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Topic 1: Intro to the course
Success as a Student

Time: 80 minutes Objectives:

· to introduce the notion of Input skills, Output skills and Process skills and their components

· to improve skimming and speed reading techniques while playing a game start reflecting on learning process by summarizing the learned material

Cottrell S. (2013, p.9) 1
Activity 1 Procedure:

Teacher greets students and checks the attendance.

Teacher recalls the course requirements and asks students to look at the topic of the first week in the schedule given in the syllabus.

Say: “So, now let’s have an understanding of the terms Input, Process and Output which are definitely unknown to you. Let’s have three big groups and try to find out what do these terms mean by playing one interesting game. The game is called ‘A Secretary and Runners’ Are you ready?”

Divide the class into 3 groups (6 students per group) by small cards: input/process/output.

Stick 3 big papers with the texts about Input skills, Output skills, Process skills. Give instructions: One representative from each group should run to the paper and read while the music is playing. Each group has its own text. As soon as music ends, they should go back to their group to tell the information to their secretaries. By taking turns next representatives should go to the paper and keep reading till music ends.

Stop the music and ask all students to put all notes into one and write a summary. When students make a big circle in the middle of a class, discuss the text with students in more details, make clear if some ideas are misunderstood.

1 Cottrell S. (2013) The Study Skills Handbook. Palgrave
Activity 2 Time: 20 min Procedure:

Ask students to sit and give one handout per 3 or 2 students to take notes and summarize all texts in their own words.

Then asks student whether Listening is the component of Input skills or Process skills. By asking students’ opinion and explaining the reason, stick the following papers on the board by making a chart by the end. Each component is analyzed. e.g.

Input               Process
             Output

Listening Self-Management    Test taking

note taking Time Management   Written       

                                                    Reports
reading  Learning & Memory       Oral 
                                                   reports
Class Participation Concentration  Class             

                                             Participation
                        Daily Review
                      Test Preparation

                    Class Participation
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       Topic 2:
Moving from teacher dependency to learner autonomy The

importance of being autonomous

         Time: 80 minutes
          Objectives:

· to introduce the notion of learner autonomy

· to raise students’ awareness of the importance of moving from teacher dependency to learner autonomy in Higher education

· to let students be aware how much teacher dependent or independent they are and plan further actions

Cottrell S. (2013, p.12) 2 ELA        Guide (2009)3 DUET Trainer’s notes (2008)4
         Procedure:

       Activity 1 Metaphor

       Time: 10 min

• Show the picture (Handout 1 -a taxi driver and a passenger) and ask SS:

· What are the roles of the passenger and the driver in the picture? Which of the roles is active/passive?
· In a typical classroom situation in school, what role does a pupil have, passive or active?

· Do you think the role of a pupil is different from a role of a student in HEI?

                Possible answers:

        ~ The driver’s role is active because he chooses the route to the
        destination. The passenger has a rather passive role; he just accepts
         the decisions made by the driver.

         ~ In a typical classroom situation the teacher usually makes all the decisions and students follow what has been said, so pupils are passive.

~ In a HEI students are expected take more active part in their learning.

· Summarise the discussion by saying that the given metaphor shows a typical situation in schools, where pupils are usually very dependent on their teacher. They are often passengers rather than drivers. However in HEI students are expected to become more independent and responsible for their own learning.

            Activity 2

            Time: 30 min

· Give handout 2 and ask SS to underline all the words they associate with the phrase “independent study” and add any other ideas.

· Ask volunteers to share their answers.

· Summarise the discussion by saying that independent study can be all the things they would like it to be. University learning expects students to take an active part in their own learning. Development of study skills will help them to make best use of their independent study.

· Distribute the handout 3 and students to do the quiz and find out to what extent they are ready for autonomous learning.

· Ask them to share their results with their peer and provide examples.

· Summarise the activity by saying that taking more responsibility by making decisions about learning and becoming more autonomous as a learner can help them become more successful.

          Activity 3 A learner’s roles in the learning process
            Time:
15 min

·           Tell learners that becoming an autonomous/independent learner is a gradual process and learners might need support and help at some stages. Teachers will help them learn how to make decisions about their learning.

· Distribute Handout 4 to each pair. Invite learners to look at Worksheet 4 and identify the roles of a teacher and a student. Tell them to put ‘T’ for a Teacher’s role, ‘S’ for a Student’s role and ‘B’ if they think the role can be shared by both a student and a teacher in the columns T, S or B. Allow 5 minutes for them to complete the task.

· NB! Some roles in the Worksheet 4 may be difficult to understand, so make sure you walk around and observe learners at work. In case there is a difficulty in understanding some words you might wish to help them either by explaining or translating these words into their native language.

· Invite learners to share their answers with the whole group. Go through 4-5 role items together and ask learners why they decided to put T /S or B. Encourage them to bring in examples.

· Establish that most of the roles in the learning process can be shared between a teacher and a student. Students are expected to take more responsibility for all the roles.

             Activity 4| What do students say

· Tell students that non-traditional students posted in students’ blog where they said they prefer autonomous learning to dependent and authoritarian learning. They tend to get more out of studies and feel more appreciated when the learning environment allows them to be critical and reflective.

· Distribute handout 5 and ask students to get into groups of three and read different student’s ideas about autonomous learners and highlight interesting ideas.

        “I am more critical in my learning, looking for different independent sources. I think that learning creates more new questions than answers. I can see learning in several more situations than before. I often use other people when I learn.” (Student, Sweden)

“I learn best...when I can determine the learning objectives, learning content and way of assessment self-reliantly or collaboratively (in a group) and when the learning environment supports this very self-directedness.”

(Student, Germany)

“What I like most here is that you can be very creative during classes, that you can say something wise on the basis of your own experiences or on the basis of read literature, you can show your creativity, you can create a theory which will be adopted by the others or which can be discussed. We do not base our ideas only on a concrete bibliography and literature we have to read, the truth still takes place on the basis of a free discussion and this is the nicest as we learn most from this.”

“Now that I have done work experience in various places I notice that I sort of think about my own actions more. And especially what are the good sides of an exam or a group work or something. So I do a lot of reflection all the time.” (Student, Finland

“At my first course the teachers said ‘You should question everything.’ That made a great impact on me, because then I had to learn to think on my own and to analyse. In my home country the attitude is that the teacher is always right.” (Student, Sweden

“I think that it is of added value that there are older people in the classroom, because they contribute a level of reflection which is more involved, in order to

specify more content or to give different levels (...) while at the same time they contribute to myself and to my colleagues a great deal of knowledge and interesting issues.”

(Lecturer, Spain)

Activity 5 Watching Video

Ask learners to watch a video about autonomous learners and take notes.

To make this exercise work, follow these three suggestions:

1. Be specific. It is not effective to write, “I could improve my communication skills.” Of course you can. Instead, write down precisely what you can do to improve your communication skills. For example: “I can spend more time really listening while the other person is talking, instead of thinking about what I’m going to say next.”

2. Look beyond the classroom. What goes on outside school often has the greatest impact on your ability to be an effective student.

3. Be courageous. This exercise is a waste of time if done halfheartedly. Be willing to risk. Sometimes you may open a door that reveals a part of yourself that you didn’t want to admit was there. The power of this technique is that once you know

4.  what the “it” is, you can do something.

5. Be specific. It is not effective to write, “I could improve my communication skills.” Of course you can. Instead, write down precisely what you can do to improve your communication skills. For example: “I can spend more time really listening while the other person is talking, instead of thinking about what I’m going to say next.”

6. Look beyond the classroom. What goes on outside school often has the greatest impact on your ability to be an effective student.

7. Be courageous. This exercise is a waste of time if done halfheartedly. Be willing to risk. Sometimes you may open a door that reveals a part of yourself that you didn’t want to admit was there. The power of this technique is that once you know what the “it” is, you can do something.

Part 1

Time yourself, and for 10 minutes, write as fast as you can and complete the following sentences with anything that comes to mind. Complete each sentence at least 10 times. If you get stuck, don’t stop; just write anything - even if it’s crazy.

It is ineffective when I ...

It doesn’t work when I ...

I could change...

Part 2

When you have completed the first part of the exercise, review what you have written and cross off things that don’t make any sense. The sentences that remain represent possible goals for your experience as a master student.

 Activity 6| Taking the first step
· The purpose of this exercise is to give a chance to discover the positive as well as the negative aspects of yourself. Tell learners if they want to make the exercise worthwhile, they should do it with courage.

· Some people suggest that looking at negative aspects is counter to positive thinking. Well, perhaps. Positive thinking is a great technique.

So is seeing the truth, especially when we see the whole picture - even though a realistic picture of ourselves may include some extremely negative points.

· If you admit that you can’t read, and that’s the truth, then you have taken a strong positive First Step to becoming a successful reader. On the other hand, if you say that you are a terrible math student, and that’s not the truth, then you are programming yourself to accept unnecessary failure. The point is, tell the truth.

