when necessary
SEQUENCING OF LESSONS | Follows linguistic Follows learners’ needs
complexitv
TEACHER/STUDENT Teacher-centered Teacher facilitates student-
ROLES to-student interaction
ATTITUDE TO ERRORS Accuracy is emphasized Errors are seen as part of
learning process
BALANCE OF LANGUAGE | Listening and speaking are Skills are taught according to
SKILLS emphasized students’ needs
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ADVANTAGES

OF THE
COMMUNICATIVE
APPROACH

DRAWBACKS

¢ Lessons tend to be interesting because they focus on learners'’
needs and interests and not just linguistic forms. There is less
boring repetition of drills.

¢ Students are able to use the language i1. real situations
immediately.

* Students are given more autonomy and responsibility, and
this contributes to better motivation.

¢ Teachers are seen as facilitators, and not policemen, who
are trying to catch students making mistakes.

¢ A curriculum can seem random and chaotic if there is no
attention to difficulty of language forms, especially for
beginning level learners. Curriculum design is difficult and
may be time-consuming.

¢ Lesson planning is rather complicated, since it involves
more than having students listen and repeat. Teachers may
initially need to spend a lot of time creating communicative
activities.

¢ Finding, adapting, and using authentic materials can be
difficult and time-consuming.

¢ Because instruction is not formulaic, teacher training is
essential. Teachers need a clear understanding of their role in
the classroom and the reasons for occasionally providing a
translation or tolerating imperfect grammar or pronunciation,
for example. They need to learn how to address students’
needs without simply responding to students’ individual
whims and wishes.
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HOW LANGUAGE IS LEARNED:
ONE THEORY

THE MONITOR
MODEL

NN Rt
INPUT

The following model is adapted from the monitor model
developed by Stephen Krashen of the University of Southern
California. This model is a useful way of thinking about
language leaming and explains a number of situations
language learners experience. The drawing below depicts the
monitor model.
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EXPLANATION OF THE MODEL'S TERMS

INPUT

Input is the language the learner is exposed to either by
reading or by listening. This input can be either inadequate or
optimal.

Inadequate input: unnatural, contrived to demonstrate a
grammar rule, boring, or too difficult for the learner at the
moment.
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FILTER

MONITOR

ORGANIZER

OUTPUT

LANGUAGE
ACQUISITION
AND THE
NATURAL
APPROACH

Optimal input: language used in a real situation,
understandable, interesting and including elements just
slightly beyond the level of proficiency of the learner.

The fiiter acts as a gate. It either opens to let the input
through to the mind, where the learner can work with it, or it
closes and does not let input through. For example, if the
learner is anxious, the gate closes, and the input does not get
through. If the learner relaxes, the gate opens and the input
enters the learner's mind. The opening or closing of the gate is
determined by the learner's attitudes and feelings, which are
sometimes called affective factors. These include anxiety,
motivation to learn the language, and self-confidence.

The monitor acts as a storehouse of conscious rules in the
learner. The monitor contains all the grammar rules the
learner has leamed from formal language instruction. The
monitor adjusts output to make it grammatically correct. Its
role is limited to situations in which there is no time pressure
and the emphasis is on form, not content. Language "learning”
traditionally focuses on developing this aspect of the model
in a student.

The organizer is an unconscious system of language elements,
their meanings, and their relation to culture. The organizer
creates this interconnected system from language experienced
in natural settings. This organizer is at work when we acquire
our native language and creates "fluency” in our native
language. Foreign language "acquisition” focuses on this part
of the model.

Output is what learners produce, in oral or written form, in
the new language. Fluent expression or output originates with
the organizer, where meaning is located. This type of output
is represented by the solid line in the model.

If learners have overactive monitors, their output is blocked.
When they apply the conscious grammar rules they know to
correct their output, it Fecomes jerky, slow, and tense. This
type of output is reprer .nted by the dotted line in the model.

The natural approacl: to language learning, which is based on
the monitor model, was developed during the 1970s and 1980s
primarily by Krashen and promoted among language

teachers by his colleague, Tracy Terrell. The natural
approach proposes that the more the process of learning a
new language resembles the way children acquire a first
language, the easier and more ~uccessful the learning will be.
Thus, the natural approach as..s teachers to find ways to
make classroom conditions as much like the natural setting for
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DIFFERENCES
BETWEEN
LEARNING AND
ACQUISITION

PROMOTING
LANGUAGE
ACQUISITION IN
THE CLASSROOM

FIVE PRINCIPLES
+OF THE NATURAL
APPROACH

child language acquisition as possible. It means that
language "play" accomplishes more than language "work."
Natural-approach terminology would call this the difference
between acquisition,” which occurs in a natural setting for
language use, versus "leaming,” which is classroom language
study. The chart below summarizes differences between
"learning” and "acquisition” according to the natural
approach.

Learning Acquisition
¢ conscious and self-conscious  ® unconscious and unself-
consdous

¢ can be memorized by rote

* based on grammatical order
established by instructor or
textbook

¢ teaches about the language
e fits a classroom format

* teacher or authority
needed.

¢ focuses on correctniess

* requires comprehension

* based on natural order of
acquisition similar to child’s
first language

¢ fosters language use

* can take place anywhere

¢ no authority required

¢ focuses on communication

The natural approach assigns a particularly limited role to
grammar instruction. It holds that errors don't matter much
unless they impede communication and that the language
acquirer (notice that we use this term, rather than "learner”),
like a child, listens for an extended period before speaking,
then moves to center stage, taking every opportunity to
practice and integrate new material. Control over the
structures of the language is gained unconsciously.

According to the natural approach, an environment in which
acquirers can comrmunicate meaningfully in the foreign
language, combined with carefully chosen classroom
reinforcement, is the best combination of all, and can result in
the highest levels of proficiency.

* The goal of language acquisition is communication skills.
Language acquisition is not an end in itself; it is for
communicating messages to other people.

* Comprehension precedes production.

Listening comprehension and reading comprehension should
precede the productive skills of speaking or writing in
language training. This is the concept of "delayed oral
production.”

* Production skills emerge gradually, over time.

Bv supplving large amounts of comprehensible inpui that
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CRITICISMS OF
THE NATURAL
APPROACH

allows learners to understand language, and giving them
many natural settings to experience language, you enable
learners to begin to use it at their own pace. Students should
never be forced to speak, and errors should be treated with
tolerance, when they are corrected at all.

¢ Acquisition activities are central to progress.

Those lively, communicative, free-form activities that so
many teachers use to fill a few spare minutes actually do more
to assist the language acquisition process than the dull,
repetitive, intricate exercises that traditional teachers use
for the majority of their class time.

¢ A relaxed atmosphere is central to progress in class settings.
Language acquisition works better when learners are not in a
competitive or anxiety-producing situation.

Not all language teaching experts agree with Krashen's
ideas, arguing that the theory overstates the similarities
between children and adults in learning a language. Many
question how separate the processes of learning and
acquisition actually are, for example. Although this
distinction is a useful one, some say we should be cautious
about assuming that this accurately describes the way the
mind actually functions. For example, some researchers note
the importance of student output and negotiating meaning as
they learn—not just receiving input.

Second, few teachers or students would agree that grammar
instruction should have such a minor place in the language
class. Indeed, Tracy Terrell, who did the most to popularize
the natural approach in the 1980s, later modified his views,
noting that explicit grammar instruction might have
significant benefits after all.
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HOW

TO DO IT

GRAMMAR AND THE
COMMUNICATIVE APPROACH

Many language teachers spend a large part of their training learning about the grammar of the
language they are going to teach. Unfortunately, less time is usually spent showing future
teachers how to teach gramumar, so it often becomes the weak link in language teaching. We

address common questions with regard to the teaching of grammar in hopes of providing useful
advice in this area.

WHEN AND According to the communicative approach, grammar, like
WHERE SHOULD pronunciation, should be taught only as a tool that enables
GRAMMAR BE learners to communicate only. It should never form the basis
TAUGHT? of a curriculum or the main goal ofa lesson plan. Grammar

should be taught if one of the goals of the learner is a high
degree of accuracy in the target language, whether for
academic or other formal purposes.

WHICH Once you have decided when grammar will be used in the

GRAMMATICAL classroom, vou need to determine which grammatical

STRUCTURES structures should be included. Grammar information should

SHOULD BE be:

TAUGHT? ¢ Learnable--the rule should be easy to describe and
reinember.

¢ Portable--the rule should be able to be carried in the
learner's head without outside reference materials.

*Useful —the rule should not have too many exceptions, and
it should help learners express and understand meanings in
the new language.

Of course, the decision about individual structures will vary
from language to language, so it is impossible to generalize
about which kinds of structures should or should not be
taught. The decision depends upon your sense of the
learnability, portability, and usefulness of the grammar vou
are considering teaching. In grammar-based beginning
English classes, for example, much time mayv be spent
teaching and practicing the use of "a/an" and "the.” English
teachers complain about how few students seem to grasp this
fine point. Perhaps instead of regretting the learners'
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TAUGHT MOST
EFFECTIVELY?

1. USING A
DEDUCTIVE
APPROACH

2. USING AN
INDUCTIVE
APPROACH

seeming slowness, the instructor (or curricuium designer)
should instead examine why such a complex subject is
introduced at the beginning level, especially when it does not
make a great difference in communicative competence.

One of the questions often asked about teaching grammar is
whether it is more effective to introduce it deductively or
inductively. As discussed in Part I of this manual, different
learners favor different learning styles. Some learners like to
see a grammar rule written clearly on the board or in the
textbook, with examples following it. Other learners freeze
when they see such rules and prefer to have examples and
then draw conclusions from them, guided by the instructor.

Neither of these ways of teaching grammar is right or wrong,
but one might work better with one group of Trainees or with
one particular grammar point than with another. You should
weigh the negative effect that deductive grammar teaching
can have on motivation (since many learners, especially older
ones, are intimidated by complex or complex-looking rules)
against the efficiency of presenting a grammar rule instead of
allowing the class to "discover” it.

If you use a deductive approach, remember:

¢ The rule should be stated simply enough to be
comprehensible and not overwhelming. It should be presented
with enough time to "soak in." This point applies especially
to classes with older adults.

¢ The rule should be presented clearly and plainly on the
blackboard or on the handout, with grammatical similarities
noted clearly in all examples. Good layout will especially
help older adults.

* Give sufficient examples, and solicit sufficient examples
from the learners, so that there is time to both understand and
practice the rule.

If you use an inductive approach, remember:

* The examples from which learners are to generalize must be
clearly isolated so they know what it is they are supposed to
be examining. Usually, the examples should be presented in
isolated sentences so they will not get lost in the larger
context.

¢ Examples should be presented in both oral (auditory) and
written (visual) form so that the grammar lesson will serve
learners favoring either mode. The grammar segment should
not be a listening comprehension or reading lesson.

* You need to be sure that once the rule has been discovered by
the learners, it is clearly summarized and repeated. In this
way, learners will not have an incomplete, or incorrect,
understanding of the rule.

Jd001
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OTHER
CONSIDERATIONS

Bevond the deductive/inductive question, there are a few
other suggestions that can be made regarding teaching
grammar. For one thing, it is important to note that teaching
your Trainees to state grammar terminology or rules is not
likely to be successful, nor is it a productive use of class time.
We do not need to know the names of parts of speech or how to
recite grammar rules in our native language, yet we use the
grammar of our native language nearly perfectly. The same
kird of mastery can occur in second-language acquisition given
sufficient amounts of comprehensible input and adequate
opportunities to develop communication skills.

Therefore, when teaching grammar, present a minimum of
grammatical terms or grammar rules. Your Trainees don't
need to know the names of grammar functions; that will not
improve their communicative competence. Rather, they
should be shown how the grammar looks in action through
the use of many accessible examples.

Another rule of thumb in grammar teaching is to keep the
presentation short and lively. Grammar is associated with
boredom for most students, and lengthy explanations or
practice only heightens that feeling. Try to stagger your
grammar point across several lessons plans: the first day,
perhaps, for discovery of a grammar rule via several
examples; the second for explanation of the rule and some
examples of it in action; the third for a chance to apply and
practice the rule in more uncontrolled settings; and the fourth
for review.
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HO!

TO DO IT

PRONUNCIATION IN

COMMUNICATIVE LANGUAGE
TEACHING

PRONUNCIATION
GOALS

BASIC
PRINCIPLES OF
TEACHING
PRONURNCIATION

The goal of your language program with regard to
pronunciation is comprehensibility, not accent-free speech.
Therefore, vou should not be overly concermned, or allow
Trainees to become overly concerned, with removing all traces
of their American accents. It is not possible, and it isn't even
desirable. What should be a goal is to bring Trainees’
pronunciation within the range of comprehensible options for
pronouncing words. This is not always as easy as it sounds!
You need not spend class time showing Trainees how to
categorize phonemes, etc., in the way you may have done
during your linguistic training. This is useful and interesting
for Trainers, but not for the average leamner. Instead, you
should introduce, simply, clearly, and over a period of time,
the unfamiliar consonants, vowels, intonation patterns, and
other features that are in your language but not in English.

¢ Practice a sound or sounds in a meaningful context rather
than in isolation. If you are teaching a new consonant, for
example, it should be introduced in real words or short
phrases, rather than just articulated.

» Try not to point out "correct” or "incorrect” pronunciation by
members of the class.

¢ When possible, give Trainees the opportunity to mode!
their speech after several native speakers, not just you. Guest
speakers, prerecorded tapes, and out-of-class assignments are
some of the ways to do this. In some cultures, males and
females have dramaticallv different vocabulary, idioms, or
intonation patterns. Make sure that Trainees hear language
patterns of members of their sex. Do the same if there are
significant differences in the way language is used by
different age groups or regional groups.

s As with grammar practice, keep the session very short and
stagger the information over time, including review. Most
pronunciation units should not take more than five minutes of
class time on any one day.

JU3
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USEFUL

INFOR-
MATION

TOTAL PHYSICAL RESPONSE

BACRKGROUND

DESCRIPTION

STAGES OF
PROGRESS IN TPR

James J. Asher, another researcher who focused on the
personality of the learner, introduced a radical new idea to
language teaching in the 1960s: Let learners listen to the
language for an extended period of time before they begin
speaking. This concept, and the entire "total physical
response” (TPR) method, has been adopted in a number of
language-learning programs with good results.

Asher believes that very sophisticated comprehension can
take place before any words are spoken by the language
learner. This comprehension can be verified through the
learner's physical responses to spoken commands.

The most distinctive concepts of TPR are what is termed an
"operation” and the three stages of language development.
An operation is a procedure for performing a competency. The
competency may be simple, like making a cup of coffee, or
complex, like filling out a government order form. You can
choose operations that are tailored to a list of competencies
for your training program.

In the first stage of language development, TPR has a "silent
period” during which only the instructor speaks. Learners
participate when the instructor demonstrates and says the
steps in an operation and then gives commands to the
learners, who respond by silently carrying them out. The
silent period lasts for 10 to 20 hours of instructional time,
during which the instructor may present several different
operations. In the second stage, learners begin to give
commands to the instructor when they feel ready. Then, after
a few more hours of instructional time, again at the point
when they feel ready, leamers reach the third stage, in
which they give the commands to each other.

1. Instructor demonstrates commands and commands learners.

2. Learners command instructor.
3. Learmers command learners.
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ADVANTAGES

Even after a group has completed the hours necessary to reach
the third stage, the instructor continues to lead the learners
through the three stages for each new operation by giving a
demonstration and allowing learners to act it out silentlv, as a
"warm-up” exercise.

Gradually, writing skills are introduced, including standard
grammar, while keeping the focus on listening,.

* Comprehension precedes production. Learners demonstrate
their comprehension by accurately carrving out the
commands.

* Activities are designed to be practical and are based on a
variety of everydav activities.

* The varied physical tasks create interest and involvement.
* Looking at and listening to verbal cues, combined with
movement, are challenging for learners. Often learners
"subvocalize" (speak inaudibly) while listening and moving,
challenging themselves to remember and pronounce the
language items.

¢ TPR is well suited to a competencv-based curriculum if the
instructor chooses appropriate content.

* Not requiring learners to speak in the first stage reduces
anxiety.

* A spirit of fun created by so much physical activity makes
learners less worried about taking risks.

* Successful participation without speaking increases the
learner's selfconfidence. Leamers speak only when self-
confident enough to do so.

* Tolerance for ambiguity is neither increased nor
diminished. However, the experience of listening and
understanding without formally anaylzing a message can
contribute indirectly to tolerance for ambiguity.

* TPR usually creates a relaxed environment, though a few
learners might feel anxious at times if others can say or
perform the commands before thev can.

*Communication is more important than correctness when
learners begin to speak, if their speech is accurate enough for
others to be able to carrv out their commands.

* Using only the imperative form fosters peer interaction,
especially at lower skill levels. At more advanced levels,
when Trainees also want to communicate using questions and
comments, commands must be specially written to include
these language forms.

* Leamers perform operations with the language; they do not
learn about the language.

* The language used is authentic, and if tasks are well chosen,
vocabulary will contain commonlyv used words.

* There is a lot of potential for creative activities. mostly on
a listening/speaking level.
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APPEAL

OLDER
LEARNERS

ADAPTATION

TPR appeals to learners who like to get an intuitive feel for a
language and enjoy a high level of social interaction. The
method depends on listening skills, so emphasizes the
auditory, rather than the visual, mode. TPR is further
identified with a third learning mcde, movement, which has
additional benefits. TPR is strongly recommended when
learners are anxious and doubt their ability to succeed.

This method is very good for involving and relaxing older
learners. The emphasis on task performance and the ability
to put verbal knowledge to use right away are likely to make
the older learner feel at ease. The concept that each learner
decides when she is ready to speak is particularly
appropriate. The older learner who is more reticent can still
participate by acting out other learners' commands even if she
is not vet at the speaking stage.

This method works less to the older learner’s disadvantage
than most of the other methods described here and is thus a
good method to incorporate in planning your activities,
especially in the beginning weeks of your preservice program.

TPR is very suitable for use with a communicative approach,
especially in the early days of class. Its main disadvantage
may be that your Trainees need to start speaking the new
language right away, and classical TPR may require more
time than your program can afford. However, a short g« riod
of TPR—even just several hours--can be an excellent way to
orient Trainees to simple vocabulary and functior:s. Moreover,
shorter operations can be used to progress more quickly to the
stage of speaking skills. Many Peace Corps language
programs use TPR as a teaching technique (rather than a
method). A TPR activity may be used to introduce a new
comptenecy, for example.
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USEFUL

INFOR-
MATION

AUDIO-LINGUAL METHOD

BACKGROUND

DESCRIPTION

World War II created a great and imumediate need for fluent
speakers of foreign languages in the U.S. Armed Forces. The
Army developed a drill system of instruction to meet this
need. Schools employed this method as part of a nationwide
effort to train students in foreign languages for national
defense, and the government spent enormous amounts of mone
on training. As a result, the "audio-lingual method" (ALM) is
the best-known method from the United States. ALM lessons
were standardized across the country, so all leamners were
exposed to the same dialogues on prerecorded tapes. (In fact,
hundreds of thousands of Americans can still probably recite a
fragment or two of their ALM dialogues verbatim.)

This method was influenced by "behaviorism,” a movement in
psychology and education that describes learning as a set of
habits that can be manipulated scientifically by the stimuli
to which the learner is exposed. This idea extends to
language, v hich is thought to be a set of speech habits with
no inherent shape. Behaviorists believed that the learner
can build up these habits through exercises. inus, a drill is
seen as a way of reinforcing a language habit and thereby-—-by
learner induction~teaching the meaning and use of the
language. It is easy to learn how to teach using this method,
so ALM may still be the dominant language training
methodology used in foreign language teaching in the United
States today. Unfortunately, it is not a very effective one.
We know more about how people learn language than we did
50 vears ago. We now understand that language leamning is a
more complex, creative, and emotional process than just
learning new habits.

ALM course material consists of 20-to-40-line dialogues that
increasce in grammatical and lexical difficulty. They ¢
written to correspond to the age and interest level of the
learner. 1 ach dialogue h.is accompanying drills and other
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DRAWBACKS

activities that provide practice of the material contained in
the dialogues.

An ALM lesson begins with an oral presentation of the
dialogue. The vocabulary contained in the dialogue is
generally limited so that the learners' attention is not
distracted fre- « the structures to be learned. The instructor (or
an audiotape) orally presents the dialogue, after which it is
broken into shorter, more manageable phrases that the group,
and then individuais, repeat. The focus is on accurate
reproduction of the dialogue; therefore, during drilling or
individual dialogue work, the instructor stops frequently to
correct errors.

A series of drills consisting of three major types-repetition,
substitution, and transformation—follows the dialogue. The
drills are executed in various ways-chorally, individually, in
“chains” around the room, etc. Supplementarv vocabulary is
sometimes introduced during drilling.

The instructor serves as a model of the target language, a
director of drills, and a constant corrector of errors. In short,
the instructor's responsibility is to crea'e good habits on the
learners’ part. The leamers strive for error-free reproduction
of the target language through memorization of the set of
dialogues. (It is for this reason that writings on ALM often
mention the goal of "mim-mem," or mimicry and
memorization.) Learners are encouraged not to deviate from
the drills and dialogues presented, for deviation could result
in errors. The native language of the learner is never used in
the classroom.

In many ALM classrooms, use of a language laboratory to drill
pronunciation is an important component of instruction. The
instructor often listens in on student performance through
headphones, correcting pronunciation individually.

¢ This method downplays communication and encourages
correctness, just the opposite of the goal of communicative
competence.

* Learners are frequently drilled on phrases they do not
cornprehend.

