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Guided reading worksheet
Chapter 12

 Check  
What do these letters stand for?

 1 CALP  
 2 BICS  
 3 ESOL  
 4 SMART  
 5 S,S,S  
 6 ESP  
 7 T➝C  

What activity might you insert into the following fl ow of activities (all for intermediate business 
English pre-service university students) to be consistent with the theme and maintain a good 
learning ‘fl ow’?

  1  
   
   
 2  
   
   

 1

 2

 Issues  Issues  Issues  Issues  Issues  Issues 

 1  1  1 

 2  2  2 

 3  3  3 

 4  4  4 

 5  5  5 

 Discuss  Discuss  Discuss  Discuss  Discuss  Discuss 
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How important do you think it is to maintain a thread and flow to the learning experience of your 
students? Why?

 

 

 

Evaluate
How effectively do you think these learning goals are expressed? 

 1 To learn the present perfect

   
 2 To know how to get on with people from other cultures 

   
 3 To discuss politics

   
 4 To learn more words for engineering

   
 5 To improve how to listen to other people

   

3

1 Writing polite emails
Quick discussion
Students brainstorm what they find polite and impolite in a business context in relation to emailing.

Reading
Students look at a collection of real emails and rank them in order of politeness, underlining language 
which they think increases or decreases politeness.

 1  

Language study
Students brainstorm a list of polite phrases which can be used in formal and informal emails when 
writing to international colleagues.

Writing
Students write some example scenarios from their own working lives, and give them to other students 
for feedback on their level of politeness and general effectiveness.

2 Presenting effectively
Quick discussion
Students brainstorm what makes a great presentation.

Video
Students watch a Ted Talk and note down positive and less positive feedback on the presentation.

Vocabulary
Students study vocabulary related to the content of the presentation, in this case ‘Technology’.

Reading
Students read different articles about the impact of future technologies on society, and exchange 
opinions about living with technology in the future. 

 2  
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Rewrite them so that they express a learning outcome for the students.

 

 

 

 

 

Look at the anticipated problems noted in the lesson plan of a novice teacher about to teach 
telephoning skills to a pre-intermediate class. Complete the table with potential solutions to these 
problems which could be used to manage the class effectively.

Anticipated problems Possible solutions

Some students may have little experience of using 
the phone in English, have little need currently, or 
don’t see the relevance.

Many students will be unfamiliar with the standard 
phrases associated with making telephone calls.

There is no opportunity to use the internet in the 
classroom, and not all students bring mobile phones 
to class.

How useful do you think it is to anticipate problems in class in this manner? Why?

Action
When you plan your next lesson, leave some slots open to respond to ‘magic moments’ (when 
something unexpected and exciting happens because of something a student says, for example).

 A Do any magic moments occur (sometimes they don’t!)?

 B Where and when do they occur?

 C What triggers each of the moments?

When the lesson is over, write a journal entry in which you compare the magic moments with other 
moments that you had planned more precisely. Which, in your opinion, had a greater impact on all 
the learners? Why?

Use the following headers to plan in a very detailed manner a lesson you want to deliver. Set aside 
time to write notes beside each header which you can refer back to after the lesson. You can refer to 
the ideas and format given in Chapter 12 for each of these headers.

• Lesson aims
• Class description
• Assumptions
• Potential problems / Possible solutions
• Timetable fit
• Activities and processes

After you have delivered the lesson, reflect on your planning in terms of:

• How well the overall plan delivered an excellent lesson
• Which parts of the plan worked well, which didn’t and why
• How far you stuck to your plan
• What impact there was when you deviated from the plan
• How you feel generally about the value of planning in your ELT classrooms

After reflecting, take some decisions about how you would like to continue or adapt your approach 
to planning your lessons.

4

5

6
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Key 
1 1 cognitive academic language proficiency   2 basic interpersonal communication skills   3 English for speakers of other languages   4 specific, 

measurable, achievable, realistic and timed/timely   5 students working on their own   6 English for specific purposes   7 the teacher working 
with the whole class

2 (Suggested answers)

1 Reading

 The students read an article on negative and positive politeness (researched from the internet) which alerts them to the fact that politeness 
can mean different things in different cultures, and that working internationally requires an ability to use different cultural codes of politeness 
according to context. Then the students can look again at how they organised the email ranking, and decide if they want to make any changes.

2 Presentation roleplay

 The students make a five-minute pitch of some new technology to investment bankers (the other students). Their aim is to get investment 
capital to support bringing the new technology to market. The activity can be snappy, fun and a little competitive, but also focus on practising 
presentation language and behaviour.

3 (Suggested answers)

 1 To be able to use the present perfect to describe news and recent events accurately

 2 To be able to be effective in a range of social situations and build relationships with people from other cultures

 3 To be able to express and ask for ideas and opinions on political issues of topical interest

 4 To improve command of relevant engineering vocabulary so that they can exchange information more effectively with colleagues

 5 To be able to listen actively in conversation, specifically clarifying, reformulating and asking development questions

4 (Suggested answers)

Anticipated problemsPossible solutions

Some students may have little experience of using the phone in 
English, have little need currently or don’t see the relevance.

Elicit from the more fluent students the likelihood and importance 
of having to use English on the phone in their current and future 
lives. Stress that it is a key life skill but challenging for a number of 
reasons. These include the fear some students have that they won’t 
be able to understand the people they are speaking to.

Many students will be unfamiliar with the standard phrases 
associated with making telephone calls.

Present (not too much) language (telephoning phrases) in an ‘easy’ 
form, perhaps in ready-made dialogues with only one or two gaps 
which are very easy to complete. The ready-made dialogues will 
give the students accessible models to practise easily.

There is no opportunity to use internet in the classroom, and not all 
students bring mobile phones to class.

Have the students practise roleplays back to back in different parts 
of the room in a private way before asking one or two of the better 
students to model their dialogues in front of the whole class. Make 
it fun.
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