· This exercise is similar to each Journal Entry - Discovery Statement appearing throughout this text. The difference is that in this case, for reasons of confidentially, you don’t write your discoveries in the book.

· Be brave. If you approach this exercise with courage, you are likely to write down some things you don’t want others to read. You may even write down some truths about yourself that could get you into trouble.

Do this exercise on separate pieces of paper; then hide or destroy them.

          what the “it” is, you can do something

Part 1

Time yourself, and for 10 minutes, write as fast as you can and complete the following sentences with anything that comes to mind. Complete each sentence at least 10 times. If you get stuck, don’t stop; just write anything - even if it’s crazy.

It is ineffective when I ...

It doesn’t work when I ...

I could change...

Part 2

When you have completed the first part of the exercise, review what you have written and cross off things that don’t make any sense. The sentences that remain represent possible goals for your experience as a master student.

Part 3

Here’s the tough part. Time yourself, and for 10 minutes, write as fast as you can. Complete the following sentences with anything that comes to mind. As in Part 1, complete each sentence at least 10 times and just keep writing, even if it sounds silly.

I am very good at...

It is effective when I...

Something very positive about me is.

Part 4

Review your list and circle the things that really fit. This is a good list to keep for those times when you question your own value and worth.

Activity 7 Action planning Time: 5 min
· Ask students to make a plan what skills they need to develop to be more autonomous.

· Ask them to share their plans with their peer.

· Summarise by saying that most of the independent study skills will be discussed in this course (like time management, self-assessment, goal setting, dealing with tasks, etc.).

Activity 2

Handout 2. What does ‘independent study’ suggest to you?

Underline all the words you associate with the phrase ‘independent study’.

                            Activity 1 Handout 1. Picture
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	Freedom failure
	working without a teacher

	maturity making success
	working in libraries

	free time working on my own
	managing my time

	responsibility
	less help

	working aCone
	finding support

	working with a friend
	

	isolation
	

	pursuing own interests
	making choices


             Handout 3. Quiz. To what extent you need a teacher’s support? 
                                               The following set of statements will help you to reflect on

                                                 how you prefer to work: with or without a teacher.

                Task 2. Rate the statements below depending on how true they are of you.        

               Rating: 3 for “very true of me”, 2 for “true”, 1 for “sort of true”, 0 for “no strong   

               preference”. You may choose only one response for each pair of statements.

I prefer...

	1
	to decide what I want to learn on my own
	3
	2
	1
	0
	1
	2
	3
	a teacher to tell me what I should learn

	2
	to learn things my own way
	3
	2
	1
	0
	1
	2
	3
	to be told exactly how to learn

	3
	to decide when and where I want to study
	3
	2
	1
	0
	1
	2
	3
	to be told when and where to study

	4
	to choose my own books/materials for learning
	3
	2
	1
	0
	1
	2
	3
	a teacher to decide which
books/materials I should learn from

	5
	to explore on my own how to use computer software
	3
	2
	1
	0
	1
	2
	3
	to go on a course to learn about new software

	6
	to assess my knowledge and skills myself
	3
	2
	1
	0
	1
	2
	3
	a teacher to assess me

	7
	to work out grammar rules for myself
	3
	2
	1
	0
	1
	2
	3
	a teacher to explain grammar rules to me
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	8
	to look up new words in dictionaries or on the internet
	3
	2
	1
	0
	1
	2
	3
	to ask a teacher the meaning of new words

	9
	to decide myself what kind of extra language learning activities (e.g. watching films in English, reading fiction etc.) I want and need to do
	3
	2
	1
	0
	1
	2
	3
	a teacher to decide what kind of extra language learning activities I need to do

	1
0
	to motivate myself to learn
	3
	2
	1
	0
	1
	2
	3
	to be motivated by a teacher to learn


Score for the left column

Score for the right column
Interpreting your score

· If you have more scores towards the left column, it suggests you have a strong preference for taking control over how you work. This is very useful in developing as an independent, autonomous learner, and setting targets for yourself. Look for the statements that have a low score in this column and try to develop these skills in yourself. Different sections of the ELA Guide might help you in developing these skills.

· If you have more scores towards the right column, it suggests you are very open to direction and leadership from others. This can be very useful as a way of making sure that you are going in the right direction, that you are using time economically for the purposes of team working. However, it is worth considering whether you need to start taking more control over your own learning and being more open to exploration and risk-taking. Look for the statements in the opposite column and try to adopt some of the strategies.

Adapted from Cottrell, S. (2003, p. 50).5
Handout 4 Roles of a teacher and a student

	Put ‘T’ for Teacher’s role, ‘S’ for student’s role and ‘B’ for both in the columns T / S / B. You can also add more roles to your lists.

	Roles in Learning
	T / S / B

	Asking and answering questions about language and learning when needed
	

	Giving and asking for feedback
	

	Assessing your level of English
	

	Evaluating and monitoring your progress
	

	Contributing to creating a friendly learning atmosphere
	

	Deciding on time and day to study
	

	Setting learning goals
	

	Finding a study partner/study-buddy
	

	Developing strategies that help you to learn
	

	Developing your study plan
	

	Making a decision about what learning materials to choose
	

	Providing language support when necessary
	

	Motivating learners
	

	Informing and guiding learners about useful resources
	


Activity 4 Handout 5

“I am more critical in my learning, looking for different independent sources. I think that learning creates more new questions than answers. I can see learning in several more situations than before. I often use other people when I learn.” (Student, Sweden)

“I learn best...when I can determine the learning objectives, learning content and way of assessment self-reliantly or collaboratively (in a group) and when the learning environment supports this very self-directedness.”

(Student, Germany)

“What I like most here is that you can be very creative during classes, that you can say something wise on the basis of your own experiences or on the basis of read literature, you can show your creativity, you can create a theory which will be adopted by the others or which can be discussed. We do not base our ideas only on a concrete bibliography and literature we have to read, the truth still takes place on the basis of a free discussion and this is the nicest as we learn most from this.”

“Now that I have done work experience in various places I notice that I sort of think about my own actions more. And especially what are the good sides of an exam or a group work or something. So I do a lot of reflection all the time.” (Student, Finland)

“At my first course the teachers said ‘You should question everything.’ That made a great impact on me, because then I had to learn to think on my own and to analyse. In my home country the attitude is that the teacher is always right.” (Student, Sweden)

“I think that it is of added value that there are older people in the classroom, because they contribute a level of reflection which is more involved, in order to specify more content or to give different levels (...) while at the same time they contribute to myself and to my colleagues a great deal of knowledge and interesting issues.”

(Lecturer, Spain)

Topic 3: Learning Styles and Preferences
Multiple Intelligence

Time: 80 min

Objectives:

· to present the notion of learning styles and preferences

· to make students aware of sensory learning styles and their characteristics

· to assist students identify their learning style via self assessment test

· to introduce learners recommendations and advice for each type of learning style

Activity 1 Time: 10 min

Ask students the following question which will lead them into new topic:

Taking into account that learners have various learning capabilities how students can study better?

Possible answer:

Students can study better by being aware of their learning styles and making

the best use of them

Then give these follow-up questions:

· What is a learning style?

· What are sensory learning styles?

· What kind of learners are introvert and extrovert ones?

Possible answers:

· A learning style is a student's consistent way of responding to and using stimuli in the context of learning. Keefe (1979) defines learning styles as the “composite of characteristic cognitive, affective, and physiological factors that serve as relatively stable indicators of how a learner perceives, interacts with, and responds to the learning environment.” Stewart and Felicetti (1992) define learning styles as those “educational conditions under which a student is most likely to learn.” Thus, learning styles are not really concerned with what learners learn, but rather how they prefer to learn.

· Sensory learning styles are visual, auditory, kinesthetic/tactile learning styles.

· Extroverted learners are those who have the following characteristics: very outgoing, they are “people” people; quite comfortable working in and being part of large crowds; have a wide base of friends, enjoy getting to know a lot of people; dive in without always thinking things through; feel sapped when spending too much time alone. Whereas, introverted learners are those with the following characteristics: appear reflective or reserved; slow to take action - sometimes too slow; have a very small but close group of friends - preferring to get to know a few people really well; feel most comfortable doing things alone and prefer doing things that can be done alone; often likes the idea of things better than the actual thing; finds spending time in large crowds or groups to be exhausting.

· Activity 2 Time: 15 min

· Distribute Handout 1 and ask students to identify their learning style by taking LEARNING STYLE QUIZ.

· Ask them to get into pairs to share the results of the test.

· Call the class to discuss some specific features of each learning style by highlighting some specific features of each style.

· Call SS to share their ideas in the plenary, put their ideas on the board.
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Activity 3 Time: 15 min

Show power point presentation about learning styles and tell students take notes about the main features of each learning style.

Possible answers:

· Someone with a Visual learning style has a preference for seen or observed things, including pictures, diagrams, demonstrations, displays, handouts, films, flip-chart, etc. These people will use phrases such as ‘show me’, ‘let’s have a look at that’ and will be best able to perform a new task after reading the instructions or watching someone else do it first. These are the people who will work from lists and written directions and instructions.