* Originally, ALM courses were not designed to help the
learner use the foreign language outside of class, so materials
were not designed to be practical and relevant.

* Drills can be exhausting and boring. Many learners,
especiallv older ones, go through the motions of a drill
without retaining any of the material.
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OLDER
LEARNERS

¢ Although perfecting drills and dialogues may be
challenging for some students, the challenge is over once they
are memorized;, also, memorizing them does not benefit
communicative competence, which lowers incentive.

¢ Dialogues are usually so standardized that they cannot be
applied to situations other than the ones they depict.

* Mimicry and memorization of dialogues and the need to
execute drills correctly produce anxiety and pressure.

¢ Leamners do not become confident when they are not sure
what they are saying, or when they cannot function outside of
the fixed dialogue. Learning a language routine well can be a
source of pride, but this accomplishment does not necessarily
build internal confidence. Only a learner who can use a wide
range of language in various situations experiences this self-
confidence.

¢ Learners with low tolerance for ambiguity will appreciate
fixed drills. Even learners who do not appreciate them can
benefit from drills because, combinnd with integrative
activities, they provide patterns leamers can use in creating
original sentences. For drills to be effective, though, their
extremely negative effects must be eliminated or minimized.
Drilling in fixed patterns does not encourage tolerance for
ambiguity.

¢ ALM techniques do not produce a relaxed classroom.

ALM seems to have a poor track record with American high
school students despite their strong short-term memories and
willingness to work with material not related directly to
their lives; it is surely even less suited to older learners, with
their weaker short-term memories and greater need for useful
and relevant input. Besides that, ALM's emphasis on
imitating to produce nativelike pronunciation further
disfavors the older learner, who is less likely to reach such a
level.

ALM makes most learners more anxious because the learner
must perform immediately and constantly. Hours of practice
and study using AI.M does not result inwith any practical
speaking skills, and this too is discouraging to older learners,
who want to put their new knowledge into use. The fact that
sentences can be recited without regard for when and where
they may be practical to say makes retention less likely, too.

Finally, the oral emphasis, and lack of written grammar
explanations, can create a stressful environment for the older
learner, who tends to be stronger in the visual mode and who
benefits from note taking and visual reinforcements.

403 —
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ADAPTATION

To be useful for your purposes, ALM would need to undergo so
many changes that it would scarcely be recognizable. It runs
fundamentally against the idea that the purpose of language
is commurication (content), not correctness (form).

One kind of situation in which ALM techniques might prove
handy would be in teaching "gambits,” or phrases for
conversation management, since to be effective, they need to
be learned precisely, including intonation, etc.

A dialogue can have many uses, but memorizing and drilling
it are among the least recommended ones. It can expose
learners to common expressions and give them practice in
saying them. It can introduce idioms and slang that are
unlikely to be found in traditional language textbooks, and
give good pronunciation practice. Dialogues can be memorized
if they are very short, ritualistic exchanges that seldom vary
in the order they are spoken.

ALM-style dialogues can be helpful in promoting listening
comprehension if a cassette player is available, if the

dialogues are short and well recorded, and if they contain
examples of natural interactions between native speakers.
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MANAGING THE CLASSROOM

Classroom management consists of techniques instructors use to work with learners. You might
call it your "teaching style.” It includes ways of handling the flow of activiti-'s in the

classroom both related and unrelated to the lesson content you are presenting. This section gives

some tips about language-related classroom teaching and general classroom techniques, both
viewed in the light of the competency-based cuiticulum and the communicative approach.

FOREIGN-
LANGUAGE-
RELATED
TECHNIQUES

GENERAL
TECHNIQUES

Foreign Language-Related Classroom Techniques are
techniques that are specifically related to the teaching of a
foreign language and are based on language-learning research.
These techniqg:es are consistent with a communicative
approach and with the competency-based curriculum. In
providing some tips on how to apply principles of the
communicative approach in some areas of traditional
language teaching, we include the following;:

* Error correction

¢ Grammar

¢ Pronunciation

All three of these aspects of foreign-language teaching play
important roles in a traditional language-learning curriculum
and much-reduced roles in the communicative approach and
the competency-based curriculum.

General Classroom Techniques are techniques that apply to
any kind of classroom situation, not to any one subject, and
that can help you avoid certain common problems. We relate
these techniques to the Peace Corps training context and
address the specific issues of older learners.

The art of good teaching, of course, has a virtually
inexhaustible list of general classroom techniques, and any
trainer could probably write a good manual giving her own
teaching “secrets.” We include only a few common areas of
concern here:

* How to manage learner-centered activities

¢ How to intervene in learner centered activities

s Error correction

* How to have a discussion

* How to conclude a class session
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HOW

TO DO IT

HOW TO MANAGE LEARNER-
CENTERED ACTIVITIES

TEACHER ROLE IN
LEARNER-
CENTERED
ACTIVITIES

The trainer who is accustomed to energetically directing each
lesson activity may feel uncomfortable using the
communicative approach's less controlled, learner centered
techniques. The activity might be a gaize, a group problem-
solving effort, or a creative project. Less controlled, or "open-
ended,” activities are not uncontrolled; although the way the
class members work their way toward the goal may be
uncontrolled at some point. ~long the way, the goal of the
activity (the competence or language skill) is kept under
control. You may feel nervous when members of the class are
talking all at once, moving around rapidly, or laughing or
shouting loudly. In a traditional classroom, such behavior is
frowned upon. But in a class whose goal is communicative
competence, all of these expressions indicate that learners are
relaxed, confident, and working hard to use the new language.
Another point to bear in mind about less controlled activities
is that they do not leave you with nothing to do. Rather, you
act as an involved "facilitator,” keeping the activity moving,
involving all the learners, and notir g learner progress.

A trainer who uses learner-centered techniques successfully
will develop a high degree of sensitivity to the group and to
its progress in taking charge of the learning process. When
the skilled trainer perceives that the group is having
difficulty, s/he has the discipline not to step in and take over
the exercise but first to encourage the learners. The following
four-step process enables struggling learners to continue
learning with the maximum degree of independence.
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TO DO IT

HOW TO INTERVENE IN
LEARNER-CENTERED
ACTIVITIES

Keeping control while letting Trainees take the initiative requires highly sophisticated
leadership on the trainer’s part. You must be closely enough involved with the process of the
exercise to know when to intervene and when to keep silent. It also requires discipline to follow
the four-step order in making interventions, keeping in mind that the goal is to promote
independent learning and to allow the Trainees to use their own strategies and stvles to achieve

communicative competence.

WHEN A LESS
CONTROLLED
EXERCISE FALTERS

THE FOUR
STAGES OF
INTERVENTION

No trainer involvement: ¢ Allow to work alone.

Little trainer involvement: ¢ trainer notes errors for
future review.

More trainer involvement: * Encourage only
* Offer additional data
* Suggest a procedure
* Give a hint

* When the group appears to be having difficulty, the
trainer first encourages them, expressing confidence in their
ability.

* If that is not enough to get the group working again, the
trainer provides additional information, including new
vocabulary when needed.

» If the group still does not function smoothly, the trainer
makes a procedural suggestion. For example, if the group
cannot come to a consensus on the logical order of a series of
pictures, the trainer might say, "See if you can agree on
which photo is last in the order. Come back to the first
later.” Or the trainer might ask, "Has evervone shared an
opinion vet? Have vou forgotten to get someone's ideas?"

¢ As a last resort, the trainer can give a hint to the solution:
“Take a look at the last sentence to find the mistake.” "If |
tell vou that Item A matches with Figure 6, does that make
any of the others fall into place?”
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TO DO IT

ERROR CORRECTION

ERROR
CORRECTION AND
COMMUNICATIVE
COMPETENCE

WHEN TO
CORRECT
ERRORS

The communicative approach in general discourages error
correction of the kind usually found in traditional language-
learning classrooms: for example, when the instructor stops
the learner in midsentence to correct the learner's speech, or
covers student writing with corrections in red pencil. There
are several reasons for this position:

* If communicative competence is the goal of second-language
acquisition, the message--or comprehensible input and output-
-is what is important, not the form the message takes (with
errors or error free). Therefore, most error correction does not
contribute to the goal of communicative competence.

» Error correction can have a negative, and sometimes
devastating, effect on learners, especially in the sensitive
domain of language learning. This effect is even worse with
older learners, who are likelv to have more anxiety and
lower self-confiderice than younger learners.

* Error correction has not shown impressive results in
language-learning research and may thus be a waste of class
time.

For these reasons, we recommend using error correction in very
limited circumstances. Thev would include the following:

* When the focus is on form, not content. Error correction, like
grammar and pronunciation teaching should be the focus only
in situations in which communicative competence is not the
immediate goal of the lesson. Such situations would include
revising writing, doing manipulative grammar exercises, or
doing other nonevaluative activities.

* During communication activities, error correction should be
avoided except when the message cannot be understood. In
that case, there are several ways to communicativelv clarify
or correct incomplete or inaccurate output.

¢ If a learner consistently makes a cultural error (verbal or
otherwise) that has a strong stigma for native speakers, the
error should be pointed out and altematives presented. As we
discussed earlier, communicative competence is a measure not
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WAYS TO CLARIFY
AND CORRECT

1. INDICATE LACK OF
COMPREHENSION
POLITELY

2. REPEAT
ERRONEOUS
SENTENCE IN

CORRECTED FORM

3. GIVE SPEAKER
ALTERNATIVES FOR
EXPRESSING
MEANING

merely of linguistic correctness but of cultural appropriateness
and sensitivity. For example, certain sounds, such as nose
blowing, may be considered unimportant in one culture and
highly impolite in another. Certain phrases, too, can be
easily misunderstood when translated to the new language
and cause embarrassment or hurt.

Gooc technigues of error correction give learners the
opportunity to self-correct. Self-correction makes it more
likely that the learner's comprehension will improve and is
also consistent with a learner-centered approach. Such
techniques are similar to the communication devices used
between native speakers to allow for self-correction of
mistakes. Here are three of them:

This is probably the technique that comes closest to the
normal language acquisition process. You can indicate that a
native speaker such as yourself finds the message confusing.
Offer a polite "Pardon?” or "I'm sorry, I didn't understand.
Could vou repeat?” That signals to the speaker that
something—-whether pronunciation, structure, or choice of
word--is wrong. This is also an opportunity to answer a
learner’s questions about the error she has just made. Here it
is best to let the learner take the initiative.

Repeat the speaker’s sentence in corrected form, to confirm
that the message was properly understood. For example, if
the Trainee says, "My cousin of host family is visiting this
week,” you might say, "Oh--your host family’'s cousin is
visiting this week.” If a Trainee says, "My electricity go out
last night,” you could sayv, "You sav your electricity went out
last night?”

If a message is confusing, give the speaker correct alternatives
to choose from. For example, after a confusing sentence, vou
could ask a learner, "Did you mean his sister gave the party
or his sister attended the partv?” This method of correcting
while clarifying can be used between leamers as well as
between trainer and Trainees.

=
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HO

TO DO IT

HOW TO HAVE A DISCUSSION

WHAT IS A
DISCUSSION

THE PURPOSE OF
DISCUSSION IN
THE CLASSROOM

STRATEGIES FOR
IMPROVING
DISCUSSION
ACTIVITIES

Lesson plans, especially at the intermediate and advanced
levels, often call for discussion in the target language. We
define a discussion as a voluntary exchange of comments and
questions among class members. The word “discussion” does
not mean a rambling conversation with no particular topic.
Rather, learners start by hearing a presentation or having an
experience related to one or more competencies identified in
the needs assessment. The lesson plan calls on the Trainees to
discuss this topic or competency. For example, discussion
topics might include:

¢ understanaing and responding to negative feedback from
community members,

* preparing to approach government officials for funds, or

¢ examining male-female relationships in the new
environment.

The main purpose of a discussion in language training is to
promote communicative competence. Discussions can lower
the affective filter and create lively peer interactions on
many topics.

Sometimes, however, it can be difficult to get leamners to
participate in discussions. These are some simple wavs to
increase the likelihood of having a successful classroom
discussion on a competency-related topic:

* Step aside and let the group take over. Do not try to lead
the discussion. Merely act as a facilitator, to keep things
moving and distribute time fairlv among class members. Sit
down.

* Try not to ask questions to which you alreadyv know the
answer. If vou ask an obvious "fact” question, there is nothing
to discuss. Instead, ask for feelings, opinions, attitudes, and
preferences, questions that start with "How" or "Why.” The
best kind of question is one that provokes curiosity and
interest, especiallv about an experience that Trainees mayv
have overlooked or been puzzled bv. Some examples:

"Did you notice that the visitor took a long time to get to the
point, to reveal the purpose of the visit? Why do vou think
he did that?”
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“Why do you suppose the second Volunteer was more
successful than the first in getting the official to
cooperate?”

“What did the woman in the story want to get across by
leaving when she did?"

Discussions will be most successful when learners must create
their own interpretations.

* Let Trainees know that you expect them to volunteer their
comments. Try not to call on people, or they may become
passive and the exercise will turn into a series of mini-
dialogues between you and the Trainees instead of a
conversation among all of the participants.

* Let the group know before they hear a presentation or have
an experience that they are going to discuss it afterward.
That is the simplest way to increase participation in a
discussion, because learners know they will be expected to
talk afterward. If they can anticipate what is expected of
them, they will listen and think more attentively.

* The learners should do most of the talking, to avoid having
the discussion turn into a question-and-answer session with
you. The discussion format is not meant for prolonged
explanations by the trainer. If you are asked questions,
answer them briefly and then turm questions back to the
learners.

* Finally, choose a seating arrangement that is conducive to
discussion. The drawings that follow show various possible
arrangements of trainer (X) and Trainees (0).

Seating Arrangeiments Nos. I And 2: Learner-Centered
Seating Arrangement No. 3: trainer-Centered

Learners cannot see each other without straining, so all
comments will tend to be directed at trainer.

No.1
0 X 0
0 0
0 0
0 0
0 0
No. 2
0x0
No.3
X
00000000

Although seating arrangement No. 3 tends to be the most
common in classrooms, No. 1 and No. 2 are much more
conducive to a discussion environment. If vour room has
movable chairs, take advantage of the flexibility by making
seating arrangements that reflect vour goals. Keep chairs
close enough to allow optimal visibility and audibility but
not to make Trainces ill at ease.



HOW

TO DO IT

HOW TO CONCLUDE A CLASS

SESSION

KEEPING TRACK
OF TIME

PURPOSES OF A
CONCLUDING
SECTION

It is easy to fall into the trap of filling in the last half-hour
of a session with exercises and stopping when the clock says
the time is up. A lesson in which teacher-directed practice
grinds on until the end is often the result of too little planning
or keeping poor track of time. If this habit goes unchecked, it
can create attitude and learning problems.

Running out of time, the opposite problem, can also result in an
unsatisfying conclusion to a lesson and interrupted exposure to
new language forms, which hinders older adults in particular.
In general, you should try to spend the amount of time you
planned for each exercise, unless doing so would seriously
impair the lesson.

If vou keep notes in your lesson plan outline aoout the times
required for each activity, you can make better time estimates
with each successive training cycle.
Each lesson plan should have a concluding section. The
conclusion should show the learners how far they have come
since the session began.

* A final recap of the lesson can give learners a sense of
accomplishment by allowing them to demonstrate a degree of
mastery over a new set of language skills.

* Ina competency-based curriculum, the ideal review is often
to let the Trainees role-play the entire competency covered in
the lesson.

* The last five or ten minutes can be used to build team spirit,
encouraging Trainees to congratulate one another on their
achievement during the session.

Plan a good concluding activity for the lesson and make sure
vou save time for it.



USEFUL

INFOR-
MATION

GENERAL LANGUAGE
LEARNING ACTIVITIES

The following compilation of activities has been adapted from the Peace Corps Language
Training Curriculum . They can be used with many of the competencies listed there.

DIALOGUES

ORAL DIALOGUES Purpose: To i prove students’ speaking and listening skills.
To familiarize students with natural utterances and
conversational zxchanges related to the competencies.
Directions: -Iniroduce the characters (usually two) in the
dialogue using stick-figure drawings, pictures, or puppets.
You can indicate when a different person is speaking by
changing your voice slightly, by stepping to the left or right,
by pointing to two pictures of people on the board, by using
two different hats that you change quickly.

-Act out the dialogue several times, taking both parts and
presenting the general meaning, and the pronunciation,
rhythm, stress, intonation of the utterances. Visuals can be
used to dramatize the dialogue.

-Have students repeat each line of the dialogue several
times.

-Take cne of the parts. Have the whole class take the other
part.

-After practicing the dialogue several times, reverse the
roles.

-Have one half of the class take part A and the other halt
part B.

-Reverse roles.

-Have students practice the dialogue in pairs. Circulate and
monitor the students’ performance.

Note: Two-line dialogues are appropriate for beginners. A
students progress in their use of the language, a 6-8 line
dialogue will be appropriate.
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RITUAL

LINE-GRAM
DIALOGUES

CUMMINGS
DEVICE

CONSTRUCTALOG

DIALOGUE GRIDS

60 E—

Purpose: To have students memorize set phrases that are
frequently used in everyday conversation. A ritual is a short
form of a dialogue. An example is:

A: Hello, how are you? B: Fine, thanks. A.ul you?
Directions: (see Dialogue)

Purpose: To introduce or practice a dialogue

Directions: Draw a line gram on the board representing the
lines of a dialogue. Each word is represented by a line; all
punctuation is included.

Example: What's your last name?

My last name is Smith.

The preceding becomes:

Model the dialogue (following the steps in Oral Dialogues
above)

-To help students with rhythm, stress and intonation, use a
pointer to tap out the lines while modeling them.

-As students master the first pair of lines, add more lines and
tap them out.

-Have students clap or tap out the lines.

Purpose: To have students practice useful, high-frequency
sentences to ask for and receive simple information.
Directions: -Write a short conversational exchange on the
blackboard.

Example:

How many __1___-do you have?]l. brothers, sisters, children
I have _ 2 1 2. 1.2,3,4,5, etc.
-Present the conversation to be sure students understand the
mearning.

-Go through the list of words to make sure students
understand.

-Have students repeat the lines after you.

-Have students respond. You take one part; students the other.
-Have students practice the conversation with each other.
Students choose which words they want to slot into the
blanks.

(note: schedules, charts, maps and other sources of
information are useful for a Cummings Device.)

Note: This is similar to a dialogue, but it is usually shorter
and has holes where a variety of words can be added.

Purpose: Students make their own dialogues from a list of
words and expressions.

Directions: -Put a few key words (or pictures) on the board.
-Ask the students to work in pairs to create their dialogues
based on these cues.

-Have students present these dialogues to the class.

Directions: -Use pictures to cue lines of a dialogue.
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DRILLS AND CONTROLLED RESPONSE

ACTIVITIES

GENERAL
PURPOSE OF ALL

DRILL ACTIVITIES

REPETITION
DRILLS

SUBSTITUTION
DRILLS

REJOINDER
DRILL

EXPANSION
DRILL

TRANS-
FORMATION
DRILL

CHART PATTERN
PRACTICE

CHAIN DRILL

DOUBLE CIRCLE

To present/ practice language in a controlled situation.

-Model an utterance.

-Have students repeat first in a large group, then in smaller
groups and finally individually. Pictures can be used to
reinforce the utterances.

-Model the first utterance while the students repeat.

-Give a substitute item as a cue. This is done by showing a
picture or saying the word.

-Students say the utterance substituting the new word in the
previously modeled sentence.

-Say the first line of a 2-line exchange.

-Cue the appropriate rejoinder by a word or phrase given
orally, written on a card or shown in a picture.

-The student then supplies the second line.

-Give a basic sentence.
-Tell students to add a new element to the sentence (for
example: an adjective, a time phrase).

-Give a sentence orally.
-Tell students to change it in a certain way (for example:
present to past tense; singular to plural).

-Show a chart containing a series of pictures {for example:
daily activities).
-Use the pictures to cue sentence patterns.

-Have students sit in a circle. Model the drill.

-Begin the chain by asking one student a question. For
example: "What's your name?”

-The student answers and then asks another student the same
question.

-The chain continues unti} all the students have asked and
answered the question.

-Move the chairs to form two circles--one inside the other.
Students in the inner circle sit facing those in the outer circle.
-Present a question (for example, "What's your name?").
-The pairs of students facing each other in the two circles
take turns asking and answering the question.

- After the answers, the students in the outer circle move one
chair to the right.
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MEMORY DRILL

TOTAL PHYSICAL
RESPONSE

ACTION
SEQUENCE

RECITATION

-Ask another question. The new pairs then ask and answer
both questions. -Continue moving chairs and presenting
questions until students have had sufficient practice.

-Choose a topic area (for example, food, clothing,}.

-The teacher or student begins by saying, "I'm going to
(capital city), and I'm going to take a

-The second student repeats what Sl said and adds an item.

-The next student repeats what Sl and S2 have said and adds
a third item, etc.

Purpose: To teach language through a series of commands.
Directions:: -Model a series of commands stating the sentence
as you perform the action, For example, "Go to the door.” as
you walk to the door.

-Invite 3-6 students to walk through the commands with vou.
-Give the commands to the students without doing the action
with them.

-Model the commands; all students repeat.

-Students, as a class or individually, give the commands to

- the teacher to perform or to each other.

-Pair students and have them practice giving commands to
each other.

Purpose: Students perform and then describe a series of
actions that are associated with a topic area, e.g. buying food
in a market.

Directions: -Demonstrate the sequence while the students
listen and observe.

-Go through the sequence again, stopping to explain new
words. Students listen and observe.

-Go through the sequence again while students respond to the
commands with the appropriate actions. Students do not
speak.

-Teach the commands. Students repeat the sentences several
times for practice.

-One student gives the commands while a second student
responds with the actions.

Purpose: To provide students with phrases useful for
explaining or describing themselves to a native speaker.
Directions: Students memorize a short series of sentences.
Although these sentences would not ail be recited at once,
they can each be used in real conversation in response to
questions. Example:

My name is

I'm jrom (country)

I speak (language)

I'm (age).

I'm single.

-Present the recitation using information about vourself.
-Make sure students understand the mearung of each sentence.
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MONOLOGUE

GAMES

GENERAL
PURPOSE OF ALL
GAMES

SPINNER CARDS

QUESTIONS

ACTION
GUESSING GAME

~Go through the recitation sentence by sentence. Help each
students with the information they need.

-Have students memorize their recitation.

-Students practice in pairs.

-Individual students present their recitations to class.

Purpose: To present a short monclogue to serve as basis for
listening practice

To introduce new vocabulary, grammatical structures

Note: Choose a topic that will be useful to students in
interacting with the host community. Possible areas are:
family, food, a U.S. holiday, a game or sport, a movie or book
plot.

Directions: -Plan your monologue.

-Give the monologue (30 seconds is a good length). Have
students listen.

-Repeat the monologue.

-Allow the students to ask questions about the material.
Write key words on the board or use visuals to make the
meaning clear.

-Say the monologue again.

-Ask students questions about your monologue.

-Ask students (individually or as a large group) to give your
monologue as accurately as they can.

Variation: Students can give their own monologue based on
the same topic as yours.

To practice language in pairs/small groups using an enjoyable
activity.

-Put pictures of new vocabulary related to a competency on a
spinner card.

-Students take turns spinning the arrow on the spinner card
and asking an appropriate question to another student. The
student answers based on the picture cue.

-The teacher or a student thinks of an object (related to a
competency area) or the teacher shows a student a picture or a
card with a vocabulary word written on it.

-Students try to guess the object by asking ves/no questio” s.

-The teacher gives each student a card with an action written
on it or the students in teams can decide on which to present.
-A student mimes the action and the other students (or the
other tearn) tries to guess what it is.

LIV NA
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TIC TAC TOE

BINGO

GO FISH

CONCENTRATION

MAGIC CUBES

-Give each student a Tic Tac Toe grid with 9 boxes. and tokens.
-Write (or have students write) words from the topic area
being studied in each box.

-Divide students into pairs.

-One student has "X"s and the other has O's.

-Students take turns reading a word or using it in a sentence.
-If the student uses the word correctly, s/he puts an X/O in
the box he chooses on the grid.

-The first student to get three X's or three O's in a row
(diagonal, horizontal or vertical) wins.

-Make bingo cards (or have students make their own cards)
using words from the current topic area, pictures, numbers, etc.
-Give each student a bingo card and tokens.

-Call out (or have a student call out) one of the
words/numbers on the bingo card.

-If a student has that word, s/he covers it up with a token.
-The first student to cover up five in a row wins.

A card game. Prepare sets of duplicate cards with pictures of
objects (related to a competency).
-Deal 5 cards to each student.
-Put the rest of the cards face down in the middle.
-In groups, students ask each other for cards to make pairs.
(For examnple, Do you have an apple?” Yes, I do." No, Idon't.
Go Fish."
The student who has to "go fish" draws a card from the pile.
-The first student to get a pair for each card in his hand, wins.

Purpose: Students compete to match pairs of index cards by
remembering their location. Pairs can include picture/word;
synonyms/antonyms; grammar contrasts.

Directions:-Make sets of cards using pictures or vocabulary
from a competency.

-Put the cards face down in columns and rows.

-Taking turns, students turn over two cards.

-If thev don’t match, students turn them back over.

-When a match is made, students read the words or use them
in a sentence.

-They then remove the cards and take another wm.

-The student with the most pairs wins.

Purpose: To practice new vocabulary.

To practice asking and answering questions in small groups.
Directions: -Make cubes (6 sides) out of heavy cardboard.

-Put pictures of new vocabulary related to a competency on
each side of the cube.

-A student throws the cube, identifies the picture and uses the
new word appropriately.

Variation: Students can work in pairs and ask cach other
uestions. The answer depends on the information on the side
where the cube lands when thrown,
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MEMORY TABLE

RUN AND TOUCH

SIMON SAYS

GAME BOARDS

-Bring 5-10 objects (related to a topic area) and put them on a
table.

-Cover the objects with a cloth.

-Remove the cloth for about 30 seconds and allow students to
study the items.

-Then cover them again with the cloth.

-Have the students work alone or in groups to record what
they saw.

-Compare and check lists.

-Attach pictures (related to the topic area) to the board.

- Divide the class into two teams and have them line up in
front of the board. -Call out the first new word.

-The first member of each team runs to the board, pointing to
the picture representing the word that the teacher calls. The
first student to touch the correct picture gets a point for his
team.

-The first student then goes to the end of the line and the
game continues until all members have had a chance to play.
The team with the most points wins.

Purpose: to practice following commands

Directions: -The teacher gives a command. Sometimes it is
preceded by "Simon Says" sometimes it is given without
saying "Simon Says".

-Students follow the command only if the teacher savs,
"Simon Says."

-A student who makes a mistake loses one point. The student
who has lost the fewest points at the end of the game is the
winner.

-A variation is to substitute “Would you please” for "Simon
Says" to help students learn to use polite requests.

Purpose: to practice vocabulary or grammatical structures by
playing a game.

Directions: -Make a simple game board with a START, a
FINISH and spaces connecting the two.

-Write in each space a vocabulary word from the topic being
studied or a grammatical item related to the topic.

-Divide students into teams.

-Students take turns throwing the dice, moving the number of
spaces shown on the dice and reading or following the
instructions on the space where they land.

-A student who makes a mistake must go back to the space
where he was before he threw the dice.

-The winner reaches FINISH first.



SCRAMBLES

-Write the words of a sentence that has been practiced in
class on 3x5 cards. -Scramble the cards.

-Have students in pairs or small groups arrange the words to
form a sentence.

ACTIVITIES THAT USE VISUALS

TOWN MAP

PICTURE FILE

PICTURE CUES

PICTURE STORY

LOOK AGAIN
PICTURES

WALL CHARTS

-Make (or have students make) a large map of a town (or of
vour town). Use it as a base for locating places in all the
units.

-Have students describe how to get from one place to another
using the map.

-Put together a picture file of magazine pictures, teacher
made pictures, student made pictures to use for teaching
different topic areas.

-Use these pictures to teach vocabulary, to use as a base for
creating stories, for cultural discussion.

-Use pictures to cue a change in tense or person. Hang the
cards on the wall.

-Point to them when students need correction or instruction.

-Present a 6-10 frame picture story related to a topic area.

Students "read” the story and tell what the characters do and
say.

-Find two similar pictures, draw two similar pictures or
change a picture to make it slightly different from its
original.

-Give students the two pictures.

-Ask students to find the differences and explain them to the
class.

Purpose: To record frequently used phrases.

Notes: Common lists might include: Clarification questions;
idioms; frequently used questions to ask for information
Directions:-Puost large pieces of paper in the classroom.
-Keep an on-going list of common phrases.

-Point to phrases to cue students
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WALL PICTURES

CUISENAIRE
ROD3

Purpose: to give the students the opportunity to see lots of
target language print.

-to expose the students to commonly seen environmental print,
for example: traffic signs, building names, words on/in
buildings. :

Directions:-Label items in the classroom and leave the labels
up even if you are not explicitly referring to them in your
lesson. Students will constantly see the labels and begin to
recognize common words.

-Put up signs in the classroom related to a topic area. For
example: post the names of places in a city in the
Transportation Unit. Have students use these signs for
direction giving: Go to the bank. Turn left at the school., etc.
Variation: -Have students walk around town and write down
language they see on signs.

-Bring the words back to the classroom and discuss.

Purpose: To focus students’ attention on a specific structure or
to stimulate classroom conversation.

Note: Cuisenaire rods were used originally in math.
Directions:-Rods can represent structural concepts or they can
be used to represent vocabulary items. Some uses of rods for
teaching vocabulary include building a town with rods;
presenting a family tree with rods; placing rods in a house to
represent furniture.

SIMULATIONS AND COMM™INITY
CONTACT ASSIGNMENTS

ROLE PLAY

Purpose: To practice speaking and listening skills by creating
real-life situations in the classroom.

Directions: Students should first have practiced the language
they are going to use.

Students can use dialogues previously learned or they can
write their own dialogues based on previously practiced
language.

-Divide students into pairs or small groups.

-Give each student a part to play, a role. This part can be
described verbally or written on a task card or it can be cued
by pictures.

-Each group or pair has a few minutes to practice before
performing before the class.

-Circulate and help stitdents while the groups are preparing.
-After each group has performed, give feedback or ask other
students for feedback.



COCKTAIL PARTY

INTERVIEWS

FIELD TRIPS

Purpose: to practice the language in an informal situation
Directions: -Develop a set of identities, one for each student
in the class. All the identities have some connection with
each other. For example: everyone is a member of the same
family; everyone is a suspect in a murder mystery.

~-Give each student a card with an identify on it.

-Tell students they are at a cocktail party with a lot of
people. Their job is to find out who the people are and what
their relationship is to them.

-Have students memorize their identify.

-Students walk around the room and talk to as many people as
possible and find the connections.

-After students finish their conversations, have them tell you
the ccnnections.

Purpose: to provide an experience where students interact
with native speakers and practice listening, speaking and
perhaps note-taking skills.

Directions:-Assign students a topic (or let students help select
the topic).

-Brainstorm with the students a list of vocabulary, possible
questions needed for the interview.

-Have students work in pairs to develop questions they may
need for the interview.

-Review with the students clarification techniques that they
may want to use.

-Have students practice the interview questions in a role play
situation.

-Students conduct the interview.

-When students return to the classroom, have them give brief
reports on what happened, for example: how did theyv feel?
were there any surprises?

-Have students report what they learned from the person
thev interviewed.

-Make a list of tricks the students learned, e.g., how to ask for
clarification, how to contro! the questioning, how to get the
conversation back on track.

Purpose: Going outside the classroom allows students to use
the language in a real situation with native speakers.
Note: Make sure to choose field trips that will be
appropriate in your culture. If necessary. arrange with
businesses or peaple before the students take the field trip.
Be sure to talk with the students before the trip about what
actions will and will not be culturally appropriate.
Directions:-Give students assignments related to a topic area.
-Have students go out and complete the assignments

-When students return to the classroom, talk about what
happened and what thev learned (sec Interview above).



USEFUL

INFOR-
MATION

LISTENING ACTIVITIES

The following compilation of activities has been adapted from the Peace Corps Language
Training Curriculum.

GUIDELINES FOR Purpose: To prepare students for real-life listening.
LISTENING The level of language that students can understand is at a
ACTIVITIES much more advanced level than what they can speak.
Therefore, listening activities can include vocabulary and
structures beyond students’ spoken abilitv. Listening
activities should be developed based on the characteristics of
Real-Life Listening:
* We listen for a purpose and with certain expectations.
* We make an immediate response to what we hear.
(although the response mayv be non-verbal).
* We usually see the person we are listening to. Therefore,
non-verbal gestures are an aid in comprehension.
* There are some visual or environmental clues as to the
meaning of what is heard.
* Stretches of heard discourse come in short chunks.
* Most heard discourse is spontaneous and therefore differs
from formal spoken prose in the amount of redundancy, noise’,
and colloquialisms, and in its auditory character.

TYPES CF 1) Listening without making a response
LISTENING 2) Listening and making a minimal response, often non-verbal,
ACTIVITIES to demonstrate understanding
3) Listening and making responses either speaking, reading or
writing

The following activities can by used for tvpes 1-3 listening
activities. The number of parentheses relates to the tvpe of
activitv. Most of the following activities are predominantly
tvpes | and 2 since activities that include listening/
speaking /reading / writing are 4-skill activities and are
included in the General Activities Section.
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70

INFORMAL
TEACHER TALK

REAL-LIFE
EAVESDROPPING

TEACHER
MONOLOGUE

CONVERSATIONS
WITH NATIVE
SPEAKERS

(1) Students need to hear the target language as much as
possible. Use natural speech in your classroom whenever
possible (greetings, classroom commands, when changing an
activity -[for example, "O.K. That's enough. Let's go on to
the next activity."]) Students will initially understand only
minimal vocabulary but they will begin to hear your
intonation patterns, pronunciation and common phrases used
in everyday speech. Appropriate gestures will help students
begin to understand meaning. Since non-verbal gestures differ
from culture to culture begin using appropriate head, hand,
and finger motions as soon as the course starts.

(2) Comprehension can be tested based on appropriate non-
verbal responses.

(3) Students can be encouraged to ask for clarification (see

language in Topic I1.3) when they don't understand classroom
directions.

(1) Students should be encouraged to pay attention to native
speakers outside of class. Give specific real-life listening
assignments related to a topic area. For example, have
students listen to people greeting each other at parties; have
students listen for exchanges in the market between buyer and
seller.

(2,3) After listening to native speakers, students can report to
the class parts of the conversation they understood; ask
questions about phrases they didn't completely understand;
make comments (probably in English) about gestures and non-
verbal interactions in these conversations to figure out
cultural aspects of the exchanges.

(1) Talk to the students about your own experiences in the
different topic areas (for example, describe vour family, talk
about your house, describe your holiday plans). To help
students in listening, first tell them what you are going to
talk about, then give them a specific listening task. For
example, if you are going to talk about your family, ask
students to listen for the numbers of brothers/sisters you have;
for the name of your youngest child. Although students won't
understand everything, they'll enjoy the personal interaction
and (2,3) may be able to ask basic questions for more
information or clarification.

(1, 2) Invite another native speaker into your classroom.
Carry on a conversation together based on the topic area
vou're focusing on in class. Give students a specific listening,
assignment. For example: If students are working on housing
language, have a conversation between a tenant who is
interested in renting a house and a landlord and ask students
to listen for the amount of the rent, when it is due, how many
rooms are in the house, etc.
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PICTURES

PICTURE STORIES

TELL ME A STORY

MAPS, CHARTS,

DIAGRAMS,

FAMILY TREES

(1) Choose a picture relevant to a topic area (for example,
people waiting for a bus at a bus station). Talk about the
picture, describing the people, what they are doing, perhaps
giving a conversation between characters in the picture. Point
to appropriate parts of the picture as vou speak.

{2) Ask students to point to appropriate parts of the picture as
vou talk or

(3) Ask and answer questions about the picture.

{I) Use a series of 6-10 pictures that tell a story. Narrate the
story pointing to the appropriate picture.

(2) Ask questions about the story and have students respond by
pointing or by (3) one-word answers.

(2) The teacher tells a story with a lot of action in it.
Students must act out the story as the teacher tells it.

(1) For example, describe routes from one place in the town to
another; use a chart as the basis for describing food
likes/dislikes; show a diagram of the floor plan of a store
and describe the location of items; describe your family
members by using a family tree. Have students listen to yvour
descriptions.

(2) Have students demonstrate understanding by pointing to
the appropriate parts of the maps, floor plans, etc.

(3) Have students respond to questions about the information
the teacher gives in the maps, charts, etc.

INFORMATION (2) Give students a map/chart/etc. that has not been filled

GAP out. Dictate what the students should put in each box.
Give students a map or grid (such as a bus schedule) with
information missing. Dictate the information and have
students fill in the blanks.

Flight No. From To Arrives Departs

Pan Am 65 New York —m-- 6:45 ——e-

m——- m—— Prague ———- 10:05

(3) Or have students with different information work
together to solve a ‘puzzle.’ For Example: Back to Back
Maps. Divide students into pairs. One student in each pair is
A; the other is B. Give each student a map of the town.
Student A's map has some of the buildings in the town named;
other buildings have question marks on them. Student B has
the buildings labeled that S A does not and question marks on
the ones that are labeled on S A's map. S A must describe the
location of each building so that S B can label the buildings on
his map. Then S B describes for & AL
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JIGSAW
LISTENING

CONSTRUCTION
ENGINEER

DRAWING
PICTURES

FIND THE
MISTAKE

BINGO

DICTATION

(3) Each student (or group of students) is given one part of the
information needed to comprehend the whole. The students
listen on tape or read their own parts and then share their
information orally with the class in order to figure out the
complete piece. Examples of Jigsaw Listening activities are: a
mystery where each student has one clue; a recipe where
each student has one of the instructions; a story where each
student has one sentence.

2j Give students approximately 10 rods (or blocks) of
different colors. Give students directions about where to place
the rods. For example: Put the green rod on the table. Put the
white rod on top of the green rod. Put the red rod next to the
green rod, etc. After you finish giving instructions, have
students compare their constructions.This activity can also be
done by placing objects or pictures of objects in different places
according to your instructions.
(3) Have students direct each other to build a structure using
the rods. Students can sit back to back. Student A gives
instructions while building the structure himself. Student B
follows the instructions, asking for «larification if necessary.
After the structure is completed, the students compare the
results.

(2) Talk about a picture which the students cannot see and ask
them to draw what yvou describe. Then compare the students’
pictures with the one you described. This can be very simple:
for example: "There's a table in the middle of the room.
There's a cat under the table. There are four chairs around
the table. There's a coffee pot on the table.”

{2} Describe a person, place, or thing that all the students
know and can see. This can be the room you are in, an object in
the room or one of the students in the class. As you make your
description, give false information. For example, if
describing a blond-haired, blue-eyed girl named Betty from
New York, vou might say, "This is Susan. She's from
Chicago. She has brown hair and brown eyes.” Each time vou
give false information, the students must raise their hands.
Pictures with lots of detail can also be used for this activitv.
As students look at the picture, give an oral description of the
picture but make deliberate mistakes. Students circle or check
the items that you describe incorrectly.

(3) Students can also correct the false information.

(2) This game helps students identify vocabulary words trom

a topic area. The teacher calls out a relevant word and

students place a marker in the appropriate box on the bingo
card.

(2) Dictate information. Have students wnte what vou say.
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MULTIPLE
CHOICE

SONGS

TAPES

MOVIES, VIDEOS

RADIO/TV

(2) Give students a worksheet with several possible answers
on it. Read one answer and have students circle the one you
read. For example: in the Food Unit to practice reading
labels, give a worksheet such as the following:

(Teacher reads "I need rice.")

a.beans b.peas c.rice (Students circle'c’)

(1) Students enjoy native language songs both for pleasure and
for cultural value. They don't need to understand every word
in a song; they can enjoy the music with a minimal
understanding of meaning. Play the song first. Then
summarize the song in English, giving the meaning and any
interesting background information. Students should listen to
the song on successive days so they begin to leamn the tune and
pick out specific words.

(2,3) After listening a few times, they can begin to follow the
written text and sing along.

The teacher can make a tape of a conversation between native
speakers, of a short narrative, of part of a radio broadcast, of
a pronunciation drill and students can listen to the tape as
many times as they need to in order to complete an
assignment. This assignment can be a worksheet with
questions to answer, such as jigsaw listening, or an oral drill to
practice different sounds in the language. There are also
commercially made tapes in the native language (of lectures,
or stories read aloud, etc.); however, these are usually very
difficult for beginning learners of the language.

(1) Films relevant to the target culture are often interesting to
students. Although beginners won't understand the majority
of the narration, they will pick up meaning through the
visual images and will benefit from listening to native
speakers’ intonation and pronunciation and will begin to pick
up bits of the language.

(3) Ask questions about what students have seen and heard.

(1) Students may watch native language TV programs or listen
to radio programs with their host families. Encourage
students to listen to programs outside of class and use selected
broadcasts in class. For example, a tape of a weather report
from the radio can be a good opportunity to practice listening
for vocabulary learned in a weather-related activity.

2) Write weather vocabulary used in broadcast on board.
Have students listen for words and point to them when they
hear them used.

(3) Have students ask and answer questions about short taped
broadcasts

(3) Make a tape with short "news” items (e.g."There's free
beer in the bar on Saturday.” "Movies will cost $10. next
year." Have students react appropriately, using
appropriate intonation.



USEFUL

INFOR-
MATION

GRAMMAR ACTIVITIES

The following compilation of
Training Curriculum.

THE STAGES OF A
GRAMMAR
LESSONS

1. MOTIVATION

2. PRESENTATION

3. PRACTICE

activities has been adapted from the Peace Corps Language

The same basic four steps of motivation, information, practice
and application also apply to a grammar-based lesson .

Students need to encounter new grammatical patterns in
contexts where there is a significant diiference in meaning
communicated by the new structures. From the very beginning
of the lesson it is important for students to understand the link
between a particualr grammatical form and the important
distinction in meaning that the form conveys. This can be
communciated through pictures, dialogs, a role play or even a
teacher modelling the different forms and the meanings that
they communicate.

Presentation is the stage at which students are introduced to
the form, meaning and use of a new piece of language. At this
stage students learn how to put the new syntax, words and
sounds together. The grammar point can be introduced either
inductively or deductively. In an inductive presentation, the
teacher presents an activity in which a grammar point is
used. Students figure out the grammatical rules after
participating in the activity. In a deductive lesson, the
teacher provides students with grammatical rules and
explanations. A varietv of the activities in the General
Activities and Listening Activities Sections can be uscd to
present grammar points.

This stage can be divided into Controlled 'ractice and Free
Practice. In the Controlled Practice stage, the learner begine
to manipulate the structure, gaining control of the structure
without the additional task of having to be creative with
the language. At the Free Praclice stage, the learner
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4. COMMUNICATIVE
USE:

engages in communicative activities to practice the structure
being learned. These activities usually involve exchanges in
which a speaker or listener cannot anticipate what is going to
te said next. However, the student is still in the classroom,
the activity is designed to practice a particular structure, and
the activity is being monitored in some fashion by the
teacher.