· Someone with an Auditory learning style has a preference for the transfer of information through listening: to the spoken word, of self or others, of sounds and noises. These people will use phrases such as ‘tell me’, ‘let’s talk it over’ and will be best able to perform a new task after listening to instructions from an expert. These are the people who are happy being given spoken instructions over the telephone, and can remember all the words to songs that they hear!

· Someone with a Kinesthetic learning style has a preference for physical experience - touching, feeling, holding, doing, practical hands-on experiences. These people will use phrases such as ‘let me try’, ‘how do you feel?’ and will be best able to perform a new task by going ahead and trying it out, learning as they go. These are the people who like to experiment, hands-on, and never look at the instructions first.

· Mini lecture on Learning Styles- Teacher provides information on learning styles.

Activity 4| Multiple Intelligence (Howard Gardener)

Time: 15 min

· Tell students that Howard Gardener first introduced his multiple intelligence (MI) theory. Ask individuals to do the following task for better understanding Howard’s (MI) and identify their dominant intelligence.

· Ask students to circle each picture that shows an activity they like to do.

              making patterns — musical/rhythmic                          studying science — existential

Teacher Key

Primary Grades Multiple Intelligences Survey
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swimming — bodily/kinesthetic

hugging— intrapersonal

[image: image40.jpg]




[image: image41.jpg]



discussing — interpersonal    

playing an instrument — musical/rhythmic

· After students have completed the task, you can use the key to quickly tally MI preferences. Some students may be inclined to circle most or all of the pictures in the survey. For these students, simple change the directions to have them place an X over each image they do not like to do. This will place students in a more critical mindset that will give you a better idea of their true preferences.

· Draw a graph on the board where you have 9 MIs and ask students to define each type of intelligence.

            Activity 4 Handout 1

          VAK Learning Styles Self-Assessment Questionnaire

         Circle or tick the answer that most represents how you generally behave.

        (It’s best to complete the questionnaire before reading the accompanying explanation.)

1.     When I operate new equipment I generally:

a)      read the instructions first

b)      listen to an explanation from someone who has used it before

c)      go ahead and have a go, I can figure it out as I use it

2. When I need directions for travelling I usually:

a) look at a map

b) ask for spoken directions

c) follow my nose and maybe use a compass

3. When I cook a new dish, I like to:

a) follow a written recipe

b) call a friend for an explanation

c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:

a) write instructions down for them

b) give them a verbal explanation

c) demonstrate first and then let them have a go

5. I tend to say:

a) watch how I do it

b) listen to me explain

c) you have a go

6. During my free time I most enjoy:

a) going to museums and galleries

b) listening to music and talking to my friends

c) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:

a) imagine what they would look like on

b) discuss them with the shop staff

c) try them on and test them out

8. When I am choosing a holiday I usually:

a) read lots of brochures

b) listen to recommendations from friends

c) imagine what it would be like to be there

9. If I was buying a new car, I would:

a) read reviews in newspapers and magazines

b) discuss what I need with my friends

c) test-drive lots of different types

10. When I am learning a new skill, I am most comfortable:

a) watching what the teacher is doing

b) talking through with the teacher exactly what I’m supposed to do

c) giving it a try myself and work it out as I go
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11. If I am choosing food off a menu, I tend to:

a) imagine what the food will look like

b) talk through the options in my head or with my partner

c) imagine what the food will taste like

12. When I listen to a band, I can’t help:

a) watching the band members and other people in the audience

b) listening to the lyrics and the beats

c) moving in time with the music

13. When I concentrate, I most often:

a) focus on the words or the pictures in front of me

b) discuss the problem and the possible solutions in my head

c) move around a lot, fiddle with pens and pencils and touch things

14. I choose household furnishings because I like:

a) their colours and how they look

b) the descriptions the sales-people give me

c) their textures and what it feels like to touch them

15. My first memory is of:

a) looking at something

b) being spoken to

c) doing something

16. When I am anxious, I:

a) visualise the worst-case scenarios

b) talk over in my head what worries me most

c) can’t sit still, fiddle and move around constantly

17. I feel especially connected to other people because of:

a) how they look

b) what they say to me

c) how they make me feel

18. When I have to revise for an exam, I generally:

a) write lots of revision notes and diagrams

b) talk over my notes, alone or with other people

c) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:

a) show them what I mean

b) explain to them in different ways until they understand

c) encourage them to try and talk them through my idea as they do it
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20. I really love:

a) watching films, photography, looking at art or people watching

b) listening to music, the radio or talking to friends

c) taking part in sporting activities, eating fine foods and wines or dancing

21. Most of my free time is spent:

a) watching television

b) talking to friends

c) doing physical activity or making things

22. When I first contact a new person, I usually:

a) arrange a face to face meeting

b) talk to them on the telephone

c) try to get together whilst doing something else, such as an activity or a meal

23. I first notice how people:

a) look and dress

b) sound and speak

c) stand and move

24. If I am angry, I tend to:

a) keep replaying in my mind what it is that has upset me

b) raise my voice and tell people how I feel

c) stamp about, slam doors and physically demonstrate my anger

25. I find it easiest to remember:

a) faces

b) names

c) things I have done

26. I think that you can tell if someone is lying if:

a) they avoid looking at you

b) their voices changes

c) they give me funny vibes

27. When I meet an old friend:

a) I say “it’s great to see you!”

b) I say “it’s great to hear from you!”

c) I give them a hug or a handshake

28. I remember things best by:

a) writing notes or keeping printed details

b) saying them aloud or repeating words and key points in my head
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c) doing and practising the activity or imagining it being done

29. If I have to complain about faulty goods, I am most comfortable:

a) writing a letter

b) complaining over the phone

c) taking the item back to the store or posting it to head office

30. I tend to say:

a) I see what you mean

b) I hear what you are saying

c) I know how you feel

Now add up how many A’s, B’s and C’s you selected.

A’s = B’s = C’s =

If you chose mostly A’s you have a VISUAL learning style.

If you chose mostly B’s you have an AUDITORY learning style.

If you chose mostly C’s you have a KINAESTHETIC learning style.

Some people find that their learning style may be a blend of two or three styles.

Handout 2

Managing your learning
Think about the following questions and discuss them with your group mates:

1. How long have you been learning English?

2. Why are you learning English?

3. What helps you to learn the language?

4. What kind of a learner are you? Try to think of three adjectives which would describe you as a leaner.

5. Do you like studying at the university? Why?

6. What are your strengths in learning and studying?
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7. What are your weaknesses in learning and studying?

8. Do you really know your learning style?

9. How much time do you usually spend on your language learning each week?

10. What resources do you need to study well?

11. What kind of support do you need?
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Handout 3

What’s Your Learning Style?

Learning styles refer to the ways you prefer to approach new information. Each of us learns and processes information in our own special ways, though we share some learning patterns, preferences, and approaches. Knowing your own style also can help you to realize that other people may approach the same situation in a different way from your own.

Take a few minutes to complete the following questionnaire to assess your preferred learning

style. Begin by reading the words in the left-hand column. Of the three responses to the right,

circle the one that best characterizes you, answering as honestly as possible with the

description that applies to you right now. Count the number of circled items and write your total

at the bottom of each column. The questions you prefer will offer insight into how you learn.

	1. When I try to
concentrate...
	I grow distracted by clutter or movement, and I notice things around me other people don’t notice.
	I get distracted by sounds, and I attempt to control the amount and type of noise around me.
	I become distracted by commotion, and I tend to retreat inside myself.

	2. When I visualize...
	I see vivid, detailed pictures in my thoughts.
	I think in voices and sounds.
	I see images in my thoughts that involve movement.

	3. When I talk with others...
	I find it difficult to listen for very long.
	I enjoy listening, or I get impatient to talk myself.
	I gesture and communicate with my hands.

	4. When I
contact
people...
	I prefer face-to- face meetings.
	I prefer speaking by telephone for serious
conversations.
	I prefer to interact while walking or participating in some activity.

	5. When I see an
acquaintance...
	I forget names but remember faces, and I tend to replay where we met for the first time.
	I know people’s names and I can usually quote what we discussed.
	I remember what we did together and I may almost “feel” our time together.

	6. When I relax...
	I watch TV, see a play, visit an exhibit, or go to a movie.
	I listen to the radio, play music, read, or talk with a friend.
	I play sports, make crafts, or build something with my hands.

	7. When I read...
	I like descriptive examples and I may pause to imagine the scene.
	I enjoy the narrative most and I can almost “hear” the characters talk.
	I prefer action- oriented stories, but I do not often read for pleasure.

	8. When I spell...
	I envision the word in my mind or imagine what the word looks
	I sound out the word, sometimes aloud, and tend to recall rules about
	I get a feel for the word by writing it out or pretending to type it.
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	like when written.
	letter order.
	

	9. When I do
something
new...
	I seek out demonstrations, pictures, or diagrams.
	I want verbal and written
instructions, and to talk it over with someone else.
	I jump right in to try it, keep trying, and try different approaches.

	10. When I assemble an object...
	I look at the picture first and then, maybe, read the directions.
	I read the
directions, or I talk aloud as I work.
	I usually ignore the directions and figure it out as I go along.

	11. When I interpret someone’s mood...
	I examine facial expressions.
	I rely on listening to tone of voice.
	I focus on body language.

	12. When I teach other people...
	I show them.
	I tell them, write it out, or I ask them a series of questions.
	I demonstrate how it is done and then ask them to try.

	                Total
	Visual:
	Auditory:
	T actile/Kinesthetic:


The column with the highest total represents your primary processing style.

The column with the second-most choices is your secondary style.

Your primary learning style:
 Your secondary learning

style:


Keys:

Now that you know which learning style you rely on, you can boost your learning potential when working to learn more. For instance, the following suggestions can help you get more from reading a book.

If your primary learning style is visual, draw pictures in the margins, look at the graphics, and read the text that explains the graphics. Envision the topic or play a movie in your thoughts of how you’ll act out the subject matter.

If your primary learning style is auditory, listen to the words you read. Try to develop an internal conversation between you and the text. Don’t be embarrassed to read aloud or talk through the information.

If your primary learning style is tactile/kinesthetic, use a pencil or highlighter pen to mark passages that are meaningful to you. Take notes, transferring the information you learn to the margins of the book, into your journal, or onto a computer. Doodle whatever comes to mind as you read. Hold the book in your hands instead of placing it on a table. Walk around as you read. Feel the words and ideas. Get busy—both mentally and physically.

Handout 4
Listening comprehension questions:
Questions:

1. From the content of the conversation, where does this interview take place?

A. at a public forum

B. in an auditorium

C. on TV

D. in a classroom

2. According to Dr. Adams, what is one of the most important points in learning a foreign language?

A. exposing oneself to the target culture

B. attending regularly a good language program

C. coming up with a study plan

D. developing good note-taking skills

3. Dr. Adams suggests that:

A. a realistic goal for learners is to reach a certain level of language proficiency, not native fluency.

B. students can achieve native-like pronunciation through focused study.

C. learners should interact with native speakers to gain greater fluency.

D. teachers need to help students foster a good self-esteem and confidence.

4. What kinds of activities would help Dr. Adams in his own study?

A. listening to information and then discussing it with others

B. reading books and magazines for news

C. being involved in group or class projects

D. keeping a journal and exchanging with a friend

5. Which point was NOT mentioned in the interview?

A. Many learners often favor a combination different learning styles.

B. Pronunciation practice is key to improved comprehensibility.

C. Setting reachable goals should be paramount in learning.

D. Learning is a step-by-step process.

Learning Languages: Write the words you hear in the blank.

Talk Show Host: Good evening and welcome to tonight's program. Our guest is the world-known Dr. Charles Adams, who has a great deal of (1)


over the past several years for his research in the area

of language learning. His new book, Learning a Language over Eggs and Toast, has been on the best seller list for the past six weeks. Welcome to our program.

Dr. Adams: Ah, it's a pleasure to be here.

Talk Show Host: Now, Dr. Adams. Tell us about the (2)
of

your book, Learning a Language over Eggs and Toast.

Dr. Adams: Well, one of the most important keys to learning another language is to a regular study program, like planning a few minutes every morning around breakfast time.

Talk Show Host: Now, sorry for saying this, but your ideas may sound a little

(3)
to our viewers. I mean I took Spanish in high

school for four years, and I didn't become a proficient speaker of the language.

Dr. Adams: Well , I think there are many people that feel that way, and that's just it. I'm not that we can become fluent speakers in a matter of a few minutes here and there, but rather following a regular, consistent, and (4)


course of study can help us on the way to the

promised land of language mastery, and remember there is a difference between native fluency and proficiency in a language, and I am (5) 
the latter.

Talk Show Host: So what are some of the basic keys you are suggesting in the book?

Dr. Adams: Well, as I just mentioned, people need to plan out their study by setting realistic and attainable goals from the beginning. I mean, some people get caught up the craze of learning the language in 30 days, only to become

when they don't perform up to their (6)
. And small

steps, little by little, are the key. For example, planning to learn five new vocabulary words a day and to learn to use them actively is far better than learning 30 and forgetting them the next day.

Talk Show Host: Um-hum. Now you mentioned something about maximizing your learning potential by learning about your own individual learning styles. Can you (7)
on that?

Dr. Adams: Sure. People often have different ways of learning and approach learning tasks differently. Some people are visual learners who prefer to see models of the patterns they are expected to learn; others are

(8)
 learners who favor hearing instructions,

for example, over reading them. Now, our preferences are determined by many factors, for example, personality, culture, and past experience.
Talk Show Host: Well, Dr. Adams. What is your learning style?

Dr. Adams: Well, I'm a very learner.

Talk Show Host: You mean one who learns through hands-on experience?

Dr. Adams: Exactly.

Talk Show Host: So, how does knowing your learning style benefit you?

Dr. Adams: Well, this might seem a little unusual, but moving around while trying to learn and memorize material helps me a great deal. While I cut up tomatoes and onions for my omelet in the morning, I might recite aloud

vocabulary to the (9)
of the knife. But it is

important to remember that often our learning styles are not singular in

(10)
, but are often very multidimensional, and we

tend to learn differently in different situations.

Talk Show Host: So what is my learning style?.

Dr. Adams: Well, you're going to have to read my book to find that out.

Talk Show Host: Okay. We have just found out from Dr. Charles Adams, author of the book, Learning Languages over Eggs and Toast. Thanks for joining us.

Dr. Adams: My pleasure.

Learning Languages

Listen to the conversation again and read along with the conversation. Talk Show Host: Good evening and welcome to tonight's program. Our guest is the world-known Dr. Charles Adams, who has sparked a great deal of attention over the past several years for his research in the area of language learning. His new book, Learning a Language over Eggs and Toast, has been on the best seller list for the past six weeks. Welcome to our program.

Dr. Adams: Ah, it's a pleasure to be here.

Talk Show Host: Now, Dr. Adams. Tell us about the title of your book, Learning a Language over Eggs and Toast.

Dr. Adams: Well, one of the most important keys to learning another language is to establish a regular study program, like planning a few minutes every morning around breakfast time.

Talk Show Host: Now, sorry for saying this, but your ideas may sound a little simplistic to our viewers. I mean I took Spanish in high school for four years, and I didn't become a proficient speaker of the language.

Dr. Adams: Well, I think there are many people that feel that way, and that's just it. I'm not implying that we can become fluent speakers in a matter of a few minutes here and there, but rather following a regular, consistent, and focused course of study can help us on the way to the promised land of

language mastery, and remember there is a difference between native fluency and proficiency in a language, and I am proposing the latter.

Talk Show Host: So what are some of the basic keys you are suggesting in the book?

Dr. Adams: Well, as I just mentioned, people need to plan out their study by setting realistic and attainable goals from the beginning. I mean, some people get caught up the craze of learning the language in 30 days, only to become disenchanted when they don't perform up to their expectations. And small steps, little by little, are the key. For example, planning to learn five new vocabulary words a day and to learn to use them actively is far better than learning 30 and forgetting them the next day.

Talk Show Host: Um-hum. Now you mentioned something about maximizing your learning potential by learning about your own individual learning styles. Can you elaborate on that?

Dr. Adams: Sure. People often have different ways of learning and approach learning tasks differently. Some people are visual learners who prefer to see models of the patterns they are expected to learn; others are auditory learners who favor hearing instructions, for example, over reading them. Now, our preferences are determined by many factors, for example, personality, culture, and past experience.

Talk Show Host: Well, Dr. Adams. What is your learning style?

Dr. Adams: Well, I'm a very tactile learner.

Talk Show Host: You mean one who learns through hands-on experience?

Dr. Adams: Exactly.

Talk Show Host: So, how does knowing your learning style benefit you?

Dr. Adams: Well, this might seem a little unusual, but moving around while trying to learn and memorize material helps me a great deal. While I cut up tomatos and onions for my omlet in the morning, I might recite aloud vocabulary to the rhythm of the knife. But it is important to remember that often our learning styles are not singular in nature, but are often very multidimensional, and we tend to learn differently in different situations.

Talk Show Host: So what is my learning style?.

Dr. Adams: Well, you're going to have to read my book to find that out.

Talk Show Host: Okay. We have just found out from Dr. Charles Adams, author of the book, Learning Languages over Eggs and Toast. Thanks for joining us.

Dr. Adams: My pleasure.

Answers to Listening comprehension questions

1. on TV

2. coming up with a study plan

3. a realistic goal for learners is to reach a certain level of language proficiency, not native fluency.