'Use' activities go bevond the language classroom into the
community. The teacher mav set up the activity, but the
teacher is not usually arounu to monitor the language
exchanges. Since Use’ activities are usually interactions
with native speakers, the language may be controlled
somewhat by the questions of the learner; however, the
native speakers are not usually controlling the grammatical
structures that they use.

ACTIVITIES FOR PRESENTATION AND
CONTROLLED PRACTICE

MODELLING/
REPETITION
DRILLS

ISOLATION

DIALOGUES

TIME LINES

FINGERS

CUISENAIRE

RODS

EXPLANAT:ON

The teacher gives a clear spoken model of the new language,
using normal speed, stress and intonation. The teacher can
give this model several times with students repeating after
her, both in chorus and individually.

The teacher can isolate parts of a sentence by repeating the
part with the grammatical structure she is teaching. Or the
teacher can isolate it by writing the sentence on the board and
pointing out or underlining the critical grammatical point.

The teacher presents the grammatical point through the
conversation of the two characters.

These diagram representations are uscful for teaching and
contrasting verb tenses.

Fingers can be used to isolate parts of a sentence. Each finger
can be a different word in the sentence. By pointing to the

appropriate finger, the teacher show students where to find a
kev gramunatical item.

Teachers can give different grammatical properties to rods of
different colors or lengths to make grammar learning mec ¢
visual.

The teacher gives grammatical explanations in the native
language of the students.
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TOTAL PHYSICAL
RESPONSE

STORIES

CLOZE PASSAG:

PICTURES

REALIA/
CLASSROOM
OBJECTS

CHARTS/
TABLES/
SCHEDULES/
GRAPHS

SCRAMBLED
SENTENCES

SONGS

Use listening based exercises to help studernts match meaning
and form in context. Students can respond either physically or
verbally. Students can listen to different examples and then

figure out the grammatical rule for themselves or the teacher
can point out the rule.

The teacher develops a sho.t story based around thc
particular topic area being studied. In this story, she

repeatedly uses the grammatical point that the unit or
competency area will focus on.

After a story is told, the teacher can write the story, omitting
the grammar point to be studied. Students fill in the blanks
with the appropriate grammatical item.

Picture files, photographs, and stick figure drawings can all
be used as the stimulus for presenting and practicing
grammatical points.

These can be used in matching structures with meaning,.

These are good for practice f grammatical structures.

To practice v ord order, question/negative formation verb
tense formation, etc. write each word of a sentence on a 3x5
card. Mix up the words and let students in pairs/small groups
put the sentences in the correct order.

Songs can often be chosen that repeat certain grammatical
structures.

ACTIVITIES FOR FREE PRACTICE
INCLUDING ACTIVITIES DONE IN PAIRS
OR SMALL GROUPS

PICTURES

GAMES

Students can be given a choice of pictures around v-hich they
develop their own story that uses a particular grammatical
structure.

Manyv of the games mentioned in the General Activities
scetion can be played with a grammatical tocus.
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INFORMATION
GAP

PARALLEL
WRITING
ACTIVITIES

SIMULATIONS
AND ROLE PLAYS

In this kind of activity, each student has different pieces of
information necessary to make a whole. Students share
information with each other to fill in grids, charts,
schedules, or to tell a complete story or solve a problem.

Students receive a sample of writing (a letter, for example)
using a particular grammatical point. They develop their
own piece of writing using the same structures.

Having the students take roles in the simulation of a real life
situation allows them to practice structures in a
communicative setting and one in which social factors may
affect the use of a structure.

ACTIVITIES FOR COMMUNICATIVE USE

INTERVIEWS

FIELD TRIPS

Students can be assigned to interview host country nationals
about a variety of topic areas. The assignment can be given so
tha* students must use a particular grammatical structure to
talk to the native speakers. For example: If the class is
practicing the past tense in the Employment Topic, the
assignment might be to ask 4 native speakers about the job
they had before the one they have now.

Students can be sent into the community with assignments
that require that they use certain structures in the target
language. For example: If the class in the Shopping Unit is
working on question words, students can be told to ask the
price of 5 items in a food market or to ask the names of 3 food
items.



FROM THE

FIELD

SONGS AND GAMES

Songs, games and rhymes can be incorporated in your lesson plans, especially at the review stage and in
the afternoon sessions, when students are sleepy. In fact, they can be used at any stage of the lesson. They
teach language and culture together. Songs teaching culture usually involve a discussion about activities
in the culture, e.g., who sings and what the occasion for the song is. There are usually language points to

be discussed as well. One good example is the national anthem, and some teachers have Trainees sing it
every morning. '

Language Coordinators from Anglophone Africa Posts developed this selection of useful language songs
and games for the classroom at a TOT Workshop in Zambia in 1995. Although the descriptions are in
English, all are intended to be carried out in the target language.

BUZZ Purpose: Practice with numbers
1. Participants stand in a circle and begin to count: first person
savs 1, the next says 2, the next says 3, etc. BUT
2. Participants should not say numbers that contain 7 (7, 17,
27, 37 etc.) or numbers that are multiples of 7 (14, 21, 28 etc.).
Instead they have to say BUZZ!
3. If someone makes a mistake, they leave the circle and the

next person starts again with 1. Trv to reach 50 without
mistakes.

ALPHABET Purpose: Practice with vocabulary
Have a chart made depending on what competency, but 1t
works well with the topics of food and introductions:
Sample
Name Country Town Food Drink

1. One student begins by telling the other "start. " Then that
student’s partner has to start thinking through the alphabet
in order. When the first student says, "stop,” the one who has
been thinking about the alphabet has to sav what letter the
other had reached.
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ALPHABET GAME

MEMORY
CONCENTRATION
GAME

WHO AM i? GAME

2. Every member in the group then has to fill in the chart as
quickly as possible with alphabetically appropriate choices.
The first to finish tells the others to STOP.

Sample of completed chart

Name _ Countty Town Food _ Drink

Belinda Britain  Baltimore Bread  Beer

It is not necessary for the elements to match except by first
letter.

3. Each student should have a turn as the commander and as
the alphabet thinker.

Follow-up: Have students talk about the information they
have written: "Belinda is from Britain. She travelled to
Baltimore. She likes beer and bread.”

Purpose: Practice with vocabulary

1. Participants make a circle.

2. When one says a letter, the next person should say a word
that begins with that letter.

3. That person calls out another letter and the next person has
to come up with a word and so on.

Variation: Instead of calling out a new letter, the next person
must say a word that begins with the final letter of the word
just spoken.

Purpose: Review grammar points, vocabulary

1. Make paired flash cards of words and phrases. It works
well with positive and negative verbs; past, present, and
future tenses; singulars and plurals; opposites.

2. Spread cards face down on the table and two students take
turns selecting cards, trying to make pairs. When a pair is
made, they are removed from the table. At the end, when all
the cards have been removed, the student with the most pairs
is the winner. Trainees should be practicing phrases and
statements like "Which one?" "Sorry, you failed!" "It's vour
turn,” and "I won!”

Purpose: Practice questions

1.0ne Trainee leaves the class, and while he/she is out of the
room, the others decide whom or what to call him/her. They
write the word or name on a sticker.

2. The Trainee returns to the room and the sticker is placed on
the trainee’s back.

3. The Trainee ther has to ask a series of yes/no questions to
determine what is written on the sticker. "Am I a human
being?” "AmIa woman?" etc.
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SIMON SAYS

TIME MACHINE
GAME

Purpose: Practice with verbs

1. The leader of the game says, "Simon says: sleep!” and
other Trainees have to pantomime the verb.

2. A Trainee who doesn't do the correct action becomes the
new leader.

Purpose: Practice with telling time

Materials needed: A big game board, dice

Number of participants: Usually not more than four

How to Play:

1. The first player throws a die to determine how many steps
to move. Whe the player reaches a square with a clock, he or
she must construct a sentence using the time indicated on the
clock face. Players follow other directions as indicated on the
squares.

2. Players alternate turns until someone reaches the finish
square.
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USEFUL

INFOR-
MATION

GLOSSARY OF LINGUISTIC
TERMINOLOGY

This useful glossary of comumon terms used in linguistics and language leaming theory was
compiled for the Language Training Reference Manual. The terminology is used throughout this

Resource Kit.

ACHIEVEMENT TEST

ACQUISITION

ANXIETY

APPROACH

ASSESSMENT

AUDIO-LINGUAL METHOD

AUDITORY MODE

CLASSROOM MANAGEMENT

An instrument or system for measuring how well a
leamer can perform the individual training
objectives (competencies) taught in a certain number
of lessons. This kind of test is less important in a
competency-based curriculum than in a traditional,
grammar-based one.

A term from the "natural approach” used to describe
how children learn their native language and how
this process can be applied to second language
learning.

A feeling of uneasiness. High anxjety levels will
prevent language acquisition.

A schema for organizing a program of leamning. An
approach includes the expected stages of
development in learners and may include a variety
of compatible methods and procedures.

An informal test OR a process of assessment (eg,
portfolio, or a classroom based assessment like a

checklist).

{ALM) A lancuage teaching methodology based on
~tructural hnguistics and behavioral psychology.

The language skills of listenung or speaking.

Procedures for carrving out training that do not
appear on every lesson plan:

111 -
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CLOZE EXERCISE

COMMUNICATIVE
COMPETENCE

COMPETENCE

COMPETENCY

COMPETENCY-BASED
CURRICULUM

COMPETENCY
CHECKLIST

COMPETENCY OUTLINE

COMPREHENSIBLE [INPUT

COMPREHENSIBLE OUTPUT

(1) a practice followed at all times, such as moving
chairs in a circle for discussion.

(2) aset of predetermined responses to events that
occur unpredictably, such as correcting errors.

A written text with words or phrases deleted; the
learner must supply the missing word(s) to fit the
context. A practice or assessment exercise that goes
beyond knowledge of isolated vocabulary. Some
cloze exercises are referred to as “fill in the blank"
exercises.

The ability to comununicate in a language in
linguistically and culturally appropriate ways, like
a native speaker; the goal of language training
programs using the national approach. Similar to
"functional proficiency" as described in Peace Corps
oral interview.

A person’s potential; what a person can do or say in a
second language.

A performance-based process leading to the mastery
of life skills needed to survive in a given society. In
language training, we are concermed with
competencies involving language.

The full set of language-learning materials based on
processes needed to live and work in a community (in
this case, a second-language community). A
competency-based curriculum is organized according
to performable objectives.

A list of competencies in the training program with
spaces to check successful performance of each
competency for each Trainee.

A form showing the breakdown of each competency
into its language skills (reading, writing, listening,
and speaking), grammar and vocabulary, cultural
notes, and materials and activities. A way of seeing
the contents of a competency at a glance.

Spoken or written language that is clear, relevant,
and appropriate to the level of the second languag¢
acquirer or learner; when leamers understand new
material, the material was comprehensible input.

Language that a sccond-language learner produces in

meaningful contexts. Comprehensible output
encourages interaction with native speakers and
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COMPREHENSION ACTIVITIES

DEDUCTIVE LEARNING

DRILL

ECLECTICISM

ERROR

EVALUATION

FIELD DEPENDENCE

FIELD INDEPENDENCE

FILTER

FUNCTICN

helps the learner to analvze the second language
(i.e., the native speaker understands what the
learner is trying to say).

Language-learning activities that call for the
learner to understand meanings.

A stvle of learning that begins with a generalization
and proceeds to specific examples. Also applies to a
teaching style.

A repetitive exercise, directed by the instructor,
designed to impress a grammatical or semantic
pattern on a learner.

The selection and use of varied methods and
activities that suit the content of the lesson
objectives and the preferences of the leamners.

A second-language learner’s deviation from the
target-language norm. Second-language errors are
both natural and systematic.

What one does with the test/assessment info to make
decisions.

A leamning style characterized by leaming
perception of the whole before the parts and
preferring interaction with the Trainer and other
students. The degree of field dependence varies from
person to person and from situation to situation.

A learning style characterized by ability to
reorganize isolated parts of a whole and by a
preference to work alone. The degree of field
independence varies from person to person and from
situation to situation.

A component of the monitor mod¢ ‘hat acts as an
inhibitor in language learning. When the filter is
high, the learner becomes self-conscious or anxious
and no longer absorbs the new language. A major goal
of the natural approach is to lower the filter.
Synonvmous with affective filter.

A use of (or purpose for using) language, such as
asking for information or arguing. Competencies can
be classified bv function, and functions can be graded
i ditficulty,

113 .
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HYPOTHESIS
FORMATION

INDUCTIVE LEARNING

KINESTHETIC MODE

LANGUAGE SKILL

LEARNING

LEARNING STRATEGY

LEARNING STYLE

LEFT-BRAIN DOMINANCE

LESS CONTROLLED
EXERCISES

LESSON PLAN

LIFE SKILLS

The process of making guesses about the meaning or
content of a sample of language, oral or written. A
sign of learner activity in language learning.

A learning style that focuses on parts, details, and
examples first, and generalizations later. Also
applies to a teaching style.

Learning by use of movement, such as total physical-
response activities, scrambled sentences, or
"lineups.”

Listening, speaking, reading, or writing. A
competency is broken down into language skills to
discover its contents and then teach them.

Term used in the natural approach to contrast with
acquisition, designating more conscious, less
spontaneous study of language. The natural
approach downplays learning activities in favor of
acquisition activities.

A specific way of handling a leaming task or
problem. One person may use a variety of strategies.

A person's preterence for a certain learning strategy
or set of learning strategies. Learming styles vary
from person to person.

A learning stvle controlled by the left hemisphere of
the brain. Left-brain-dominant persons are thought
to be more analytic, logical, and objective.

Activities in which learners take the initiative,
organizing language units in their own way or
creating their own language units or both. These
dominate in learner-centered classrooms and
methods.

A written plan of the entire contents of one dayv of
class, the time needed to teach each part, and
materials required.

Activities that a person must perform, using
language and other means, to survive and function in
society. Synonvmous with "competency” as used in
this manual.



LINGUISTIC
COMPETENCE

MODE

MONITOR MODEL

NATURAL APPROACH

NEEDS ASSESSMENT

OPERATION

PRODUCTIVE SKILLS

PROFICIENCY TEST

REALIA

RECEPTIVE SKILLS

RIGHT-BRAIN
DOMINANCE

The ability to manipulate grammatical forms
correctly. Linguistic competence is a part of
comununicative competence.

The sensory realm used by a person in a learning
situation. (See visual mode, auditory mode, and
kinesthetic mode.)

A model of the second-language acquisition process.
The monitor model consists of three internal systems:
the affective filter, the organizer, and the monitor;
and two external elements, input and output.

A structure and philosophy for language training
programs developed by Tracy Terrell and Stephen
Krashen that stresses acquisition of the second
language in a way similar to first-language
acquisition.

A process by which a trainer identifies the language
skills needed by the learners and then orders those
skills to form the basis for a competency-based
curriculum. A needs assessment is a critical first step
in the development of a language training program.

A procedure for doing a task, a natural sequence of
actions.

Speaking, writing, or physically performing a task
from a language source; these all demonstrate
comprehension of language by the learner.

A means of measuring a learner's general
communicative competencies. A proficiency test
does not concern itself with how or when the
material has been taught.

Real-life objects used in second-language teaching.
Menus, tools, toys, train schedules, food, and
application forms are some examples of realia. (See
taxonomy.)

Listening and reading, since they do not result in any
audible or visible production of language by the
learner.

A leaming style controlled by the right hemisphere
of the brain. Right-brain-dominant persons are
thought to be more subjective and intuitive.
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RiSK TAKING

ROLE PLAYING

SEQUENCE

SILENT WAY

SPIRAL

STRUCTURE

SUGGESTOPEDIA

TARGET LANGUAGE

TAXONOMY

TEST

TOLERANCE FOR AMBIGUITY

A behavior characterized by a person's willingness
to take chances. Moderate risk takers appear to be
more successful second-language learners than either
high or low risk takers.

Having learners play themselves or others in
dramatic situations in order to use language not found
in classroom situations.

The order of competencies and language skills in a
curriculum. The sequence of lessons in a competency-
based curriculum is the order in which Trainees are
likely to need the material once it has been graded
for grammatical difficulty.

A language teaching methodology developed by the
late Caleb Gattegno. It is characterized by a
minimal use of language on the part of the Trainer,
in the belief that learners can best internalize the
target language when they are challenged and
aided to generate it themselves.

To return to parts or all of a competency or other
teaching point presented earlier in a training
program, using more complex language the second or
third time.

In this manual, used synonymously with "grammar”
or "gramunatical structure.”

A language teaching methodclogy developed in
Bulgaria by Georgi Lozanov. Suggestopedia uses
relaxation techniques to stimulate greater right
brain involvement in the language acquisition
process.

The language being learned. a second or foreign
language.

Comprehensive list, in this manual, of
teaching /learning organizational stvles.

A test (usually norm-referenced or high-stakes or

formal) administered at one point in time; Examplc:
I.P1

A learning stvle characterized by an acceptance of
situations that are not clearly detined. Tolerance for
amiguity may aid second-language acquisition.

g1,



TOPIC

TOTAL PHYSICAL
RESPONSE (TPR)

VISUAL MODE

VOCABULARY IN
CONTEXT

An area of general importance to human life:
housing, food, shopping, government services, etc.
Competencies are classed by topic.

A language teaching methodology developed by
James Asher. TPR incorporates a silent period and
physical activity into the acquisition process.

The language skills of reading or writing.

Techniques to teach vocabulary without lengthy
word lists and dictionary use. Vocabulary can be
taught using gestures, realia, paraphrase,
redundancy, and other means.
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USEFUL

INFOR-
MATION

GLOSSARY OF PEACE CORPS
TERMS AND ACRONYMS

This useful glossary of common
Manual.

AA

APCD

BENEFICIARY

<D
v
COLLABORATING

AGENCY

CONTRACTOR TRAINING
EVALUATION REPORT
COUNTERPART

Peace Corps terms and acronyms first appeared in the PATS

Assignment Area. Description of the training, qualifications
and experience required for a specific Volunteer assignment.
Also indicates a generic job title and code number for a
Volunteer assignment.

Associate Peace Corps Director

An individual who receives the immediate or ultimate benefits
of a project. Irc a teacher training project, for example, the
teachers being trained are immediate beneficiaries, and the
students who will be taught by those teachers are the ultimate
beneficiaries.

Country Director

Country Desk Unit. The zdministrative unit serving a group of
Peace Corps posts, and located at Peace Corps Headquarters in
Washington.

A national or international institution (public, private,
bilateral, or multilateral) involved in a project with Peace
Corps and a sponsoring host countrv agency, and providing
technical or material resources.

A report written by the COTR, assessing the contractor's work
on a training event, such as a PST.

An individual doing the same jot. as the PCV, or vne with the
same functions and characteristics. Ideallv, this is the person
with whom a PCV is partnered, with the ’CV bencfiting trom
local knowledge, expertise, experiences and motivation, and
the counterpart benefiting in turn from updated technical
knowledge, expertise experience and motivation, for subsequent
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COTE

COTR

COUNTRY AGREEMENT

CC-WORKERS

DOW

EVALUATION

FILL RATE

transfer to the project’s target beneficiaries. The Volunteer and
counterpart are "employed” and supervised by the same agency
or organization.

In some projects a beneficiary who shows particular aptitude in
adapting to changes being introduced, and who is trained over
the course of the project to serve as a trainer/advisor for his or
her peers, may also function as a counterpart. Using
beneficiaries in this capacity is especially important in
settings where trained host country personnel do not exist, or
are not available in sufficient numbers to serve all
beneficiaries. Farmer leaders are examples of beneficiaries
who can function as counterparts.

Close of Service Conference. A planned event which marks the
end of a Volunteer's assignment. Activities are planned to
assist Volunteers in making the transition back to the United
States and to receive Volunteer feedback on their assignments.

Calendar of Training Events. A session-bv-session, hour-byv-
hour, schedule of a training event.

Contracting Officer's Technical Representative. Provides
technical support and oversight to the contractor.

A legally binding document developed by Peace Corps and the
host country governmental body responsible for overseeing
Peace Corps activities. This document specifies Peace Corps
program goals and activities.

Individuals who work in the same unit, department or
organization/agency as the PCV, or in another
organization/agency and who work in some capacity with the
same beneficiaries. Although co-workers have different
functions than those of PCVs and their counterparts, activities
provided to the same beneficiaries mayv need to be coordinated.
A Volunteer working in agricultural extension mayv, for
example, have a nutritionist as a co-worker.

Description of Work. Document that defines the goals of
training and provides the following: general guidelines fo;
trainer responsibilities, expected Trainee competencies, numbor
of instruction hours, course content, host country officials to be
used as resources for training, and country-specific requirements
particular to the training.

A special data collection and analysis, sometimes carried out
by an objective outsider, to determine project or program
etfectiveness, to review management i-sues, or to reorient or
revitalize an existing project.

Degree to which Trainees are provided for a specific
assignment, as compared to the number requested.
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GOAL A broad statement of what is to be achieved by the end of the
project. 1t is expressed in terms of production improvements
and /or improvements in the capability or conditions of
beneficiaries. A goal is directly linked to the project purpose. A
project may have more than one goal.

HA Host Country Agency. Generally used to refer to the primary
host country entity with which Peace Corps collaborates on a
project.

HCN Host Country National. A citizen of the host countrv who works

on a Peace Corps project. Also refers to citizens of the host
country employed by Peace Corps. (The latter are also referred
to as FSNs if they are career Peace Corps emplovees.)

HOST COUNTRY A country that has invited Peace Corps to work withir its

borders, and to establish human development projects for the
benefit of its citizens.