4. being involved in group or class projects

5. Pronunciation practice is key to improved comprehensibility.

Gap Filling: Answers

1. attention

2. title

3. simplistic

4. focused

5. proposing

6. expectations

7. elaborate

8. auditory

9. rhythm

10. nature

Handout 5

Multiple Intelligences Survey

Circle each picture that shows an activity you like to do. Student Name:
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Totals:

V erbal/Linguistic

Interpersonal

Logical/Mathematical

Intrapersonal

Naturalist

Bodily/Kinesthetic

Existential

Musical/Rhythmic

Visual/Spatial



       Totals:

    V erbal/Linguistic                                                           Naturalist

      Interpersonal                                                                 Bodily/Kinesthetic

    Logical /Mathematical                                                   Existential

        Intrapersonal                                                              Musical/Rhythmic

         Visual/ Spatial


(2002 International Society for Technology in Education)
               Topic 4: Self-assessment: assessing your language skills using CEFR 

           Time: 80min

                 Objectives:

· to become familiar with components of self-assessment

· to practice self-assessment according to CEFR

           Resource:

Cottrell S. (2013, p. 386)6
            Procedure

1. Warm-up

Give students parts of quotations of famous people (Handout 1). Tell students to stand up and find the end of the quotation.

When they make pairs, ask students to read their quotations aloud. If students do not understand some of them, ask for clarification.

Ask students which quotations they liked and why.

2. Ask students how they evaluate their achievements. Tell that there are different self-assessment grids and charts. Distribute Handout 2. Tell that after one month of study students can evaluate what they have already achieved. Give some time to fill in the table. After, divide students into groups of 3 and ask to read each other their ideas.

      You can also tell students to keep the handout till the end of the semester or  

      academic year to compare their ideas (the last part if the handout) and see what they   

      achieved.

3. On the board draw a table with 4 columns: Reading, Listening, Speaking and Writing. Ask students to draw the same table in their notebooks. Tell them to fill the table in with students’ ideas about their level in each of the skills.

4. Ask students what they know about CEFR. If students know what it means, write it full on the board. If they do not, write it on the board and explain (Common European Framework of Reference). Tell that we can

             6
Cottrell S. The Study Skills Handbook. Palgrave, 2013

evaluate learners’ level of language with the help of this framework. Distribute Handout 3 (Common European Framework of Reference for Languages - Self-assessment grid) to each student. Tell that it is only a brief description. Explain that there are 6 levels- A1/A2/B1/B2/C1/C2.

In each level there are 4 sections for each level: Reading, Listening, Speaking and Writing. Give some time for the students to look through the handout. Now, tell students to choose their level in the handout according to the notes made in the previous exercise.

5. Tell students that for the next lesson they will need to bring Entry 1 Self-assessment. Distribute Handout 4. Tell that students will need to write about 150 words and answer the questions in the handout. Explain the evaluation criteria. If there are questions answer or give additional explanations.

Handout 1 Quotations

	1.
	“A room without books is
	like a body without a soul.” ( Marcus Tullius Cicero)

	2.
	“Be the change that you
	wish to see in the world.” (Mahatma Gandhi)

	3.
	“If you tell the truth,
	you don't have to remember anything.” (Mark Twain)

	4.
	“Always forgive your enemies;
	nothing annoys them so much.” (Oscar Wilde)

	5.
	"A lie gets halfway around the world
	before the truth has a chance to get its pants on." (Sir Winston Churchill)

	6.
	"Don't stay in bed,
	unless you can make money in bed." (George Burns)

	7.
	"Dancing is
	silent poetry." (Simonides)


Handout 2- Evaluating Achievement (jpg file)

Handout 3- Common European Framework of Reference for Languages - Self-assessment grid (PDF file)

Handout 4

Entry 1 Self-assessment - 10%

Write a short reflective piece (about 150 words) answering the following questions:

- What do you think your level of English in terms of listening, spoken interaction and spoken production, writing and reading according to

the Common European Framework of Reference? Why do you think so?

· What level do you think you need to achieve by the end of Year 4?

· What do you think you can do to work on your English apart from your studies?

                          Topic 5    Transferable skills

Time: 80 minutes Objectives:

· to familiarize students with language learning skills, the effective implementation of basic concepts and strategies;

· to gain an understanding that many activities and the things students do everyday involve using transferable skills which are valuable to their language learning.

Cottrell S. (2013, p. 121, 245)7
Procedure:

Activity 1 LEAD-IN Time: 15 min

Ask students to brainstorm on today’s topic. Say that transferable skills are skills that every people have and which can be used in a variety of places and situations. They are developed during your school years and are further developed when you continue studies in a university.

1. Work through list of skills and identify the elements of those skills that you enjoy doing or are good at. They may be skills you use at home or at school, or in things you do in your leisure time (e.g. sport, volunteering etc.). If this is hard, get someone who knows you well to prompt you.

           Accept all answers as there is no correct answer here. This is a personal quiz and afterwards students need to share their preferences with the partner sitting next to them.

          Activity 2 Time: 10 min

         Show the Power Point presentation about types, principles, and ways of improving       

         transferable skills

          Ask students to take notes while teacher presents PP, and call them to tell about new ideas        

          they found in the presentation.

       Actvity3. Case Study Time: 20 min

     Group 2 teams and Distribute handout 3 and ask students to read about different case studies.          

     Give group 1 - UK context, group 2 - Australian experience. They should read and present to     

     each other.

      GROUP 1

Extracurricular opportunities for students

Being a committed member of a sports team or other kind of club displays commitment and team work, enabling the employer to see that the candidate will work well with other colleagues and fit in to the company. At the University of Kent, students can take part in 200 societies and over 50 sports teams, alongside their degree. Students can also be a School Rep, a Student Ambassador or Mentor to other students, often younger than themselves. These roles require effective time management and show employers that the graduates can take on significant responsibility, use initiative and be trusted.

For many employers, no skill is more valuable than a foreign language. With the support of the Centre for World Languages, University of Kent students can take a Language Express course from Beginner’s to Advanced Level, to study or improve upon an additional language, and a sizeable cohort of students choose to study abroad for a year. Learning another language not only provides students with enhanced communication skills but demonstrates to employers that they are committed, motivated and commercially aware of the global economy.

So transferable skills are important - there’s no doubt about that - and, through the University’s online Personal Development Planner, ‘MyFolio’, students can regularly reflect upon their skills development. The University has taken this a step further by rewarding students for actively participating in activities that will help them develop their transferable skills and capabilities. In the last few years, they have developed two highly successful initiatives: the Kent Student Certificate in Volunteering (KSCV award) and the Employability Points Scheme.

Student volunteering

The KSCV award recognises the hard work and dedication of students who give their time voluntarily to help the community. Hours are logged and placements are verified. Once a student completes a certain number of hours they get a certificate ranging from Bronze award (25 hours) to Gold+ (200 hours). In the process of logging their hours, students are required to reflect upon the skills they’ve gained and those they might need to develop further. This prepares the student for graduate application processes where it is paramount that they are able to articulate their capacities and skills to an employer.

And there’s more! Developed in collaboration with a number of large corporate employers, the Employability Points (EP) Schemeseeks to focus on the transferable skills graduate employers consider to be most important and in 
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turn to engage students in activities that develop those skills. The EP Scheme rewards students who get involved with opportunities such as volunteering through KSCV or standing as a School Rep. The students with the highest number of points at the end of an academic year get the chance to win work experience opportunities, giving them another chance to develop further their capacities and aptitudes.

Communication is crucial

These schemes can only be successful if students know they exist. In early 2012, three new Employability Advisers were appointed to support and communicate these new ideas. Since then they have developed dedicated ‘Employability skills’ social media channels (@unikentemploy on Twitter and University of Kent Student Employability on Facebook), and launched the employability webpages. They also produce a termly newsletter and have established partnerships with Schools and services across the university to make sure that students know what support is available to them.

By creating employability programmes which enable students to develop skills, capacities and aptitudes key to the workplace, you can give the students a fighting chance of getting the graduate-level job they really want!

о
Kathryn Segal , Employability Adviser, University of Kent, UK

GROUP 2

A language classroom doesn’t have to look like a classroom! It can be turned into a restaurant, a supermarket, a cinema, a doctor’s surgery - the possibilities are endless. With the aid of props, drama activities can introduce a whole world of ways in which to explore language in a holistic, interactive, and meaningful manner. Imagine scenarios where you are dancing and flirting at an office party in Italy, acting out an alternative ending to the German film Lola Rennt, yelling at your incompetent waiter in Spanish, or complaining about your hotel room to a disinterested French receptionist. Assuming personae, or adopting roles (for example those of customer/waiter, guest/receptionist, or doctor/patient), where a level of emotional and physical engagement is needed, can greatly enhance the language learning experience. The student gets the opportunity to use language in situations that closely mirror the ‘real world’, where, after all, no-one just reads off a script or out of a book! Language students using drama activities in the classroom, whether in pairs or groups, also learn how to overcome culture barriers, which can include 8


8Segal, K. Extracurricular opportunities for students
learning about the use of non-verbal communication such as body-language. They develop confidence in speaking the language as well. These activities also aid in developing general communication and interpersonal skills, such as teamwork and negotiation. And don’t forget that the ability to work in teams, having strong negotiation skills, and being culturally aware are all valuable skills that are highly prized by potential employers!

Activity 4.

Time: 10min

1. Hand out a copy of the ‘Transferable Skills Check’ to each student.

2. Explain what a skill is giving examples and then show how this skill is ‘transferable’ to a certain activity.

3. Ask students to go through the ‘Transferable Skills Check’ list and in Column ‘A’ tick all the things they have done.

4. Ask them to think about how these skills may be transferred into a workplace. For example - ‘Shopped using a list’ means you can follow instructions and stick to a budget.

5. Get the students to go through the list again and in Column ‘B tick all the things they think they could easily do and/or would like to do, or would like to do again.

6. Ask the students why they want to do these things and how by doing them they will help them build their ‘study skills’?

Ask the students to identify 3 things that they plan to do in the next month and tick these in column ‘C’. They may wish to record these as action points in their student planners.

Activity 5 Game: Transferable Skills Quiz Time: 15 min

Copy out 7 applicants descriptions. Write down on the board the following jobs/duties (parent, graphic artist, accountant, circus clown, politician, 5 th grader, project manager). Tell students to come up one by one and describe the duties given in the card. Others must guess who they are using the words given on the board.

Answers:

	
	Applicant No. 1
-Motivate others -Interpret organizational goals -Provide financial projections -Coordinate multiple tasks -Customer-focused
Who am I? Answer: project manager

	

	
	Applicant No. 2
-Coordinate multiple tasks -Facilitate collaboration -Conduct widely-attended presentations -Recognized for exceptional customer service
Who am I? Answer: Circus Clown

	
	Applicant No. 3
-Commended for creativity
-Encourage sharing of information
-Able to use software skills to do calculations, drawing
-Grasp and apply new concepts quickly
Who am I? Answer: 5th grader

	
	Applicant No. 4
-Easily adjust to changing environments -Excellent negotiator
-Experienced trainer and facilitator who is always eager to support -Oversea multiple projects
Who am I? Answer: Parent

	
	Applicant No. 5
-Skilled public speaker -Creative fund raiser
-Knowledge of media communication techniques -Motivate others to pursue organizational goals


	Who am I? Answer: Politician

	Applicant No. 6
-Identify costly oversights
-Propose money-saving solutions
-Solve complex problems
-Extensive knowledge of informational resources
Who am I? Answer: Accountant

	Applicant No. 7
-Use advanced software skills to solve problems -Commended by clients for creative approach -Received numerous awards for innovation
Who am I? Answer: Graphic Artist


Activity 5 Time: 15 min

Using the lists above, record skills that you are good at in what you do now.

Think about what shows that you are good at these skills and fill in the list below. Employers will often ask you about your skills and it is important that you can demonstrate how you currently use your skills. An example has been included.

	Skill
	How I demonstrate my skill

	e.g. Teamwork - identifying strengths of team members
	e.g. Group monitor -responsible for my groupmates


Handout 1.

My transferable skills

Transferable skills are skills that people have that can be used in a variety of places and situations. They are developed during your school years and are further developed when you leave school.

1. Work through list of skills and identify the elements of those skills that you enjoy doing or are good at. They may be skills you use at home or at school, or in things you do in your leisure time (e.g. sport, volunteering etc.). If this is hard, get someone who knows you well to prompt you.
	Communication
that contributes to productive and harmonious relations

	Enjoy doing
	Good at

	
	

	
	

	
	


	Teamwork
that contributes to productive working relationships and outcomes

	Enjoy doing
	Good at

	
	

	
	

	
	


	Problem solving
that contributes to productive outcomes

	Enjoy doing
	Good at

	
	

	
	

	
	

	Initiative and enterprise
that contributes to innovative outcomes

	Enjoy doing
	Good at

	
	

	
	

	
	

	
	

	
	


	Planning and organising
that contributes to long and short term strategic planning

	Enjoy doing
	Good at

	
	

	
	

	
	

	
	

	
	


	Self management
that contributes to satisfaction and growth

	Enjoy doing
	Good at

	
	

	
	

	
	

	
	

	
	


	Learning
that contributes to ongoing improvement and expansion

	Enjoy doing
	Good at

	
	

	
	

	
	

	
	


Technology
                         That contributes to effective execution of tasks
	Enjoy doing
	Good at

	
	

	
	

	
	

	
	


Handout 2.

Transferable Skills Checklist (1)

	
	Have you ever....
	A
	B
	C

	1
	Been on time for school everyday for at least a week?
	
	
	

	2
	Helped to move large objects?
	
	
	

	3
	Babysat for a day or evening?
	
	
	

	4
	Looked after a pet?
	
	
	

	5
	Made something you can use?
	
	
	

	6
	Got better at a sport?
	
	
	

	7
	Attended a club regularly?
	
	
	

	8
	Cared for a sick relative?
	
	
	

	9
	Cooked a meal?
	
	
	

	10
	Saved up for something?
	
	
	

	11
	Fixed something?
	
	
	

	12
	Cleaned a room?
	
	
	

	13
	Helped someone with homework?
	
	
	

	14
	Finished a task within a set time?
	
	
	

	15
	Made a gift for someone?
	
	
	


	16
	Done something good without being asked?
	
	
	

	17
	Worked with a group of people?
	
	
	

	18
	Shopped using a list?
	
	
	

	19
	Won a trophy or award?
	
	
	

	20
	Read a whole book?
	
	
	


Transferable Skills Checklist (2)

	
	Have you ever...
	A
	B
	C

	21
	Operated a piece of machinery?
	
	
	

	22
	Trained in and/or performed first aid?
	
	
	

	23
	Admitted you were scared to someone?
	
	
	

	24
	Finished a drawing/sculpture?
	
	
	

	25
	Volunteered to help out at an event?
	
	
	

	26
	Been a ‘shoulder to cry on’ - a good listener?
	
	
	

	27
	Finished a whole computer game?
	
	
	

	28
	Worn a uniform?
	
	
	

	29
	Changed a nappy?
	
	
	

	30
	Stood up for someone being picked on?
	
	
	

	31
	Stuck to a diet/eating plan?
	
	
	

	32
	Attended something at school other than lessons?
	
	
	

	33
	Served customers and dealt with money?
	
	
	

	34
	Borrowed something and given it back?
	
	
	

	35
	Done someone’s hair/make up/nails?
	
	
	

	36
	Ridden a bike?
	
	
	

	37
	Fed someone?
	
	
	

	38
	Gone a whole term with 100% attendance?
	
	
	

	39
	Performed on stage?
	
	
	

	40
	Warned someone that something was dangerous?
	
	
	


Work Skills

Using the list below, identify which activity or activities in the ‘Transferable Skills Check’ show evidence of which work skill and list these in the Activity Number(s) column.

	
	Where have you shown these work skills?
	Activity Number(s)

	1
	Punctuality
	

	2
	Reliability
	

	3
	Honesty
	

	4
	Team work
	

	5
	Communication
	

	6
	Using Initiative
	

	7
	Literacy
	

	8
	Numeracy
	

	9
	ICT
	

	10
	Listening skills
	

	11
	Confidence
	

	12
	Motivation
	

	13
	Handling money
	

	14
	Research
	

	15
	Loyalty
	

	16
	Confidence
	

	17
	Work ethic
	

	18
	Willingness to learn
	

	19
	Ability to work with little or no supervision
	

	20
	Flexibility/adaptability
	

	21
	Leadership/management
	

	22
	Planning/organizing
	

	23
	Multicultural sensitivity/awareness
	


Topic 6: Setting Goals. SMART Goals.

Time: 80 minutes Objective:

· to make students aware the importance and benefits of goal-setting and the steps in the goal setting process;

· to help students set up their SMART goals.

Procedure:

Activity 1: Brainstorming and discussion

Time: 10 minutes

Procedure:

Show a picture of a soccer player kicking the ball and ask: “What is he doing?” and “What does he want to do?”

Using the visual of the soccer player define “goal” for students as something you want or need. Or ask students what they think “goal” means. Brainstorm answers.

After this activity stick some handouts with “Goal” and “Objectives”, and then ask students whether they have ever heard about the definitions of these two terms.

Asking the question “Why are we talking about this now?” give examples of SMART goals (Specific, Measurable, Achievable, Realistic, Timely). Teacher asks questions like: Who made a new year's resolution last year? Did you stick to it? Why / Why Not?

Show a Goal Organizer.

Definition:
A Goal Not written is only a Wish

A Goal is a dream with a timeline.

Tell the definition of Goals and Objectives.

Students listen to the teacher and answer the questions. Students share the information they know and brainstorm.