ICE Section of the General Services Division within OTAPS called
Information Collection and Exchange. ICE is responsible for
gathering and distributing technical materials such as books
and manuals, and for assisting in the development of in-country
resource centers. B

IPBS Integrated Planning and Budget System. Annual document that
contains a Peace Corps post's program strategies and goals,
including proposed new projects, a description of the year's

programming and training events, and a budget for the country
program.

IST In-Service Training. Training activities that take place in the
PCV's assigned country during the period of service, and meet a
Volunteer’s ongoing training needs: technical, linguistic, cross-
cultural and health/ personal safety.

MILESTONES Short term indicators of progress toward meeting project
objectives. They help explain what is to be accomplished and
when. Milestones must directly contribute to accomplishing the
relevant objective. Milestones are linked to the tasks of the
Volunteers.

MONITORING Process of gathenng and analyzing information as part of a

regular reporting system (monthly or quarterly Volunteer
reports, for example).

MOU Memorandum of Understanding
1) When referring to training, the MOU is a document written by
Ieace Corps staff and the contractor’s Traiming Manager to clanfy
the agreement reached between the two parties. The agreeraent
describes how the training program will be implemented and
ensures that the contractor agrees to provide the training as
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PROJECT ASSIGNMENT

OBJECTIVES

OTAPS

OUTCOMES

OUTPUTS

PCT

PI/W

PDO

described. The MOU spells out any changes the contractor and
Peace Corps staff have made to the training program.

2) When referring to programming, an MOU is a document that
defines the terms of agreement between Peace Corps and a Host
Country Agency regarding a collaborative project. The MOU, also

called "Project Agreement”, contains or refers to the project plan and
defines the responsibilities of the PCVs, Peace Corps staff and the

HCA.

Mid-Service Conference. Event scheduled for Volunteers who
are approximately halfway through their assignments. The
conference provides training and development opportunities
and obtains feedback from Volunteers.

Assignment that does not fit into a project for which a project
plan yet exists (or will exist in the near future). Non-project
assignments must still have a job description with specific
starting and ending dates.

The final results which together achieve a project goal or
goals. They should be expressed in terms that are quantifiable,
qualitative, and time-specific, and directly linked to project
goals. A goal usually contains more than one objective.

Office of Training and Program Support. Office at Peace Corps
Headquarters that provides technical assistance to the
regional staff and to all Peace Corps posts. OTAPS is composed
of three divisions: Program Support, Training and General
Support.

The changes (impact) for the ultimate beneficiaries that are
expected as a result of a product(s) or service(s) in a project.
Purpose and goal statements reflect outcomes, using terms like
increase, decrease, or improve.

The products or services that have been produced in a project,
and their effects on the population targeted for intervention
(beneficiaries). Outputs are measured at the objective and
milestone level, with action-oriented verbs.

Peace Corps Trainee (not vet sworn in as a Volunteer)

Peace Corps Volunteer

Peace Corps Washington. Refers to Peace Corps headquarters
and the offices/services therein.

Pre-Departure Orientation. A two- or three-day program held
in the U.S., providing departing Trainees an overview of their
overseas cssignments.
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PRELIMINARY PROJECT
PLAN

PROBLEM

PROBLEM STATEMENT

PROGRAM

PROGRAMMING

PROJECT

PROJECT AGREEMENT

PROJECT CRITERIA

PROJECT PLAN

Brief document that summarizes the initial project

planning steps and permits verification of the feasibility of a
potential project.

An existing social or economic need that in good probability can
be addressed by applying host country and Peace Corps
resources.

A short statement defining an undesirable situation that needs
to be changed, and that Peace Corps can realistically address.
It is preceded by a definition of the problem, its scope,
consequences, and causes. A problem statement is the basis for
defining the project purpose (the full or partial reversal of the
problem).

Refers to all Volunteer activities within one country. Example:
The entire Peace Corps operation in Costa Rica, including all
activities in which Volunteers are involved, is referred to as
the Peace Corps Program in Costa Rica.

The process by which Peace Corps and host country agencies

work together to design, implement, and evaluate Volunteer-
based projects.

Refers to all Volunteer activities related to a common purpose,
goal(s) and set of objectives. Example: Under the health sector
in Costa Rica, there are two projects - one Sanitation Project and
one Nutrition Project — each with a separate set of goals and
objectives.

Document which. although not legally binding, serves as a
contract between Peace Corps and the host country agency,
clearly defining th goals, objectives and details of the project,
as well as the responsibilities of each party. Also known as
MOU, or Memorandum of Understanding, in some countries.

Official Peace Corps policy statement thut defines the
pararmeters each project must strive to meet. The 13 project
criteria provide guidelines for implementing Peace Corps
philosophy, addressing host country needs, and utilizing
resources.

The written agreen.2nt between Peace Corps and a host country
agency that serves as a working document, defining why and
how they will proceed with a project strategy and Volunteer
assignments. It is compatible with Peace Corps programming
criteria and host country needs. The project plan often is
incorporated into a project agreement (or MOU) that is jointly
signed.

10



PROJECT PARTICIPANTS All those involved, in any way, in the design,

PROJECT PURPOSE

PSR

PST

PTO

PTO

QUALITATIVE DATA

QUANTITATIVE DATA

QTRS

SECTOR

organization, implementation, evaluation and documentation
of a project are considered to be participants.

The overall reason or rationale for the project, answering the
question — Why should this project exist? It represents a full or
partial reversal of the problem statement. The project purpose
should include a reference to how the beneficiaries' condition
will change for the better.

Personal Services Contract. Legally-binding agreement between
Peace Corps and an individual for the individual to provide a
remunerated service such as training to the Peace Corps.

Project Status Report. Annual decument , prepared by a Peace
Corps post, reporting on progress achieved on each project.
Using these documents, PC/W and a Peace Corps post review
the status of all projects in that country, and make adjustments
as necessary.

Pre-Service Training. Training events that take place in the
country of assignment before trainees are sworn in as Volunteers.
Training activities cover knowledge, skills, and attitudes in
technical, language, cross-cultural and personal health/safety
areas.

Programming and Training Officer. Associate Peace Corps
Director responsible for oversight of programming and training
activities.

Private Voluntary Organization. A non-goverrunental agency,
funded by public or private sources, that engages in human
development projects or assists charitable causes. Sometimes
referred to as NGO, or non-governmental organization

Information that tells about the quality and capacity of the
project or program and includes opinions, feelings, observable
changes in people.

Information that may be manipulated statistically.
Quantitative data includes tabulations of frequency,
percentages, and averages.

Quarterly Trainee Request Summary. Document submitted four
times a year to Peace Corps/Washington (Office of Volunteer
Recruitment and Selection) by each Peace Corps post to project
the numbers and tvpes of Volunteers needed for the country
projects.

Refers to all Volunteer activities within one content area.
Peace Corps activities are classitied according to the following
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SITE SURVEY (OR
ASSESSMENT)

SKILL.CLUSTER

sOow

SST

SUPERVISOR

TASK ANALYSIS

TCT

TOT

TOT REPORT

sectors: agriculture, education, environment, health, small
business development and youth development.

The assessment of each potential Volunteer

site prior to initial or subsequent placement of Volunteers. The
site survey assesses community conditions, project-related
conditions, and Volunteer working and living conditions.

A range of qualifications within an Assignment Area, some or
all of which are considered acceptable for a specific
assignment.

Statement of Work. Part of the contractual document outlining
the responsibilities of a person performing a Personal Services
Contract (PSC) or an organization performing under a non-
Personal Services Contract. The SOW is included in the
Request for Proposals (RFP) provided to contractors who wish
to bid for a training program or other Peace Corps contract.

Stateside Training. A training event for technical skill-
development provided in the United States when PST is not
available in-country, for financial or technical reasons. SST is
provided to trainees before departure for their assigned
countries. Length of training varies depending upon project
needs and Trainees’ entry skills.

The person within the Host Country Agency, whether
governmental or non-governmental, who is in charge of a
particular department, unit or other group to which a PCV is
assigned, and by whomn the PCV's work is supervised. In some
cases, the supervisor can also have a counterpart relationship
with the Volunteer.

A document defining the responsibilities of a specific Volunteer
assignunent by breaking each major project milestone into the
activities the Volunteer must perform.

Third Country Training. PST activity that takes place in a
country other than the United States or the country of
Volunteer service, scheduled when the appropriate training is
not available stateside or in-country. TCT typically includes
Trainees from more than one country.

Training of Trainers. A program to prepare training staff for
their duties. The TOT is attended by the Training Manager,
Coordinators, Language Instructors and other instructors, and
support staff as determined by the Training Manager.

A written report which compiles the results of the TOT
workshop. The report includes a general assessment of the
training group as well as assessments of individual training
staff.



TRAINING DESIGN

TRAINING SYLLABUS

VAD

VOLUMTEER
ASSIGNMENT

VOLUNTEER
GENERATIONS

VRS

Detailed (hour-by-hour, session-by-session) outline of the
training philosophy; goals; session objectives; content,
methodology, and activities to meet objectives; list of resources;
and evaluation methods. The training design is intended for use
by trainers.

A detailed outline of a training event , meant to be shared with
Trainees, host country representatives, and interested field
staff. A training syllabus is developed for each training event
and includes the schedule, learning objectives, activities, and
methodology for each session.

Volunteer Assignment Description. The document outlining the
responsibilities, activities, work objectives, cross-cultural
expectations, living conditions, entry skills, and other
competencies required for a given Peace Corps Volunteer
assignment. It is used by placement officers to select and place
future Volunteers, and to inform those invited to become PCVs
about the assignment they are being offered.

A set of responsibilities to be undertaken by one or more PCVs
working on a project. Example: The Nutrition Project in Costa
Rica has two Volunteer assignments: 1) an assignment which
includes activities requiring the skills of a person with a degree
in health and/or nutrition, and 2) an assignment which includes
activities requiring the skills of a person who has a background
and an expressed interest in community extension work in

health and nutrition.

Successive Volunteer groups serving over the length of a
project. Generations may be "evolving”, with each group
buudding on the work of the preceding one, or "repeating” with
loter groups undertaking the same tasks as earlier generations,
but at new sites.

Office of Volunteer Recruitment and Selection located at Peace
Corps/Washington.

[—
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TO DO IT

PEACE CORPS RESOURCES
FOR LANGUAGE TRAINING
PROGRAMS

COMMERCIAL
MATERIALS

Nearly all of these materials have been made available to
posts through Information Collection and Exchange (ICE)
since 1991. Language Coordinators will find many of these
titles in their in-country Resource Center. Most are still
available from ICE, so their ICE numbers are indicated in
parentheses().

¢ E. Thomas Brewster and Elizabeth S. Brewster, Language
Acquisition Made Practical (LAMP): Field Metheds for
Language Learners, Lingua House, 1976.

An early self-directed learning manual. It is overly
prescriptive and it relies too much on listen-and-repeat
practice activities, but this book also contains useful
information about grammar, pronunciation and ideas for
lesson topics with tutors.

* H. Douglas Brown, Breaking the Language Barrier:
Creating Your Own Pathway to Success, Intercultural Press,
Yarmouth, MA, 1991, (TR 053)

Information about language learning written in a clear,
friendly style. Especially appropriate for trainees or PCVs.
¢ H. D. Brown, Principles of Language Learning and Teaching,
(third Edition), Prentice Hall, 1994 (TR 023)

A comprehensive introduction to second language acquisition
and instruction. Widely used in US language teacher training
courses in universities.

¢ Colin Campbell and Hanna Krvszewska, Learner-Based
Teaching, (ED169)

Ways that English teachers can use students’ experiences as
the basis fer lessons.

¢ joAnn Crandall, Teaching ESL Through Conlent Area
[nstruction, Center for Applied Linguistics, Washington DC,
1995.

A short book describing how language lessons can focus on
other academic subjects.
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¢ Zoltan Dornyei, Sarah Thurrell, Conversation and
Dialogues in Action, Prentice Hall, 1992 {TR0%0)
Suggestions for constructing better, more realistic dialogs and
creative ways to teach them.

e James G. Henderson, Reflective Teaching: Becoming an
Inquiring Educator, Macmillan: NY, 1992 (ED174)
Approaches to professional development that go beyond
teaching techniques and activities.

* Arthur Hughes, Testing for Language Teachers (ED 084)
Information on "traditional” classroom testing, explanations
of concepts, such as validity and reliability.

¢ Tom Hutchinson and Alan Waters, English for Specific
Purposes: A Learning-Centered Approach, Cambridge
University Press: NY 1986 (ED 139)

The most widely used resource regarding special purpcses,
language instruction. A bit theoretical.

¢ Friederike Klippel, Keep Talking: Communicative Fluency
Activities for Language Teaching, Cambridge University
Press, 1984 (ED 129)

Speaking activities for English as a Second Language classes,
mostly at an intermediate level or higher.

» MacCarthey, Bernice, The 4MAT System: Teaching to
Learning Styles with Right/Left Mode Techniques, EXCEL
Inc., 1987, Barrington, 1l., (ED187)

This volume explains the basic ideas behind 4MAT: the Kolb
learning styles as well as information about left-brain and
right-brain processing. The writing style is simple and
straightforward.

¢ Anna Maria Malke and Ruth Montalvan, Bright Ideas (E
147)

A 64-page collection of English teaching ideas.

¢ Terry Marshall, The Whole World Guide to Language
Learning , Intercultural Press, Yarmouth, MA, 1989 (TR 046)
A short self-directed learning manual with an approach
similar to the Brewsters' LAMP book.

e Patrick Moran, Lexicarry: An Hlustrated Vocabulary
Builder for Second Languages, Pro Lingua Associates:
Brattleboro, VT. 1990 (TR 061)

A collection of generic line drawings that illustrate common
vocabulary. A useful source of pictures to be used in the
classroom.

¢ Alice Omaggio-Hadley, Teaching Language in Context,
(Second Edition), Heinle and Heinle, Boston, iMa. 1993.
(TRO78)

A standard comprehensive reference bnck about language
teaching. A bit academic.

¢ Rebecca Oxford, Language Learning Strategies: What
Every Teacher Should Know, (TK 060)

An academic overview of language learning strategies.
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* Peter Renner, The Art of Teaching Adults: How to Becone
an Exceptional Instructor and Facilitator, PFR Training
Associates, 1994 (ED181i)

A guide for facilitating workshops and sessions, full of
practical ideas, clearly described.

* Pauline Robinson, ESP Today: A Practioner’s Guide, Prentice
Hall, NY, 1991

A reference book about language instruction for special
purposes—brief but rather academic.

* Joan Rubin and Irene Thompson, Hou to Be a More Successful
Language Learner, (Second edition), Heinle & Heinle,
Boston, 1994. (TR089)

A very readable, practical book for language lzarners,
encouraging independent learning. Good chapters about
communication and language learning to share with teachers
ina TOT.

* Susan Sheerin, Self-Access, Oxford University Press:NY,
1989 (ED 168)

A discussion of considerations in setting up and managing a
self-access English language learning materials center.

¢ Christopher Sion, Recipes for Tired Teachers: Well-
Seasoned Activities for ESOL Classroom, Addison-Wesley,
Menlo Park CA, 1989 (ED132)

Language teaching activities to adapt.

* Language Learning Strategies for Peace Corps Volunteers
(R 069) (Mary Schleppegrell and R. Oxford)

A basic introduction to learning strategies that each trainee
should receive.

* Handbook for Classroom Testing in Peace Corps Language
Programs (T 068)

Now somewhat outdated, a discussion of testing techniques to
use in PST.

* Peace Corps Language Training Curriculum (T0074)

A generic competency-based language curriculum for
“survival." (Included on the CD ROM of this Resource Kit)
* ESP: Teaching English for Specific Furposes (M 031)

A clear, practical introduction to this field.

¢ Teaching English as a Second or Foreign Language (M 041)
A general overview of language teaching theorv and
methods, written for the non-specialist,

® Nonformal Education Manual (M 042)

Teaching ideas and session plans that are non-traditional and
not necessarily classroom-based.

® Teaching English as a Foreign Language to Large, Multi-
level Classes, (M (046)

Helpful resource for information on 4MAT lesson planning.

o Culture Matters: Peace Corps Cross-Cultural Workbook,
(TOO87)

Essential resource for integrating cross-cultural and language
instruction.



VIDEOS

s PACA: Participatory Analysis for Community Action,
(M0053)

This manual for community development includes severai
activities, particularly in the "Training" section, with
implications for language use

* Adult Language Learning, A four-part video series

Titles: How Adults Learn, Activating Learning, Making it
Relevant, Classroom Procedures.

These short videos are accompanied by three booklets:
"Participant Course book," "Activities Book," and "Trainer's
Manual." All are available in English and French.
"Activities Book" is available in Spanish. Available from
the Training Division.

» Diane Larsen-Freeman, Techniques and Prinziples in
Language Teaching (ED 144)

There are four USIS-produced videos and a Peace Corps-
developed trainers guide which accompany this volume. All
are available from ICE
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INFORMATION COLLECTION AND EXCHANGE

Peace Corps' Information Collection and Exchange (ICE) makes available the
strategies and technologies developed by Peace Corps Volunteers, their co-
workers, and their counterparts to development organizations and workers who
might find them useful. ICE collects and reviews training guides, curricula, lesson
plans, project reports, manuals, and other Peace Corps-generated materials
developed in the field. Some materials are reprinted "as is"; others provide a
source of field-based information for the production of manuais or for research in
particular program areas. Materials that you submit to ICE become part of the
Peace Corps' larger contrivution to development.

Information about ICE publications and services is available through

Peace Corps
Information Collection and Exchange
1990 K Street, NW - 8th Floor
Washington, DC 20526

Add your experience to the ICE Resource Center. Send your materials to us so
that we can share them with other development workers. Your technical
insights serve as the basis for the generation of ICE manuals, reprints, and
training materials. They also ensure that ICE is providing the most up-to-date,
innovative problem solving techniques and information available to you and
your fellow development workers.
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VIEW
SECTION SIX:

ONGOING LANGUAGE
LEARNING

ONGOING Language learning is not something that ends when PCVs are-
LANGUAGE sworn in and sent to their sites. It is an ongoing process that is
LEARNING still only just beginning at the end of PST. In addition to

setting up the PST language training, most La~guage
Coordinators must also set up systems to support continued
language learning.

This involves both integrating strategies training for
independent language learning into your PST design and also
setting up other systems to assist PCVs in continuing, this
process at their sites. This section discusses methods that
Peace Corps has developed to encourage and assist PCVs in
continuing their language study both formally and informally
after PST.

IST DESIGN Language Coordinators are responsible for designing Language
ISTs to con:inue PCVs formal language study. Typically these
occur from 3-6 months after PCVs are sworn-in, and focus on
technical language needs that PCVs have identified as
necessary for their jobs. Peace Corps countries have
developed a wide range of IST designs to meet an equally

wide range of PCV needs.
TUTORING Many Language Coordinators are also responsible for setting
SYSTEMS up and monitoring the system of monitoring tutors and

reimbursing PCVs for paid language tutors or language
informants at their sites. Support involves not only defining
policies and establishing logistical systems, but also
providing guidance and direction for both PCVs and Tutcrs
that will maximize the language learning potential.
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to

LANGUAGE

NEWSLETTERS
LANGUAGE
LEARNING
STRATEGIES AND
SELF-DIRECTED
LEARNING

TIPS FROM
LANGUAGE CO-
ORDINATORS

Many Language Coordinators write a regular column in the
PCV Newsletter as a way to maintain attention to language
learning after PCVs are swomn in. In some countries, posts
distribute a separate language newsletter with materials for
ongoing study, suggestions for independent learning, and
motivational materials such s jokes, songs, and cultural
information.

Many PCVs are really learning a second language for the first
time in their lives, and don't have a lot of information or
experience in identifying effective strategies and techniques.
Many PCVs are assigned to sites where it is difficult to find
tutors with torrnal training in language teaching, or
understanding of the structure of their own language.

For these reasons, a major responsibility for Language
Coordinators is to develop training sessions and support
materials to help PCVs identify and use effective strategies
for self-directed learning. Peace Corps has developed a
number of useful methods for fostering awareness of the issues
and techniques for self-directed learning.

Language Coordinators have developed this list of

suggestions for ways to encourage ongoing language learning at
vour post.

During PST:

¢ Start integration of strategy training early in PST.

* Administer the Strategy Inventory For Language Learning
(SILL), but no sooner than the third week of classes.

* Allow time during PST when Trainees can talk in English
about how they lean (use current PCVs).

* Give Trainees the opportunity to assess own needs and set
their own goals, but provide structure and practice in doing
this. i.e. - Have Trainees co-plan lessons with instructors.

¢ Build independent study time into schedule.

¢ Have Trainees read about and attend sessions on language
learning.

¢ Include listening tasks and practice with learning logs in
community assignments.

After PST:

¢ Revisit the points above during ISTs, and include tips and
stories in the Language Newsletter.

* Use "non-language” training events (mid-service or
technical ISTs) to support continuing language learning

* Work with counterparts, so they understand their role in
supporting PCVs continued language learning.

¢ Ensure that the PC Staff understands all three la1 guage
learning goals
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WHAT THIS
SECTION
CONTAINS

¢ Provide reference materials, and help PCVs access
materials.

¢ Encourage PCVs to seek out tutors or language helpers.

This section contains an overview of activities that support
ongoing language learning.

AboutIf s

* basic issues and general considerations frr IST design

¢ models of various kinds of ISTs and activities often included
¢ guidelines and samples of evaluation techniques for the
ISTs

¢ guidelines and samples of IST Final reports

About Tutors:

* basic issues and general considerations for using tutors and
language informrants

* guidelines ard samples of informational materials about
tutoring

* sample forms and systems for monitoring the tutoring process

About Newsletters:
¢ guidelines and samples of materials for language
newsletters or columns in the PCV newsletter

About Self-Directed Language Learning;:

¢ basic issues and general considerations for self directed
language learning

¢ descriptions of various activities and techniques for self-
directed language-leamning

* systems for self-assessment of language proficiency

¢ information about and training sessions for learning
strategies training

¢ training session plan to identify individual learning stvles



WHAT

NEEDS TO BE

DONE

IDENTIFYING ONGOING
LANGUAGE LEARNING NEEDS
FORYOURPOST

Everv post has different needs for supporting on-going language leaming after the PST. In some
countries, post-PST language training svstems such as tutoring programs, language newsietters,
and integrated systems for IST training design are well-established. In other countries such
systems are less-well developed. Moreover, newly emerging models of traming such as
Community-Based Training are placing an even greater need for systems to promote learner
autonomy and responsibility, and require that these issues be integrated into the PST curriculum
as well. Unfortunately self-directed language learning is a new area for language learning in
general, so there are few models to look at.

In order to help you assess what things need to be done in your program, Peace Corps Language
Coordinators developed this brief checklist to help you determine what needs you have in your
program in relation to some of the issues involved in ongoing language learning. For each of the
items below, select the letter of the response that best describes the situation at vour post:

A. Completed successfully

B. Completed, but needs revision

C. Not completed, and it needs to be done

D. Not completed, but not important at present

Items that vou marked with a B or C will probably need further development.
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ON GOING LANGUAGE LEARNING DEVELOPMENT NEEDS

1. Information, session pians, materials and systems to support PCVs in selecting and
working with language informants or tutors

2. Systems to monitor PCVs ongoing learning plan with tutors and provide reimbursement

3. Clear guidelines about pclicies and logistical resources for ongoing language learning
(how much tutors can be paid, how many hours a PCV may claim for reimbursement,
time-limits effecting tutoring reimbursement, etc.)

4. A variety of designs for sessions at both PST and IST that outline and practice self-
directed language learning techniques and strategies.

5. A variety of materials that explain and practice effective language learning
strategies, techniques for self-assessment, and specific techniques and strategies for
self-directed and non-classroom language learning

6. A format and materials for a language newsletter or "language column" in the PCV

newsletter that provides additional information about the language and encourages
continued language learning
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TIME
LINE

SUGGESTED SCHEWVDULE FOR
ACTIVITIES TO PROMOTE
INDEPENDENT LANGUAGE
LEARNING

Peace Corps Language Coordinators have developed this suggested timeline for introducing
strategies and activities that promote independent language learning.

TIMELINE FOR INDEPENDENT LEARNING ACTIVITIES

BEFORE
TRAINEES
ARRIVAL FOR
PST

® Provide Trainees/invitees with reading material about
how to learn a language.

¢ Send Trainees information about vour language.

* Send copies of “Language Learning Strategies for Peace
Corps Volunteers.”

® Write the goals of language program in consultation with
other staff and share them with invitees.

¢ Establish that learning the language is an expectation of
all PCVs,

¢ Suggest that Trainees buy and bring a bilingual dictionary
and a tape recorder to help them in their language learning.

SOON AFTER
ARRIVAL

¢ Introduce the language program including a review of the
goals of the language training program and material from
"Language Learning Strategies for Peace Corps Volunteers.”

* Explain to Trainees why Peace Corps emphasizes learmung
the local lenguage (second Peace Corps goal) even when
English is widely used.

* After a week of class, administer a Learning Stvle Inventory
to help Trainees reflect on their preferred ways of learning.
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EARLY IN PST
(WEEKS 1-3)

¢ Administer the SILL

* Have Trainees help decide the rules in the language class or
training, such as Spanish Only hours or a table at lunch.
They should help decide on how the rules will be enforced.

* Offer Trainees a choice of which type of class group to be in
{(on- going). This could be based on their preference for a fast
or slow pace, their perception of their own level, or their need
for more or less emphasis on grammar.

* Have language instructors mention strategies (memorization
techniques, rewards, etc.} in the daily classes (on-going).

* Hold weekly 15-minute meetings to discuss use of language
learning strategies (on-going).

* Have Trainees set their own language learning goals .

» Distribute dictionaries; provide practice in how to use.

* Explain and give practice in using a learning log or journal.

* Have teachers discuss strategies they are using with
Trainees.

DURING PST
(WEEKS 4-9)

* Help Trainees learn how to organize their language lessons.
* Have Trainees assist teachers in planning classes.

* Have Trainees help decide what topics they’ll study—
either open- ended or a choice from a few options.

¢ Review language program goals with Trainees.

* Assess Trainees' independent learning skills.

* Help Trainees learn how to select and work with a tutor.

* Have Trainees practice self-assessment.

* Give Trainees an orientation to useful materials in the
Resource Center or Training Library.

NEAR THE END
OF PST (WEEKS
10-12)

* Have Trainees organize their own language lessons.

* Develop or purchase and distribute self-study materials.
* Give Trainees practice working with a tutor.

* Assess Trainees' independent leamning skills.

* Have Trainees develop plan for continuing language
learning, with language learning goals and action plan.

* Have Trainees practice self-assessment.

DURING
MONTHS 1-4 OF
PCV
SERVICE/AT IST

* Have Trainees monitor and revise their progress on
language learning goals.

* Conduct a needs assessment and hold language IST with
sessions on self-directed learning and effective use of tutors
and tape recorders.

* Visit PCVs at site to see how they are progressing.

* Support tutoring program.

* Keep in touch with PCVs through telephone and mail.

* Include language learning tips and stories in PCV
newsletter.

* Assess effectiveness of independent learning support given
during PST.
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OVER
VIEW

LANGUAGE IST ISSUES AND
CONCERNS

The following issues and concerns should be considered as you design ISTs for your post.

GOALS OF IST

OVERALL DESIGN
CONSIDERATIONS

Many posts report great benefits of holding a language IST,
usually two or three months after Volunteers have been sworn
in. At this point, PCVs' motivation is usually high, they
have formed a clearer picture of their needs in the language
and have a considerable amount of language learning
experience to reflect on. The language IST should be designed
to meet the same general goals as the PST language program:
* achievement of specific competencies,

* enhancement of general proficiency level, and

¢ development of language learning skills.

In working toward these three goals, the language
coordinator needs to consider the needs of the Volunteers, as
determined by a needs assessment questionnaire (along with
site visits, interviews or other means), the relevance of
various aspects of the systems of the language that could be
covered, and the ongoing leaming situation of the Volunteers.
The result should be a training event that gives the PCVs
options and variety, while including:

* sessions on handling specific tasks and situations,
especially work-related or social ones that were too difficult
for beginners,

» exercises, explanations, and activities that increase
command of the grammar, writing, and sound systems, and

» other sessions that involve reflection on language learning
and skill development in becoming better learners.

All language ISTs should include at least one session during
which PCVs share language leaming experiences and
learning tips and strategies. The area of evaluation is also
important. Consider administering a Peace Corps LPI during
the IST, especially if it is a long one. And don't forget to
evaluate the IST.
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OTHER
QUESTIONS TO

ASK

1. WHICH
LANGUAGE?

WHAT

2.
PROFICIENCY LEVEL?

SPECIFIC NEEDS

4.

WHAT ABOUT
GRAMMAR?

5. STAFFING

The questions below may be helpful in planning a language
IST and deciding how to balance the content among the three
goal-related areas, so the language coordinator can begin to
address the resulting preparation tasks and logistical
considerations.

Is the focus of t.e IST on the one language that was studied
during Pre-Service Training or is the focustobe on a
"secondary” language that was only introduced for a few
weeks during pre-service training? Or will both be offered for
different Volunteers? The Language Coordinator needs to
look at what was covered already and make guesses about the
progress made since PST.

Note that beginners are less likely to want to focus on the
process of learning, but they may be willing to try learning
strategies they have used in another language.

What does the PCV need to use the language for? In what
situations and with whom? Instructors need to try to plan
lessons to help PCVs manage the most important
commurtication areas, and these need to be described in terms
of setting, purpose etc. so that the content will be as relevant
as possible and the cultural dimension can be integrated. A
needs assessment questionnaire should be sent out to PCVs
well ahead of the IST to gather this information, and this
can be supplemented by interviews with Volunteers, APCDs
and others who may have useful observations.

The situation is about the same as in PST. Influenced by their
academic language learning experiences in the U.S. and
feeling frustrated at their limited command of the new
language, PCVs may have an exaggerated idea of how
important it is to study aspects of grammar. There are a
couple of guidelines to keep in mind.

¢ First is that new material must be practiced in order to be
learned, so the number of grammar points to be covered must be
limited.

* Second, grammar, like vocabulary and pronunciation, is best
seen as a means to an end. Grammar explanations and practice
activities should be linked to a real life communication
purpose, one for which greater accuracy or use of more complex
structures is important.

Are there skilled, experienced teachers of this language who
can be hired for the IST? If not, can vou begin developing a
group of them? IST language instructors may be "groomed” for
PST positions later on.



6. FIELD REALITY

7. SUPPORT FOR
CONTINUVED

LEARNING

8. USING THE
PRINTED WORD

9. LANGUAGE
DIFFICULTY
10. IST RESULTS

IN

What is the continuing language learning situation of the
PCVs in the field? What are the skills of the tutors that the
PCVs are using in the field? Are they trained teachers or just
informants? In other words, how much management of their
own learning must the Volunteers take on?

What areas related to continuing language learmning might
benefit Volunteers? Are there areas that were introduced
during PST that need review or expansion? How about areas
that need to be addressed for the first time now?

» Orientation and practice in using resources, such as
dicHonaries and grammar reference books

¢ Tips and techniques for working with a tutor or informant
® Practice in using a tape recorder

¢ Organizing your learning: How to plan, monitor and
evaluate your own learning

¢ Language leamning strategies for comprehending and
remembering :

¢ Information about language and communication, as in
Chapter Five of How To Be a More Successful Language
Learner or Chapter One of Language Learning Strategies for
FCVs

¢ Sharing tips and experiences

What is the importance of the written form of the language in
supporting continuing learning? Can PCVs use newspapers or
other written materials to practice with at their sites?

How difficult is this language likely to be for Volunteers in
the field?

*Is it a pidgin or Creole language? Is it a Romance language
or one that has a lot of cognates with English?

*Does the language have a written form, and if so, how
widely used is it? How closelv does the wntten form relate to
the spoken form of the language? Does the written form use a
non-Roman alphabet?

Can this language IST result in useful products? Can vou begin
gathering material for handouts or booklets on The Most
Common Errors or The Most Frequently Asked Questions? Can
some of the material be a start for tech-related language
materials or lessons in PST? Could the IST generate new 1deas
for supporting continued language leaming, including IST
design?
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HO

TO DO IT

LOGISTICAL CONSIDERATIONS

FOR ISTS

In many posts the Language Coordinator is responsibile not only for designing and conducting the
IST, but for making all the necessarily logistics arrangements as well. Language Coordinators
have provided these logistical suggestions.

SELECTING A SITE ¢ The training site should provide the facilities needed for

OBTAINING
SUPPLIES

training e.g. conference rooms, study hall, space for classes or
classrooms, enough tables, chairs, etc. and space for other
language training activities like simulations, role plays and
skits.

¢ The training site should be accessible by host families.

¢ Check that the training conference is suitable in terms of:

- size (the number of pecple attending the IST, big enough to
provide space for small group activities and all-group
activities),

- light,

- location in town (easy access to public transportation, close
enough to PC office in cases where something is needed to be
delivered from the office),

- location close to places where participants may have
lunches (in case PC is not providing them),

- nice areas for recreation in breaks, and

- make sure it is not at a placc  1ich is too noisy.

* When preparing a list of supplies/materials, specify kind,
s17¢, color (for paper, pens, pencils, markers), and number to
enable the Admin. unit to provide vou with what is really
needed.

s Check that you have everything vou need at the training
site before the start of IST: enough chairs, tables. These may
also include supplies, equipment, handouts, books, etc. Check
all equipment as to their usability. Are thev working well?
Are they on the right voltage?

» Check with the Admun whether everything on vou Supplie-
list has Leen provided and make sure that all the supplies
are transported to the tramming site one dav prior to IST or at

11



TYPICAL
SUPPLIES
NEEDED FOR
LANGUAGE IST

least a couple of hours before vou start (because of the
availability of the training site) so that you can have the
conference room set up.

The specific supplies you need will, of course depend on a
number of variables, such as number of participants, budget
available, goals of the IST, and what kinds of supplies you
might have left over from the PST. When identifying and
organizing needed supplies it's useful to consider three basic
categories: hardware (TV/video, newsprint, markers, white
board etc.); participant supplies (notebooks, pens, lang.
folders, needs assessment survey report, IST schedule, etc.);
and trainer resources such as IST manuals and reference books,
etc.) This list of supplies is for an IST for 40 participants:

| SAMPLE IST SUPPLY LIST

HARDWARE PARTICIPANT OTHER SUPPLIES
SUPPLIES

computer - 1 folders

diskettes pens - 40 rulers

printer - 1 notebooks - 40 (small, colored pencils

extension cords - 2 40 sheets) colored paper

photocopier - 1

copy paper - 1 box

TV set

video camera

video cassette recorder
video cassettes- 5
audio taperecorder(s)
audio cassettes - 10
flipchart stands - 6
flipchart paper - 3 pads
markers - (different
colors) 25

colored pencils - several
sets

scissors - 4
highlighters - 5

staplers - 2
staples - 1 box
glue - 3
pencils - 4 - 5

scotch tape - 6 rolls
paper clips - different
sizes

cardboard paper (white) -
10 sheets




SAMPLES
FROM THE

FIELD

IST PLANNING CHECKLIST

This planning checklist was developed for an IST in Nepal to help identify when various
logistical arrangements need to be made.

IST TIMELINE

THREE TO FOUR
MONTHS BEFORE
THE EVENT

* Determine IST site and make necessary arrangements.
» Memo to PCVs with dates and need assessment

SIX WEEKS BEFORE
THE EVENT

* Memo to PCVs with site, confirmed dates, and typical daily
schedule

« Notification of language staff

* Request vehicle - it necessary.

TWO TG THREE
'VEEKS BEFORE
THE EVENT

* Summarize results.
* Organize language materials.
* List necessary materials and handouts.

ONE WEEK BEFORE
THE EVENT

* Language staff list to country director for approval
* Language staff preparation begins.

* Memo to PCVs containing last -minute information
*» Organize necessary handouts and matenals.

* Make all necessary copies.

» Pack boxes.

THE DAY BEFORE
THE EVENT

¢ Go over the materials checklist.
* Load boxes.

403
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SAMPLES
FROM THE

FIELD

ISTNEEDS ASSESSMENT
QUESTIONNAIRE

This needs assessment form was developed for an IST in Romania. Note that in addition to
questions about specific topics Volunteers would like to see covered, it also asks questions about
situations for language use, Volunteers' self-assessment and what they are doing about on-going
language learning

Needs Assessment for Language IST
(Please briefly answer the following questions to help us plan the event )

Date:
From:
Sector:

1. Here is a list of topics included in the IST Language Manual. in case you want to
study from it, please rank the choices below using 1 for the most preferred:

Life of a PCV in Romania

The Romanian Family

_ The Romanian Mentality

Slang

Human Nature

Social and Political Issues

Romanian Thought

Romanian Literature
If you are interested in other topics, please identify which :

2. What cultural/cross-cultural issues do you want to be addressed in the upcoming
Language IST? Please be specific.

3. Please identify, in general, your job-related language training needs. i.e.. Do you
need to speak Romanian 6 hours a day at the office, or one hour per week only? Do
you need Romanian to talk to clients or at a meeting, etc.?

4, Please list specific areas you would like to be addressed at the Language I1ST for
your language improvement in communicating in the work setting. What kinds of things
do you need to be abie to say/understand?
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5. Here are activities we are considering for the Language IST. Please rank the choices
below using 1 for the most preferred:
Conversation Activities
Pronunciation Exercises
Listening Activities
Explanation and Practice of Grammar Rules
Reading Practice
Writing Practice
______ Technicai Language
Other (Please specify whatj

6. List specific grammar areas to be covered during IST sessions.

7. List 4 or 5 real-life situations in which you wished you had used Romanian to
communicate but you were not able to. Please be specific about where this was, with
whom you wanted to communicate in Romanian, what exactly you wanted to talk about.

8. Rate your current level of Romanian on the following scale:
1 - unable to understand and communicate at all
2 - able to communicate on fimited survival level
3 - able to speak and communicate with certain limits in any situation
4 - feel comfortable in using Romanian in most situations

9. Rate your current ievel of using Romanian in a job specific setting (i.e. rate the
technical language competencies you are able to perform):

1 - unable to understand and communicate at all

2 - able to communicate on limited level

3- feel comtfortable in using Romanian in most working situations

10. Do you have a language tutor? Yes No
How many hours per week do you study with a tutor?
What textbooks / materials / resources do you use?

11. Do you study on your own? Yes No
How many hours per week do you study?
What textbooks / materials / resources do you use?

12. Other suggestions to help us plan a useful I1ST :

SUGGESTIONS
FROM LANGUAGE
COORDINATORS

* Give PCVs an opportunity to assess own needs and set their
own goals but provide structure and practice in doing this. (1.e.
Have PCVs co-plan lessons with instructors.)

* In your needs assessment ask the participants about the
kind of process to be used in the IST delivery {open space.
structured sessions, work groups to produce or research
different projects/plans.)

» If possible, share results of the needs assessment with the
group before they arrive or at the beginning of the IST. This
will give the Volunteers an opportunity to prepare materials
which they might need.
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SAMPLES
FROM THE

FIELD

IST GOALS AND OBJECTIVES

Language ISTs have the same general goals as the PST language program: achievement of
specific competencies, enhancement of general proficiency level, and development of language
learning skills. But you may wish to develop more specific and focused objectives. Typically these
are formulated after the results of the IST needs assessment have been collected and analyzed.
Here are the goals that were developed for an [ST from the sample needs assessment that was
developed by Peace Comps Romania.

LANGUAGE IST GOALS AND OBJECTIVES

GOAL: To provide an opportunity for the PCVs to speak Romanian and to improve
their language skills

OBJECTIVES : By the end of the IST, the PCVs will be able to :

« Review Romanian language competencies

« Use vocabulary and functions beyond survival needs.

« Meet individual needs.

« Expand on and use work-related language.

« Design a plan for continuation of language leaming back at one's site.
« Demonstrate appropriate behavior in various cross - cultural situations .
« Evaluate overall language knowledge.
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SAMPLES
FROM THE

FIELD

SAMPLE IST SCHEDULES

The length and schedule of your IST will, like any other training event discussed in this manual
depuend on such matters as logistics and available resources and. Thus, ISTs may vary in length
from a single day to a couple of weeks in duration. Here are two sample schedules for a five-
day and a one-day IST. This first schedule was developed for a five-day IST in Romania
(sample goals and needs assessment questionnaire for this event are included above). Volunteers
traveled to the site on Monday and returned to their posts on Sunday.

FIVE DAY IST |
Tuesday Wednesday Thursday Friday Saturday

8:15- 8:30 8:15- 8:30 8:15- "8:30 8:15- 8:30 8:15- 8:30
Check-in Check-in Check-in Check-in Check-in
8:30-10:30 8:30-10:30 8:30-10:30 8:30-10:30 8:30-10:30
Romanian Language Langu~ge Language Language
Traditions LESSON 7 LESSON 6 LESSON 3 ROUND-UP
10:30-11:00 10:30-11:00 10:30-11:00 10:30-11:00 10:30-11:00
Break Break Break Break Break
11:00-12:00 11:00-12:30 11:00-12:30 11:00-12:30 11:00-12:30
Language Language Language Language Language
OPTIONAL OPTIONAL OPTIONAL OPTIONAL Evaluation-
12:00-1:00 interviews
Admin. Per diem &
Travel Reimburse
L U N C H
2:00-3:30 2:00-4:00 2:00-3:15 2:00- 3:30
Technical Technical Technical Language
Language Language Language Evaluation
3:30- 3:45 4:00-4:15 3:15-3:30 Interviews
Break Break AFTERNOON Break 3:30- 3:45
3:45- 5:15 4:15-5:30 FREE 3:30-5:00 Break
Community Sector Meetings: Medical 3:45- 5:00
Mtg w/CD SBD -Speaker Closure-

SW -Meeting with IST-Evaluation-

PCV's 4:00 - on

TEFL-Library Visit Party at CD's

House
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The second schedule is for a one-day IST that was held in Moldova. It was designed to mirror
events in the national elections, which were being held around the same time as the IST. It was
one of several "Language Weekends" that were scheduled throughout the vear.

Language Weekend
PC Moldova, Chisinau
The Great Electoral Campaign

9.00-9.15 Welcome and orientation (together)

9.15-10.00 Parties' conferences ( divide into two groups)
- choosing the name
- designing party's symbol
- designing party's program in:
- political area
- economical area
- socio-cultural aspects
- educational system
- inlternational relations

10.00-11.00 Electoral Debate (together)
1. Candidates - present their party’s program

2. "Managers" - "advertise* their candidate
3. Electors - agree with their team, disagree with the "oppositions*

11.00-11.30 Starting a New Civilization (two groups)
11.00-12.00 Reading for fun

12.00-1.00 LUNCH (together)
1.00-2.00 Answering questions
2.00-2.30 Grammar

2.30-3.00 Feedback/Evaluation

— 4.