Activity 2

1. Tell the story about Maria. Point to visuals as you tell the story. Ask Students to listen.

Maria is a mother of two children. They go to elementary school. Maria wants to learn English to help her children in school. Her goal is to help her children in school. She wants to listen in English to understand phone messages from the school or doctor’s office. She wants to speak English to call the school to report her child’s absence. She wants to read English to read messages from the school and her children’s report cards. She also wants to read stories to her children and help them with homework. She wants to write English to write a note to the school. Maria’s future goal is to help the teacher at her child’s school.

2. Check comprehension of the story. Ask questions, such as the following.

a. What is Maria’s goal in listening?

b. What does Maria want to read?

c. What is Maria’s future goal?

Or Ask students to provide one of the following responses after you read a sentence.

Example: T - She wants to call the school to report an absence S - Speaking

T - She wants to understand a phone message.

' S - Listening Activity 3 Time:

Procedure:

Presentation 2:

1. Put up the chart “My English Goals for this Semester” and model how to complete the form about Maria.

Ask students questions (e.g. What is Maria’s listening goal? What does she want to listen to?) and then write the response on the chart next to “listening.” Continue to complete the chart about Maria’s goals.

Then ask students, “What are your goals in listening, speaking, reading, and writing English?” As students respond, write their responses on the board, so students know how to spell what they want to write on their forms.

Practice:

2. Have students complete their forms, writing in their goals in listening, speaking, reading, and writing.

3. Model how students should reflect on (think about) their progress toward meeting each goal by circling a number from 1 -5 on the chart. Have them write in the month next to the numbers. Explain the key at the bottom of the chart. Explain that they will look at their progress again at the end of the semester or session. Students will be asked to record their progress twice in each skill area.

4. Remind students what Maria’s future goal is - to help at her child’s school. Provide some other examples of future goals related to using English in everyday activities, e.g. getting a job or going to college.

5. Ask students to record a future goal they have on their goals form. Assist students in spelling words needed to identify their goals.

6. Ask students to keep this form in their binder or assessment folder with their attendance and test score chart.

Activity 4 Time: 55 minutes Procedure:

After the presentation about goals and objectives, ask students to write their own goal: Say that now it is time to think about their personal goals and objectives. Tell them to write down a goal and three objectives to achieve this goal. The goal should be their own, anything they wish.

Then we will share with each other.”

When students finish formulating their own goals, ask to write the goals on a piece of paper and stick it on the whiteboard. Read several goals and invite all students to look through others’ goals.

Say the followings and show the power point presentation: Dream-I want to able to read to my child.

SMART Goals-I will read one book to my child every night for a week. Say: Most people don’t get what they want because they don’t know what they want. Identify a specific, measurable goal, write it down, and put it the place you see regularly. Make sure your goal is SMART (Specific, Measurable, Achievable, Realistic and Timely).

Activity 5 Guided practice Time:

Procedure:

1. Choose a problem to practice solving together as a whole class.

Model the problem solving steps by adding a problem to Maria’s story as an example - She didn’t come to school because she got up late.

2. Go through the steps of problem solving together using the form the students will use. Decide on a solution Maria can try.

Practice: Have students use the “Plan for Success” form to think of solutions to a problem they are having in achieving their educational goals.

Allow students who have the same problem to work in small groups. Monitor and give assistance where needed.

Evaluation: Set a date when progress will be checked over the course of the school term on both the goal and the solution to the problem.

Application: Twice a semester, refer to “My English Goals For This Semester” chart to monitor progress. Use the “Plan For Success” form to generate solutions and develop an action plan for barriers that students are experiencing. Closure (5 minutes)

Ask students to write down the homework: to rewrite their goals and make them SMART. Also write down some objectives which would help students to reach their SMART goals. Be ready to present it to the whole group.
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 SETTING GOALS & 

OBJECTIVES
	
	
	
	
	

	Large - scale goals
	
	Short - range objectives
	Specific - da
ly objectives


	 
	
	
	
	

	I want to graduate from the university with Honours after 4 years
	
	I should get "A" and "B" from mid-term /final tests, projects and presentations on all classes each semester
	I must:
•be active in classes •do homework regularly
•prepare for the quizzes and lessons




Make Your Goals SMART

4 Be S.M.A.R.T. when setting goals. Make sure your goals are:
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Topic 7: Decision making

Time: 80 min Objectives:

· to let students know about decision making principles

· to let them be aware of the importance of a proper study place to enhance the study process

Procedure

Activity 1 SMART goals presentation

Objective: to revise home assignment task Time: 10 min.

Procedure: - Ask students the previous topic and their home assignment task. Divide SS into two groups A and B so that the number of sts in each team is equal. Put SS in pairs one student from Group A and one from Group B. Assign a task to Group A students to present their SMART goals which they have done at home and to Group B students to check whether their goals meet SMART criteria. Monitor the process and give feedback.

Make transition to the present class topic by stating that as soon as you have set your SMART goal, it’s necessary to make strong decisions.

Activity 2 Exploring the concept

Objective: to enable students to understand the concept of decision making Time: 30 min.

Materials: power point presentation, board, markers Procedure:

Ask SS to share their opinions on what does decision making stand for, and how do they make decisions. Listen to SS answers and give comments if necessary. Tell them that they are going to listen to mini-lecture which helps them to clearly define the term decision making. Open power point presentation and start lecturing clarifying specific features of the process of decision making. Ask SS to take notes on lecture because later on they’ll have a special task based on their notes. Speak about the following points while lecturing:

Write the following key terms on the board and explain the meaning of the terms before lecturing: evaluation, implementation, approach, orientation, conflict, emergence, reinforcement, prioritization, flipism, divination, constructive environment.

1. Explanation of the term “Decision making”

2. A systematic approach of “Decision making”

3. Stages of “Decision making”

4. Everyday decision making techniques

5. Six steps to making an effective decision

Divide SS into three big groups. Ask SS to look through their notes quickly and to put their notes face down. Tell them that now they have to answer a series of questions based on the lecture. The groups should answer the questions in turns. In case the group gives the wrong answer the other group may take a turn and get the score. The group with the highest score is a winner. You may ask the following questions or create any other questions:

· What does decision making process involve?

· How many stages of decision making do you know?

· Give a brief explanation of each stage and tell the names of the stages.

· What are the techniques of every day decision making process?

· What are the six steps of effective decision making?

· What does flipism mean?

         Activity 3 Principles of decision making

          Objective: to enable students to understand the principles of decision making 

     Time: 15 min.

       Materials: board, markers, slips of paper with principles and definitions. Procedure:

       Stick cut slips with principles and definitions on the board in random. Explain to SS that there are some principles one should follow while making decision. Only by following the principles one can make a wise decision and reach the goal. Ask SS to match the principles to their definitions. Call out any volunteers to match. After they have done the task, check and give comments if necessary.

 Answer key:

· Never risk more than you can afford to give. - It means do not take any risk you don’t feel you are capable of overcoming and fulfilling

· Never risk more than you have.- It means you are limited in resources and you cannot risk more of them than you possess.

· Never risk more than you can get in return - It suggests that you view each decision in terms of what it will produce for you. Take a risk when only you can expect to profit from it.

· Follow your intuition.- It asserts that you should feel good about your decision.

Activity 4 Poster presentation

Objective: to enable SS to reflect on the covered topic Time: 20 min.

Materials: board, markers, posters.

Procedure:

Divide SS into three groups. Distribute posters and markers. Ask them to reflect or summarize on what has been covered, recall important points, add their views, and use their imagination and creativity to create a poster presentation. Give time to create a poster and announce time to present. Listen to groups’ presentations and give comments.

Summary: 5 min.

Summarize the class by stating the following points:

· making a decision is essential in human being’s life

· this process is the main part of the management process

· a logical and systematic decision-making process helps you address the critical elements that result in a good decision

Handout 1. Principles of decision making

Never risk more than you can afford to give. - It means do not take any risk you don’t feel you are capable of overcoming and fulfilling Never risk more than you have.- It means you are limited in resources and you cannot risk more of them than you possess.

Never risk more than you can get in return - It suggests that you view each decision in terms of what it will produce for you. Take a risk when only you can expect to profit from it.

Follow your intuition.- It asserts that you should feel good about your decision.

Topic 8: Managing time at a University and beyond Time: 80 min Objectives:

· to introduce the notion of Time Management

· to assist students organize their time at University and beyond effectively

· to teach students to overcome problems in managing time Cottrell S. (2013, p. 121)9
Procedure:

Lead in:

Time: 5 min

Start the lesson with the following puzzle:

You can’t save it, You can’t borrow it, You can’t lend it, You can’t leave it, You can’t take it,

You can only do two things with it - use it or lose it. What is it?

Answer: Time Activity 1 Time: 20 min

Give Handout 1 and tell students to do the quiz and find out the amount of time they have for studying. After they finish ask them to share with their results and suggest the ways they can spend their time so that they can have more time for studying.

Activity 2 Time: 25 min

Tell students that there are certain strategies that can help them to better organize their time. Give them Handout 2 and ask students to look through the

strategies. Mention that you will discuss only some of them. Then discuss the strategy Set priorities using My Time Management

Matrix. For this activity provide students with Handout 3. Then ask students draw their own matrix of urgent, not urgent, important and not important things they should do upcoming days. After they finish ask students to form groups of four and share with their results.