THINGS
TO THINK

ABOUT

SELECTING SUCCESSFUL IST
ACTIVITIES

WHERE TO FIND
ACTIVITIES

FACTORS TO
CONSIDER WHEN
SELECTING
ACTIVITIES

Many of the activities that you will want to use for PST are
also useful for ISTs as well and are discussed elsewhere in
this Resource Kit. Refer to Section 5 (Principles of Learning
and Teaching) for lists of general language learning and
practice activities as well as bibliographies listing other
teacher resource materials that are available from Peace
Corps Washington , the in-country resource center, or the
training library at your post. Information later in this section
includes session designs for strategies training and self-
directed language learning.

Posts usually develop their own lists of favorite techniques
and practice activities, but no single set of activities will
work equally well for every IST (or even for every grouping
within a single IST). Deciding which activities will be the
most successful for your program can be a challenging job for
Language Coordinators who lack experience with Peace Corps
training. In Section 8 (PST) some of the general considerations
of choosing specific activities are discussed in detail. Refer to
that information for a more detailed discussion of the issues
that need to be considered when choosing activities for anv
training design.
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SAMPLES
FROM THE

FIELD

EFFECTIVE IST ACTIVITIES

This is a list of activities that teachers found especially effective at an IST in the Philippines.
Remember, though, that a list that would be developed by and for vour program will probably

be different. Detailed descriptions of these practice activities can be found in Section 5

(Principles of Learning and Teaching) of this Resource Kit.

Effective General Language Activities
Pictionary
Charade
Association Game
The Last Word is Mine
Hangman

Effective Group Activities
Grammar Sessions
Message Relay
Cocktail Party
Songs
Culture Discussion

Praxeogram
Treasure Island
Daily Teaching Cycle (LAMP)
Celebrity Game
Diagnostic Tests
Paper Bag Charade
Shop Talk
Drills
Transformation
Expansion
Constructalogue
Grammar Sessions
Information Gap
Picture Study

Effective Individual (one-on-one: tutor/student) Activities
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HOW

TO DO IT

EVALUATING ISTS

WHY EVALUATE?

WHAT TO
EVALUATE?

HOW TO
EVALUATE?

Like other training events, ISTs should include a formal
evaluation by the participants. Elsewhere in this Resource
Kit we discuss the reasons why evaluation is important in
more detail, and in particular its usefulness in refining and
improving training design.

Typically workshop evaluation forms ask for participant
feedback on the usefulness of specific sessions and the overall
organization of the IST. In Section 3 (Curriculum
Development) there is a discussion of the general guidelines
offered by the PATS Training Supplement on the kinds of
information {about content, process, management and
outcomes) that your evaluation should be designed to elicit.
You should review that information before designing an
evaluation form for your own IST. But remember that you will
also want to design an evaluation form and process that will
get the kinds of information that you consider most necessary
for your specific needs. The scope and organization of your
evaluation will, thus, depend on what you want to know
about the effectiveness of your particular event. For example,
if you held the training at a new site you would probably
include questions on how the participants felt about the
logistical arrangements and the location of the event. If you
increased the length of the IST from three to five days, you
would probably want to know how participants felt about the
new schedule.

The pros and cons of various program assessmient instruments
(open-ended responses vs. numerical ratings, written form vs.
oral interview. etc.) are discussed at length in other sections
of this Resource Kit (in the discussions of Needs Assessment
and Curriculum Evaluation in Section 3 (Curriculum
Development), and in Section 7 (Assessment). You may want
to review those sections before deciding on a final format for
your own evaluation. Whichever system you choose, vou
should strive for one that is easy to administer and to
analyze, and that elicits useful information for redesign and
improvement of future !STs.
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5

SAMPLES
FROM THE

FIELD

SAMPLE IST EVALUATION
FORM

This is a general IST evaluation developed by Peace Corps Romania. Note the mix of numerical
ratings and open-ended questions. Note also that the evaluation not only assesses effectiveness
of the IST, but also asks Volunteers to reflect on how they will continue to use the information
back at their sites. As with many of the forms included in this manual, the space provided for
participant responses should be larger than shown here.

PCV's name (optional)

Language IST Evaluation

Disagree
. IST was well organized. 1
. IST goals and objectives were clear. 1
. IST tully met the stated goals/ objectives. 1
. Content of the IST met my needs. 1
. Materials were useful. 1
>
1
1

p S
Q

mmmmmmmm§

. Grouping and teaching style were effective.
. | felt | was encouraged to participate fully.
. My attendance at IST will prove beneficial.

O~NOOTHhWN =
NP NDNONN
WWWWWWwWww
O O o

Comments:

9. | liked the following two (three) sessions:
because:

10. Other things | liked about the IST were :

11. | did not like the following two (three)sessions:
because:

12. Other things | didn't like about the IST were :
13. | would like to make the following suggestions for future ISTs:

14. After retuming to my site, | am planning to follow up on areas covered in the
IST in these ways :

‘1 b«)



TO DO HT

IST FINAL REPORTING
GUIDELINES

PURPOSES OF A
FINAL REPORT

FINAL REPORT
FORMAT AND IST
PLANNING

BASIC ELEMENTS
OF IST FINAL
REPORTS

A final report of your IST is an important document. It records
how the training was organized, what worked well and what
didn’t, and what particular recommendations you have for
future training events. Although the final reports for ISTs are
generally not as extensive as those for PST, they are still
extremely valuable in improving your training design.

A number of final reports from different kinds of ISTs are
included on the CD-ROM that accompanies this manual.
They are an excellent source of information on different kinds
of program designs.

To prepare the IST report, it's important to set up a procedure
for recording session designs and, in particular, making
comments about their effectiveness and any recommended
changes while you are conducting the IST. Although this
initial evaluation is {rom the trainer's perspective, it still
provides important information for others who might want to
replicate or revise the session. While session descriptions
may not appear in their full form as part of your final report,
they are nonetheless important. You can integrate
information from participant evaluations at a later stage.
Other typical contents, (such as a workshop overview,
descriptions or schedules) will need to be part of your IST

preparation process, so compiling the report should be neither
difficult nor time consuming.

Report formats vary from post to post, but, most contain:

¢ Information on where the IST was conducted, how long, etc.
¢ Description of training staff and participants (number,
background, required skills, etc.)

¢ Overview of IST goals and objectives

* Information on sessions and schedule (the basic design of the
event, number of days, etc.)

e Summary of participant evaluations

¢ Recommendations for follow-up training for this specific
group of Volunteers

* Recommendations for design changes for this kind of IST

F B R



SAMPLES
FROM THE

FIELD

SAMPLE IST FINAL REPORT

This excerpt is from a final report of an IST developed by Peace Corps Romania. The «chedule
for this IST appears earlier in this section. As you can see from this format, the schedule
doesn't have to be included in the final report itself, although a descriptive overview is
essential to provide an accurate record of the major design features.

LANGUAGE IST 1996 --FINAL REPORT
To:CD From: LC
cc.: CD Secretary

SUMMARY

The report contains :

» a brief description of the event inciuding: time. site, goals, preparation,
schedules, participation, curnculum, language staff, procedures, materials.

e comments on major achievements of the training

+ general recommendations

* attachments : schedule, PCVs evaluation

« DESCRIPTION

Time and site: The Language IST took place Jan. 2-8 , 1996. starting on a
Tuesday and ending on a Monday, so we had training over the weekend.

The training site was selected according to location of the hotel and facilities offered.
We wanted to be in a school that would offer Peace Corps some of the best
accommodations that are to be found in similar institutions in Bucharest. The St. Sava
High School offered us incredible support and good facilities : seven classrooms with
individus! desks , one of them accommodating the whole group, a special room for the
teachers, acoffee area, the help of the Administrator, and three cleaning ladies. We
had a lot of help from the Bucharest District of Education, who facilitated the approvals
to use the school.

IST Preparation : The actual preparation started by mid October, two and a halt
months before the event, with looking at hotels in Bucharest and checking the
availability of the possible teachers. A Needs Assessment was conducted at the
beginning of November to determine PCVs' expectations and interest in the training .
The results of this were the basis for the schedule and the content of the training .

IST Goals : The objectives of the training were determined after processing the

Needs Assessments . The goal was to enhance PCVs effectiveness in their service
by providing an opportunity to speak Romanian and to improve their language skilis
The whole training was geared towards individual needs, including a large variety of
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topics, language functions and classroom activities. The objectives were the following:
By the end of the training PCVs will be able to :
Review Romanian language competencies
Use vocabulary ard functions beyond survival needs.
Meet individual needs.
Expand on and use work-related language.
Design a plan for continuation of language leaming Lack at one's site.
Demonstrate appropriate behavior in various cross - cultural situations .
Evaluate overall language knowledge.

Schedule : Although it was a challenge to design, the schadule tumed out to be
one of ttie most appreciated things by the PCVs. Altogether there were five days of
training, starting at 9.00 and finishing at 3.30 p.m., (see attached schedules), aimed at
creating a relaxed atmosphere so that PCV s enjoy coming to school and attending
classes. Three 90-minute sessions were scheduled every day, two in the morning and
one in the aftemoon. All were “choice” sessioris, for which PCVs had to sign up,
selecting from five to seven options. The first sessions concentrated on review, the
second sessions on LSP or the IST Manual and the aftemoon sessions on cuitural
topics. Some sessions were repeated, so that PCVs had the chance to attend, even
if they wanted two sessions that were scheduled at the same time. We had a total of 21
hours of language instruction.

Participaticn : All PCVs from Romania 5 took part in this training. Their presence
and participation in training was far better than the pervious years, given also the fact
that training was scheduled right after winter vacation. With very minor exceptions, all
PCVs were present for all sessions.

Curriculum : The curriculum was topic and review oriented. We wanted PCVs to
focus on how much they remember from PST and to work on improving areas of
individual interest such as: job-related language, life in Romania, Romanian culture, or
grammar. Each lesson, even the more structured grammar ones, were speaking
oriented, having a conversational format.

The language staff: The teachers were selected from the teachers at the PST,
based on their previous experience at ISTs and on their evaluation at PST. All
teachers were interviewed, and seven out of the nine that applied were selected.
Throughout the training and during preparation days teachers acted very
professionally, were supportive of each other, and showed an excellent team spirit.
They responded very positively to the “choice” IST idea, aithough it meant much more
work for them than just teaching the IST Manual. Based on the input they had at the
PST, they were happy to teach lessons on Romanian culture, such as Romanian
Yistory, music, media, and traditions. Also, they were eager to implement some of the
lessons they had been working on as part of the LSP project. They preparea lesson
plans and worksheets well in advance, over the Christmas period, so that everything
was ready before we began. During training they were very supportive of the PCVs
and, as they said, extremely well prepared for class. They are the main factor for the
success of this IST.

Training proceciures: Organizing groups in a "choice” training is difficult. We
decided to have people sign up just for the first two days, and on the second day , for
the rest of three days , to give them a chance to see how things are going, and
,eventually, to change their minds. Sessions started to repeat during the last two days,
so people could choose more easily according to their interests and based on how the
first two days went. The idea was to give as much freedom of choice as possible. The
two questions one usually deals with in assigning groups are how to do balanced
groups of only five to seven students and how to avoid a mixture of levels in a group.

¢
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We dealt with the first by repeating sessions that appeared more frequently in the
Needs Assessment results, and by formatting the sign up sheet with only seven srots
to one class. For the second question, we organized different level groups for all
possible sessions, a slow and an faster paced one. The whole process was
introduced by first signing up those had expressed specific preferences for one
session or another. Worksheets were distributed at the end of each session.
Language Proficiency Interviews were scheduled as an cptional activity for the last
training session. Ten PCVs chose to take the interview, which is approximately. 27%
of the group.

Materials : Besides the IST Manual, lesson plans and handouts, at this IST we used
a lot more video and audio techniques than the years before. We had a video on
watching TV news, a video on Romanian personalities, and a medical one on
harassment. Audio tapes were used for Small Business and Social Work LSP lessons,
and for Romanian music sessions. We also used magazines and newspapers and
reference materials from Romanian literature.

¢ ACHIEVEMENTS

The IST was a very successful training, as it was the resutt of years of experience and a
lot of preparation. The idea we focused on was to orient the training towards individual
needs, taking into account that motivation for leaming is increased if what one is
leamning is what one is interested in. We also stressed the idea that for many PCVs, it
was important to be shown that they remembered much more from PST than they
realized. Therefore, the major achievement is that: IST was geared towards individual
needs; it provided not only an opportunity for practice, but also to leam new things.
Another achievement is the amount of language material used in training that led to a
very positive response on the part of the PCVs . For the first time we had integrated
sessions with the TEFL APCD (one of the LSP sessions for TEFL ), the PCMO ( the
session on harassment), and a variety of cross-cultural sessions . The atmosphere of
the whole training was excellent and this was due to the work of the Program Assistant
in ensuring good living conditions for the PCVs, the support received from the Admin
unit in doing all payments in time (including teachers, for the first time ! ) and the help
given by the personnel at the training site. Last but not ieast, the team of teachers
made everything possible .

e GENERAL RECOMMENDATIONS

PCVs reaction to having the IST between 2-8 January was very different. They all
appreciated the opportunity to get together, but TEFL PCVs complained that they had
no time to prepare tor schoo!. The teachers also felt it was difficult to work before
Christmas and before New Years and PC staff that helped not only worked for two
consecutive weekends, but also during a holiday-dan. 2nd. Looking tor better times
for the training should be kept open, since in 1997 training will again go over the
weekend. St. Sava high school is an excellent training site. The director is very
supportive of Peace Comps and the whole staff are very helpful. The school has many
facilities, is very clean, and has an excellent location. Having choices definitely needs
to be kept as the way to organize the training. The Needs Assessment could be
shorter and more focused, to get a better return rate. For more effectiveness we
could have the English translation of the cross-cultural presentation to be given as
handouts.




OVER
VIEW

PREPARING TRAINEES TO USE
TUTORS AND INFORMANTS

This overview discusses issues to consider in preparing Trainees and Volunteers to work with

tutors and language informants.

LANGUAGE
LEARNING AFTER
PST

WORKING WITH
TRAINED
LANGUAGE
TUTORS

It is essential for most Volunteers to use a trained language
tutor or an informant in order to continue their language
learning after Pre-Service Training. Recognizing this, most
Peace Corps posts have a system for reimbursing PCVs for
paying language tutors at their sites. There are three general
situations that PCVs encounter in the field when they trv to
continue their language learning with a tutor. In a few areas,
Volunteers can hire skilled, experienced language tutors.
Alternatively, they may only be able to find teachers who
have never taught their own language to foreigners, or they
may be unable to find a teacher at all —just a willing but
unskilled language informant.

Trained language tutors may be experienced in teaching their
language, familiar with a range of teaching techniques or be
able to supply or recommend instructional materials for the
Volunteer to use. Typically these tutors have a full-time job
as a teacher or professor and supplement their regular salarv
by giving individual language lessons to foreigners living in
the community. If the Language Coordinator knows that
Trainees will be at sites where they will be able to hire a
trained languase tutor, she needs to ensure that by the end of
PST, Trainees } ow how to:

¢ select a tutor, through referrals and interviews.

* assess their own learning needs, not just "follow the book™.
* monitor and evaluate their own learning progress.

* give feedback and guidance to the tutor in an approp.iate
way so that instruction focuses on high-priority needs and
teaching techniques fit individuai learning styles.

-
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WORKING WITH
INEXPERIENCED
TEACHERS

WORKING WITH
HOST COUNTRY
FRIENDS AS
LANGUAGE
INFORMANTS

CRITERIA FOR A
GOOD TUTOR/
LANGUAGE
iNFORMANT

More typically, Volunteers do not have access to tuters with
such a professional background. Often their language tutors
are teachers in the elementary school or high school who
have never taught their language before, and may have old-
fashioned ideas about language teaching and learning. If this
is likely to be the situation, the Language Coordinator needs
tc ensure that by the end of PST, Trainees know the four points
listed above and these further areas as well:

¢ basic lesson planning

¢ amiliarity with text books and other learning materials

¢ how the selected book should be used.

¢ a range of teaching/study methods

¢ trategies for introducing new methods to the tutor

* ways of compensating for the tutor's lack of knowledge
about the language, perhaps the use of grammars and other
reference books.

In a number of posts, Volunteers use friends in the community
as language informants. These people are not trained

teachers and may not even expect payment for their help. In
order to use an informant effectively, Trainees will need to
take even further responsibility to direct their own learning.
The Volunteers working with unskilled informants will need
most of the skills involved in self-directed language learning.
They need to plan, monitor, and evaluate their learning as
PCVs do in other situations, but they also need to do all the
lesson planning. In this situation, PCVs may not be able to use
a text book (if there is one) at all, or they have to learn to use
it creatively. They may need to learn to use a tape recorder
to gather language material to study. It is important that
posts provide Trainees in this situation with reference
materials and help them leamn how to use these materials
independently. Language ISTs are particularly important for
PCVs in these challenging situations.

Volunteers at an IST in Suriname identified this list of
important characteristics of a good tutor/language informant.
Knowledge: has English or other language leamer knows; is
a native speaker; knows other languages

Skills: can give relevant information; can be concise; has
some teaching skills; knows when to correct and when not to
Attitudes: willing to follow PCV's directions; reliable
(shows up as arranged); takes teaching seriously; mature,
saber etc.

Practical Considerations: gender (same sex usually best);
age:— old enough to know the language well, voung enough to
still have teeth; study solo or with other learner(s)?
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THINGS
TO THINK

ABOUT

COMMON CHALLENGES IN
TUTORING SITUATIONS

These case studies were developed by Peace Corps Ethiopia about common "problem situations”
experienced bv Volunteers working with language tutors. You may want to use these as part of a
PST or IST and have Volunteers brainstorm possible solutions. Alternatively, you may just want
to study them and identify issues that you may need address as you organize training materials

and activities.

BOB

PETER

Bob has just completed PST and he is excited about continuing
his language study. He settles into his house, meets the
teachers in his school, decides on a Tutor, and dives into
language study- all before school officially opens. Once
school begins, Bob finds himself steeped in lesson planning
and auxiliary reading so he can do a good job in his new
assignment. He spends a lot of time reading books given to
him by Peace Corps to prepare grammar lessons ( not his
strong suit ) for large mult level classes (no previous
experience).

At the end of the day, he is exhausted from his school work,
meeting and interacting with new people, and from trying to
cope with a whole new life, which has engulfed him. He has
missed several tutoring appointments, because school
activities conflict with his more personal ( a.k.a lower )
priorities. The tutor is also busy and has to cancel
appointments which Bobby has struggled to make time for.
He is becoming frustrated by the sequence of events and his
continuing inability to express himself in the local language.

Peter quickly identifies a tutor. After four lessons, he is
frustrated by the tutor’'s stvle. Again and again he is drilled
only in grammar and never gets to practice conversational
skills. the tutor is the sister of his department head, and the
department head is excited about his sister's new emplovment.
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MARCIA

JAN

CINDY

Marcia is eager to practice her new language, especially at
school, but the teachers always laugh when she speaks.
Those who don't laugh love to drill her with phrases she
doesn't know or comment about her by using unfamiliar words.
She is quickly becoming discouraged.

Jan gets to her site and is exhausted after the PST. The last
thing she wants to do is study the language. After two months
of using only English to get by, she decides to pick up her
books and study. The books might as well have been in
Ancient Greek. Instead of picking up where sh.e had stopped
in September, she has to re-learn the basics. When she starts
to practice with her friends, they have no desire to help her,
since they are used to speaking to her only in English.

Cindy had completed PST with a moderately good command
of the language and arrived at her site eager to find a tutor
and continue her language acquisition. At her work site
however, she found that all of her fellow faculty members
only wanted to practice their English with her, including two
who teach the national language,. Even when she told the
teachers that they would be paid for tutoring, they were not
interested, nor were they cooperative about helping her to
find someone in the community to tutor her. Her enthusiasm
quickly began to wane.
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SAMPLES
FROM THE

FIELD
USING A TUTOR:

A PCV' S EXPERIENCE

The following are excerpts from a letter sent by a PCV to the Language Coordinator in Romania
describing his experiences learning the language after he got to his site. You may want to share
this information with volunteers as part of a PST or IST . Alternatively, you may just want to

study it and identify common issues that you may need address as you organize your training
materials and activities.

The frequency of tutoring is every day of the week, and sometimes on the
weekends. We try to spend at least one hour, often they spend more than
that, but we do not account for it and they know they are not going to be paid
for the extra. The training itself occurs at the office but sometimes elsewhere.
The ratio of language training is greatly varied. For example, sometimes it is
just talking entirely in Romanian. At other times, the discussion is more complex
regarding grammar or the relationship of words, etc. Then the discussion may
be mostly in English. One example is a recent discussion | had about words
that are "faise friends”. The object is to speak the language, but ! find | cannot
speak the language if | cannot see the language. What | meanis that I'm a
visual animal and that is how | take in all information. | cannot build sentences
if | cannot “see” them in my mind. So | translate articles with the guidance of
one of my tutors, | write sentences and have the tutors correct them, and we
talk. Resources used include newspapers articles, magazine articles, and
trade publication ( for job use ). For reference we use several publications
including a English-Romanian dictionary, Romanian dictionary, Romanian
grammar book, and the lessons from the PST.

These are some of the ideas | shared with the new Trainees about using a
tutor:

* The acquisition of a language is possible even for a slow language learner,
provided they attempt to acquire the language on a consistent basis.

* To begin | recommend that a student has adequate reference materials.

* Another important tool is a tutor. | have used many tutors. It is important that
the student keeps trying to find a tutor who suits them. Even if they have to
try more people, it is OK.

Provided with a tutor and reference materiais, these are some of the tecnniques
I tried that worked :

1. Watch TV programs in English with Romanian subtitles. Try to read the
subscripts out loud. If a tutor is present, have them correct pronunciation first.
Also | ask what some words mean. During this exercise keep your reference
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materials near to be able to use them. This exercise works on word recognition
in reading and helps the process of memorization. Seeing is believing.

2. Listen consistently to a Romanian news program. Try to pick out a certain
word group, for example, the date. After a while you will start to recognize that
someone is saying a date, then what the date actually is. Eventually , you will
start to notice variations. Always listen to weather, or the sports, and listen to
tamiliar word pattems.

3. Have your tutor dictate to you. It may be poems, songs, the newspaper,
whatever you choose. This exercise uses hearing recognition of contractions
and commonly used expressions. Often | hear someone saying something
and | think it is a word, while in reality it is several, like the dative pronoun
contracted with the past tense of a verh. Afterwards | go over the dictation
with the tutor, to see where | went wrong. This teaches how to listen, to
recognize differences, and how to spell.

4. Memorize some Romanian songs -- the more popular with Romanians, the
better. This exercise helps with pronunciation because when you do it wrong
a Romanian will surely correct you. Again, you will learn some grammar and
memorize some words in a meaningful context.

5. Read children's books out to a Rornanian and have them correct your
pronunciation.

Language acquisition is about staying in the language that you want to ltearn. it
is too easy to stop using the language when the going gets difficult when
you are constantly surrounded by good English speakers who allow you to
leave their language. In order to stay in the language | have used the following
strategies:

1. 1 make a deal with the Romanian speaker who wants to learn English that
they speak English and | will speak in Romanian. We then correct each other
as we go, thus becoming each other's tutor.

2. At work, | keep track of those who help me with the language and how
much time they spend. At the end of the month, | have them sign the
reimbursement form and pay them. Some will refuse to be paid, but afterwards
many people at work will want to talk to me in Romanian.

In the end, | would stress the fact that language acquisition is about the
amount of time you spend in the language, so be creative and try many ways
to stay in the language.
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HOW

TO DO IT

PCV GUIDELINES FOR
TUTORING

These guidelines were adapted from materials developed for Volunteers in the Czech Republic.

HOW TO PAY * You are responsible for finding a tutor, negotiating the price,
YOUR TUTOR and preparing a plan. The prices per lesson usually vary
between ___and __ an hour. Peace Corps will reimburse you
for the money spent on authorized tutoring. Payments are
subject to prior approval by the Language Coordinator and the
Admin. Officer.
* Send a plan and your tutoring receipts to the Language
Coordinator, who will approve them and send them on to the
APCD Admin.
* You can plan to spend no more than a year on tutoring.
» If you want to buy language materials, you have to cover
that out of the reading materials portion of your living

allowance.
WHAT Many people end up working with language informants or
ACTIVITIES tutors who have not had much experience teaching their
TO DO WITH language to others. As a result, they sometimes have
YOUR TUTOR difficulty knowing how to best proceed with lessons. The

following are some suggested general activities that you may
want to consider using with your tutor.

1. WHERE TO START .« Go over vour language materials from the PST, and make a
list of things you still need to work on. (Write letters in the
language to your teachers.)

* Find a tutor. Go over the PST language materials with
her/him and work on exercises that you haven't done yet. Go
over all the exercises you think you need to work on.

¢ Choose a textbook which you think will suit vou the most.
Go over the annotated list of textbooks and dictionaries that
vou were given during PST; look through the books in the
Resource Center in the Peace Corps Office (there may be some
available to check out).
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2. WHAT YOU CAN
STILL COVER

3. LEARN TO TALK
ABOUT NEW TOPICS

4. TRY TO FIGURE
OUT YOUR LEARNING
STYLE

SUGGESTIONS
FOR WORKING
WITH YOUR
LANGUAGE
TUTOR/ HELPER

Learn how to say more about things you can already talk
about:

» More about your background (what you did before you came
here, what were your duties), your work here, and about your
plans for future.

* Go over all the review exercises after some time and see
how much more you can say; have your tutor correct it for you
and compare it to the one from training.

Ask for lessons on topics that you need or that interest vou:
¢ vour hobbies, tourism, architecture, books and films —
describe the plot; specialized topics such as computers,
marketing , or grammar theory; other things that you hear
around you

* Learn: relevant vocabulary, phrases and grammar

* Review: usage of cases, usage of aspect, usage of different
phrases

* Practice: pronunciation, cases, aspect pairs, pronouns, and
other things that must be memorized.

* Go over the SILL again and see what new strategies you can
try in order to improve your learning.

* Review your expectations and set new goals for your
language learning.

¢ Read Language Learning Strategies for Peace Corps
Volunteers.

» First and foremost, exercise control over the work vou do
together. Regularly discuss your language learning goals and
how you want your tutor to help you to achieve these goals.

« Don't be afraid to give your tutor regular feedback (e.g. if
your tutor corrects you every time you make a mistake, and
this is not what you prefer, let him or her know).

* Repeat as often as necessary the two points listed just above.
Get your tutor to acquire these as habits, so that your work
together can be most beneficial for you! If necessary, give vour
tutor examples of how you want your lessons conducted or of
activities /exercises you find useful.

* Remember againr that YOU are your best guide to what
works for you. Don't do something because someone else says

it works (for them). Experiment. by all means, but don't feel
you must blindly continue doing something if you don't feel it's
helping YOU.

* Don't feel that you must work with vour tutor in a "formal”
classroom-type setting. Go out for a walk, have a soda, or
bring him or her to work.

* Be sure to review regularly things which you have been
exposed to in the past. Every new lesson does not necessarily
have to be a time for learning brand new material.

¢ Use your own notes/language journal to help organize the
content (and even the form) of vour language tutor sessions.

* Although formal study of grammar may be important to
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TUTOR ROLES IN
THE LANGUAGE
LEARNING
PROCESS

A,
« OBSERVE
* PROCESS
* VERIFY (wiTH TUTOR)
* USE

B.
* LEARN it TUTOR)
+ PROCESS
« PRACTICE
« USE

[
+ OBSERVE
* PROCESS
* PRACTICE
s CORRECT(wWITH TUTOR)
s USE

OTHER
SUGGESTIONS

vou, don't let this constitute the entire content of vour
language study.
* Use the language in real communication!

Your tutor can play one (or more) of several important roles in
the language learning process. Here are some suggestions:

"A" and "B" contain very similar actions, but have slightly
different activities depending upon the role you want the
tutor to take and your preference for learning. Even "C"is
possible (though not strongly recommended:

The final stage for all of these is getting out and using the
language.

1. Learner makes observations on his/her own.

2. Leamner thinks about/analyzes what has been observed;
notes hypotheses (go to tutor with specific questions about
what vou've seen or heard).

3. Leamner verifies hypotheses with tutor; correct/amend as
needed.

4. Learmer goes into the community to practice the new

language.

Learner works with a tutor to learn some new material.
Learner studies /reviews new ma’‘erial.

Learner practices the new materiai, alone/with the tutor.
Learner goes out to use the newly learned maternial.
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1. Leamer makes observations on his/her own.

2. Learner thinks about/analvzes what has been observed:
notes hypotheses.

3. Learner goes out into community to practice using the new
language (testing hypotheses based on data collected and
analvzed), and, if someone demonstrates that there is iack of
understanding.

4. Leamer corrects mistake with the help of a tutor/helper.

5. Leamer goes out and uses the newly mastered material.

* During the time between arriving at vour post and cnoosing
a formal tutor, take advantage of EVERYONE vou meet:
practice, practice, practice.

* Don't limit your use of the language to the times you are
working with vour language tutor; speak it whenever vou can,
even if this means greeting people or repeating to yvourself
phrases that you are trving to master.

* Be sure to take advantage of all kinds of available
language input: listen to others as vou ride in the bus, listen to
the radio, buy and listen to music, watch TV, see movies , read
the newspaper, read signs, look at billboards, read posters.

* Don't be unwilling to listen/read even though vou mayv not
understand everything. Listen or read for what you recognize;
vou'll be surpnised how much vou can "get” from what seems
like incomprehensible material.

JU1



HOW

TO DO IT

SAMPLE PRACTICE ACTIVITIES
FOR INDEPENDENT LEARNING

Volunteers will probably need guidance in developing specific learning and practice activities
and techniques that they can use with a language tutor or informant. A logical place to provide
such information is during the latter part of the PST, with follow-up and re-enforcement during
the first language IST. The activities described below were compiled from a variety of Peace
Corps countries to provide some structure for PCVs to follow in their tutoring sessions.

CHART AND These activities all involve using a chart or picture instead of
PICTURE drills during a lesson with an informant or with a learning
ACTIVITIES partner. Material in the chart and the language to be

practiced should be based on material first introduced in a
dialog. Creating the chart or picture with the informant
could be quite a language learning experience by itself.

1. TOTAL PHYSICAL After a dialog involving directions, the tutor demonstrates

RESPONSE (TPR) irecti ndV
WITH A MAP OF A the directions on a map. Then the tutor :nd Volunteer both

v E. trace directions on maps together. Then the tutor gives
ILLAG commands and the PCV follows them. Finally, the PCV ¢: es
directions for the tutor to follow.

2. CALENDAR Foliowing a dialog that refers to seasons or months of the
vear, base a practice activity on a cale dar that might
include pictures on small pieces of paper (Post-Its?) that
represent: seascns, weather, fruits and vegetables and other
crops, people’s activities etc. This could practice vocabulary
and Q and A around ideas like "When do people (men?
women?) harvest/plant various crops? Or "What kind of
fruit is available dunng season X?"

3. "FAMILY TREE" OF After a dialog that helps introduce the PCV to various
THE VILLAGE ..ers in the community, there could be an activity with a
“family tree” of the village, showing the organizational
structures. This could be used as the basis for practicing
ditferent greetings, describing 1oles and responsibilities etc.



4. DAILY SCHEDULE
GRIDS WITH
INFCRMATION ON
MALE/FEMALE
ACTIVITIES

5. EVENTS/
EMOTIONS CHART

With a discourse about what things women and men generally
do during different times of the day, there cou’ be an

activity to practice questions and answers about gender roles
and activities in a daily schedule. Fill out daily schedule

grids with information on male and female activities during
the day.

After a discourse on asking about others’ feelings, the learner
and informant could draw up a three- or four-column table
with one column of events, occasions or a.tivities matched to a
column of feelings and emotions, and then a third column that
indicates people's names (and possibly a fourth indicating
date or time). These could be done with words or pictures
wherever possible, and could be used to generate
questions/answers like "Why was Carlo sad yesterday?" and
answers like, "He received a letter saying his uncle died.”
This could also be used to form statements with because.

Who Feeling/Seem When Why

Carlo's kids upset vesterdav dog died
Maria excited this morning Pedro proposed
your spouse unhappv today got bad news

OTHER USEFUL
CHARTS/
PICTURES

STEPS TO
FOLLOW IN
DOING A CHART
PRACTICE
ACTIVITY

Other useful charts/pictures could include: map of the
garden, human body with different problems (t roken arm etc.)
matched with treatments, diagram of a house, animals and
the means of hunting them or where they are found, store
items with prices.

1. Review the individual items in the chart with vour
language helper, becoming clear on meaning and sounds.

2. Have your language helper say aloud 1items in the chart in
randomn order to see if vou can locate them by pointing.

3. Language helper should model the language to be practiced
with a few items, so that you are clear on the forms being
used. Learner may take the "teacher” role by pointing to the
chart items she wants to have modelex.

4. Language helper points to different items on the chart and
vou form the utterance.

NOTE: The specific steps mayv vary depending on the kind of
language (question/answer, giving directions etc.) and kind of
visual. The important idea is to move from comprehension to
memorizing to forming utterances. Continue working with
each step until readv for next.
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VARIATION:
INFORMATION
GAP

Charts, tables, and maps can usually be turned into
Information Gap practice activities. Information Gap is a
pair practice activity in which each student has a map or
table etc. that 1s identical with her partner’s except that
some information (names of certain locations on a map, times
on a schedule) have been deleted from one and different
information deleted from the other. The two learners need to
quest’ n each other to fill in the missing information. For
exan:ple, in the chart shown earlier (item 5), by erasing
alternate boxes in the Why column, Learner A m v need to
ask for the reason why "Carlo’s kids seemed upset
yesterday,” and

Learner B may need to ask why "Maria seemed excited this
morning.” The deletion of information has to be done
carefully so that there is enough remaining information to ask
natural questions. The question/answer practice should
imitate a real-life exchange that practices the language
forms being focused on. It may be a little tricky and tithe-
consuming to invent good information gap activities, but st
may be a welcome variation.
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SAMPLES
FROM THE

FIELD

GUIDELINES FOR PCVS ABOUT
SELECTING AND WORKING
WITH A LANGUAGE TUTOR

These guidelines, developed by Peace Corps Czech Republic, include useful criteria that you
may want to adapt for use in your own PSTs.

GllJJ'{%ERUNES FOR SELECTING AND WORKING WITH A LANGUAGE
T

First And Foremost: Choose your own language tutor; DON'T let
someone else choose your tutor for you. While you might ask others to
suggest someone who "might be helpful" or who "would be good,” YOU must

choose a person with whom you can get along and with whom you can work
comfortably.

Take time to decide on a tutor. Don't feel that you must choose your tutor
immediately after arriving at your site. Although you do want to resume your
language study as soon as possible, you should take time to get settled in,
meet some people (potential ianguage tutors!) and then choose a tutor.

Don't think your language tutor must be a trained language teacher. If
you prefer working on grammar, then a professional teacher might be & good
candidate, since he or she maybe able to explain grammar more effectively
that a lay person; however, your language tutor can be anyone who speaks
Czech, depending on your goals and your preferred style of learring.

Don't be afraid to choose someone who does not speak English as
your language tutor. In fact, working with a non-English speaker can resuit
in faster and better learning; you will be forced to get your message across in
Czech; your tutor will quickly learn to adapt his/her speech to your level.
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Other language helpers include: naighborhood children, shop clerks, your
neighbors, sports teammates, co-workers, and students. Ali of these people
can provide useful opportunities for practicing what you have learmed and for
leaming new language. For example:

Neighborhood children: Children can be especially good if you want to interact
at an uncomplicated level --easier Czech! If you want to work with someone
who will be willing to answer hundreds of “What's this?" or "What are you
doing?" questions without getting annoyed, or if you want someone who will
not pick apart your grammar or correct your every mistake, then leaming with a
child is the way to go.

Neighbors: Your neighbors will quickly get to know who you are and they will
understand that you are just learning Czech.

Shop clerks, sports teammates, office/school employees (e.g. door people,
cleaning people, key people): Speaking regularly with these people can give
you many opportunities to practice and get very comfortable with formulaic
expressions (greetings, shopping) and simple small talk; you can practice "on
the run" and won't feel obligated to stop for a long conversation. You can
slowly, over time, introduce or become involved in longer conversations as
your level of Czech increases.

ST




HOW

TO DO IT

SETTING UP SYSTEMS FOR

MONITORING THE TUTORING
PROCESS

Specific policies regarding tutor reporting and reimbursement vary frc. 1 post to post. The
system for doing this may have already been established by the Admin. Officer, and your role
may not be extensive. But in other countries keeping track of the tutor activities and verifying
appropriate reimbursement is part of the Language Coordinator's job description, and you may
need to set up a system for Volunteers to use. At the very least, you will need to provide a clear
description of policies and procedures for the Trainees during PST, so check that your post has
developed clear policies about the following issues.

WHO 15 ELIGIBLE Many posts have rules about being reimbursed for language

FOR TUTORING tutors. In some countries these funds are available only during
the first year of a PCV's service. In other countries, PCVs can
take advantage of these funds up until their last three
months of service. In many countries, having a clearly
defined plan for on-going language learning is one of the
conditions for being swomn in as a Volunteer. Make sure that
vou know and (where appropriate) have input on the policies
that have been formulated for your post.

RATE OF PAY AND Many countnes set a maximum rate of pay that can be offered

MAXIMUM and an upper limit on the number of hours per week or month
NUMBER OF that can be compensated.

HOURS

PROCEDURES In supervising the tutoring program you will need to be able to

FOR REPORTING determine that the money is actually being spent for language
AND SUBMITTING study. Most posts have developed a reporting system for
REIMBURSE- recording the number of hours and summarizing of the kinds of
MENT REQUESTS leamning activities that are taking place in the tutoring
sessions. The policies for how this reporting is done vary from
country to country. In some places Volunteers must submit a
study plan prior to approval of funds; in other countries, the
report accomparues the request for reimbursement, and may be
submitted on a weekly, monthly or quarterly basis. In
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PROCEDURES
FOR IDENTIFYING
QUALIFIED
TUTORS

GENERAL
RECORD KEEPING

addition to record keeping, such reporting is also a useful
source of information about what to cover in formal language
ISTs. Work with your Adinin. Officer to develop a system
that achieves the goal of general oversight of the program
without being too cumbersome or time~consuming to
administer.

Many posts, in addition to oversight, also try to keep track of
qualified tutors, both to use for future "generations” of
Volunteers and to serve as a potential source for PST and IST
teaching staff. You will want to keep a record of basic contact
information and qualifications of the individuals who are
working as tutors.

Many Language Coordinators find it very useful to keep a
record for all PCVs taking advantage of the tutoring program
including the following information:

¢ PCV's name

¢ Date reimbursemen* request was submitted

* Tutor's name

* Number of hours

* Cost/hour

¢ Total amount reimbursed to date

* Topics and grammar points

This kind of summary allows you to keep track of general
trends and identify topics or areas to be covered during ISTs.



SAMPLES
FROM THE

FIELD

FORMS FOR TUTORING
SUPERVISION

A number of forms have been developed to help Language Coordinators administer and monitor
tutoring. The first is a tutoring worksheet developed in the Czech Republic to be submitted
before tutoring begins. The Language Coordinator reviews and approves the worksheet before
forwarding it to the Admin. officer.

Tutoring Worksheet
Volunteer's name: Tutor's name:

Number of sessions to be taught:

Outline your plan bnefly

Describe your lessons
Lesson No. Topic of the Lesson

Don't think of this worksheet as as an attempt to control the content of what you and
your tutor work on. Its purpose is to help both you and your tutor to work more
efficiently, and to help me determine the needs of other Volunteers for further
language training.

SIUR)
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This second form is to be submitted quarterly after the lessons take place accompanying requests
for reimbursement.

QUARTERLY WORK PLAN
(to be filled in by the Tutor and PCV in English)

Names of PCV and Tutor :

Frequency of classes :

Duration of classes : .

Payment :

Language of instruction : (if a combination of the 2, in what ratio)
Language skill emphasized (circie one or comment on the strategy) :
Speaking; Reading: Listening; Writing

Resources used :

Main steps of the plan :

Topic . Grammar Nr. of
hours
October
November
December




Finally, we include a form developed by Peace Corps Poland to set up a data base of peopte who
have been involved with tutoring.

SURVEY
LANGUAGE TUTORING

Please fill out this form and retumn it to the Training Coordinator at the PC office.

Name of PCV: Group:
Town : Program :

Information related to your Polish language tuter .
Name of the tutor :

Address :
Contact number
Does tutor have any teaching background? YES NO

(If yes, please describe)

How many hours a rhonth do you meet?

Are your classes taking place in a formal or informal setting?
(Please describe)

What matenals are you working with?

Briefly describe a typical meeting, noting methods your tutor is using.

Your recommendation:

[
—
oy
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HOW

TO DO IT

LANGUAGE NEWSLETTERS

USING THE
VOLUNTEER
NEWSLETTER
FOR ONGOING
LANGUAGE
LEARNING

TIPS FROM THE
FIELD

Most countries have a Volunteer newsletter that is regularly
distributed to Volunteers. This provides a worthwhile venue
for additional language training. In a number of posts there is
also a regular "language” newsletter which is distributed to
PCVs. But even if there is only the Volunteer newsletter, it's
useful to have a language page — or even pages, in countries
with more than one language.

Language newsletters can print useful information about the
language, additional practice activities, easy-to-understand
articles and stories in the language, or even parallel versions
of articles which appear in English.

How extensive vour language newsletter is will, of course,
depend on a number of issues: '

* whether you are hired as a "full-time" language
coordinator (and not just for a PST),

* what the local "tradition” is about the newsletter--
whether it's put out by the Peace Corps office or is totally
“autonomous” and independent—produced entirely by the
Volunteers without staff input,

* the resources available for production, and so forth.

A more extensive newsletter can include materials for
Volunteers to use with their tutors and language informants.
It can be the venue for distributing needs analyses for ISTs and
Curriculum Development. The possibilities offered by a
regular language newsletter are endless! And even a simple
“"language column™ is a good way to provide Volunteers with
ongoing input about the language.

Peace Corps Language Coordinators suggest keeping these tips
in mind as vou develop a language newsletter for vour country:
* Keep it short.

» Use an attractive format, pictures, etc.

* Use a consistent pattern.

* Send it regularly but not se frequently that vou overburden
PCVs with paper.

ol?2



¢ Use it for reviews, useful info on culture, culture events or
Peace Corps events.

* Put in useful phrases, slang, etc. not included in PST.e Use it
as a link between PST and IST.

 Use it as a resource for tutors. ¢ Organize contests, such as
translation contests with prizes.

¢ Include materials received from PCVs: translations,
language learning strategies, cartoons or stories.

¢ Include jokes, quizzes, funny things.

¢ Ask PCVs for feedback on how to do it better and what to
include in it.
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SAMPLES
FROM THE

FIELD

SAMPLE LANGUAGE
NEWSLETTER FROM ROMANIA

This excerpt is from a sample issue of Numai Romaneste which was developed by the language

program for Volunteers in Romania.

Numirui 26 19 Apnbe 199¢
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