Activity 3 Time: 10 min

Teacher asks students to read the first paragraph about time line and assigns time for reading it. When students finish reading, teacher discusses the time line, asks questions such as “What is time line?”, “Why it is so important to have a time line for students?” and etc.

B. Hang on the board a handout with steps of academic process. Discusses each step supporting them with real life examples “When I was doing my project, I started from choosing the topic; I had to narrow it down, because it was too broad...”

C. Arrange students into two groups. Each group should prepare 10 true/false statements on academic process and write them on papers. When students finish doing their true/false statements collect papers and put them on the board. Ask students to make a line and tell groups to do the true/false statements, which were done by their opponents. The group which gives more correct answers wins. Check the answers clarifying unclear statements and incorrect answers.

D. Explain in order to be an effective learner students should have a calendar (a schedule of what they need to do). Arrange students into 3 groups and assign them paragraphs to read from the course book. After reading groups should make a mini presentation about their type of calendar.

Activity 4

Tell students that you will discuss one more strategy for time management which is Learning to say "No". Provide students with Handout 4. Ask them to look through it. Then ask volunteer students to make a role play using phrases from handout to say "No".

Activity 5 Time: 20 min

Divide students into groups of three people. Distribute Handout 5 and ask students to look through the case study and find the solution to the problem. Closure Time: 5 min
Summarize the lesson. Highlight the main point of the lesson.

Handout 1

Where Does Time Go?

It may seem like there aren’t enough hours in the week to get everything done. That may be true or it may be that you are not using your time as efficiently as possible. To assess where your time goes, complete the inventory below. Be as honest with yourself as you can. Some of the items are done every day so those will need to be multiplied by 7 to arrive at a weekly total. One item may be done any number of times a week so you’ll need to multiply that one by the number of times each week you do it. After you have responded to all the questions, you’ll have an opportunity to see how many hours remain during the week for studying, and you’ll be better able to evaluate how you might revise the way you spend your time.

Activity

On the average...

No. hours day

Multiply No. days week

Total hours per week

how many hours do you sleep in each 24 hour period, including naps X

How many hours do you spend on

grooming activities X

How many hours a day do you spend on meals, including preparation and clean up X

How much time do you spend commuting to and from campus?

Include time spent parking and

walking

X

How many hours a day do you spend doing errands X

Other activity


How many hours do you spend each week doing co-curricular activities (organizations, church, working out, etc) How many hours a week do you work on a job? How many hours do you spend in class each week?

How many hours per week do you spend with friends, going out, watching

TV, etc Other activity


Total hours per week *

Hours available per week

Subtract your total hours per week spent on activities *

Hours available to study

Handout 2

Strategies for managing time

□Know how you spend your time □ Set priorities □Use planning tools

· Get organized

· Schedule □Delegate

· Stop procrastinating □Manage time wasters □Avoid multi-tasking

· Stay healthy

Handout 3

My Time Management Matrix

Quadrant 1(Urgent and Important)
= Family member is hospitalized from a car accident and you need to pick up her children and care for them overnight.

Quadrant 2(Not Urgent but Important)
= You need to get a wellness check-up. Items in this quadrant allow you to be proactive.

You should spend most of your time working on items in this quadrant. Quadrant 3(Urgent but Not Important)
= Your boss wants information for a report that is due tomorrow. Or, you want to clean the house before your extended family arrives for dinner. These are usually someone else’s important items.

Quadrant 4(Not Urgent and Not Important)
= You are reading junk mail or surfing the web. These items are considered “busy work”.

You may use these items as an escape.

Handout 4

Learn to say "No"

Don’t over-commit. When there’s too much work to do, we tend to work longer hours, get less sleep, and give up our family time. All of these tendencies lead to additional problems. We may over-commit for several reasons. We may be unrealistic about the time needed for completing a task. Or, we may not be willing to refuse a task, especially if the request comes from a boss, parent, teacher or someone else with authority. The first issue can be addressed with planning skills, but the second issue requires us to learn to say “no”. Again, make sure that you are focusing your time and energy on tasks that are important to you, based on Covey’s matrix. Then, learn to say “no.”

· Be honest. Don’t lie to yourself by saying “yes” when you mean “no.”

· Use non-verbal language. Your eye contact and posture must communicate “no” as well.

Remember that only about 10% of what we communicate is through our words. Some suggest that 40% is our tone of voice and 50% is our non-verbal behavior.

· Don’t be defensive. It leads to confrontation and guilt.

· Be brief. Use few words. Think about your words before you say them. You may need to use the broken record technique of saying “no” over and over again.

· Don’t use an excuse. An explanation is acceptable if you want to provide one, however an excuse is typically broad and only a half-truth. It may invite challenge. An explanation should be an explicit statement. For example, instead of saying “I couldn’t get it together.”, say “I had 3 assignments to complete before I could start on that one.”

· Use positives to say “no.” Your response can be powerful and diplomatic if you start with 2 positive statements + 1 negative statement + 1 positive statement.

For example, you might say, “I appreciate your inviting me to participate. You must have a lot of confidence in me. Unfortunately, I am unavailable for additional events right now. I feel very special that you asked me.” In work situations, you might practice using some of the phrases below to communicate your inability to complete a task:

1. For someone other than your boss, you might say:

I’m sorry but I can’t do that right now.

2. For your boss, you might say:

I appreciate your confidence in me by assigning me this task, but I couldn’t possibly do a good job on it right now with all the other assignments that I have.

You have me working on [name the task] right now. Do you want me to stop working on that and do this new assignment? I can do that but it will be [tomorrow, next week, later this week] before I can get to it. I can’t do that right now, but [name] is really good at that [or knows more about that]. Can you ask him to handle it? I’m afraid I couldn’t do a good job with that right now because of all the other tasks I have on my plate.

Handout 5

Read the following case study. Develop a plan for Michael. Each group member must contribute at least one strategy.

“Michael is a first year student at the local college. During the first few weeks of class he is asked to participate in a variety of activities, each of which takes away from his study time. When given the choice between going to the movies and reading a chapter of economics, Michael almost always picks the movies. He tells himself "I'll catch up later." He doesn't realize that each time he makes such a choice, he will suffer from the consequences in due time. As the term continues, the consequences begin to appear He pulls an all 8 nighters to cram for an Art History test. He completes a Philosophy paper an hour before class, but can't get it printed in time. The consequences become more and more serious.

As the term comes to a close, Michael is rushing to start research papers, to complete assigned readings, and to prepare for final exams. He has trouble sleeping. He feels overwhelmed by the amount of work he needs to complete. Tension causes him to eat poorly. He blanks out on his Chemistry final. Michael's grades for the term are lower than he had anticipated when he started the term, and they are much lower than his high school grades. similar chain of events occurs the next term. Thinking he can't handle college, Michael becomes depressed and considers leaving school.”
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Time Management Test Part one: How Well Do I Save Time?
Give yourself 2 points for each of the following habits you have.

1. I take advantage of my learning style. I know the strategies that help me to learn best and I use them

2. I have a monthly calendar to help me keep track of my activities and obligations.

3. I have a weekly calendar to help me keep track of my activities and obligations.

4. Every morning I write down a list of the things I have to do.

5. Any time I feel that there are too many things I have to do, I take a few minutes to sit down and organize myself.

6. When I first get to work, I take a few minutes to figure out the things I have to do throughout the day.

7. I have all of my phone numbers in one place.

8. I have stacks of papers which represent things I have to do.

9. I use self-stick note papers to remind me of the things I have to do.

10. I carry a calculator, so I can do math faster.

11. I am not afraid to ask people for information that I need.

12. I choose to do my work at times when I'm most alert.

13. I schedule the tasks I don't like to do between the tasks that I like, so that I work faster on the things I don't like to do in order to get to the tasks I enjoy doing.

14. I do two tasks at the same time when one of them requires waiting.

15. I make a budget to manage my money. I know how much money to put in the bank and what bills to pay off right when I get paid.

16. I know my environmental preferences and make sure I work under those conditions whenever possible.

17. I get enough sleep, exercise and eat good food. I am in good health.

18. I often review my future goals and obligations.

TOTAL POINTS, PART ONE:


Part Two: Do I Throw Time Away?
Give yourself 2 points for each of the following habits you have.

1. I am often sleepy at work. I'm more of a night owl than a morning person.

2. I get to work and get busy. I don't have time to think of my daily obligations or to plan ahead.

3. I like to do just one thing at a time. When the laundry is going, I take a rest.

4. I watch TV at least 3 hours a day.

5. When I have a personal or professional problem, it occupies my mind. I can spend hours worrying about something.

6. I'm not the most organized person in the world. My drawers are a disaster area and it seems that I spend a lot of time hunting around for things.

7. I don't use a calendar to schedule my time.

8. (If you smoke or drink coffee) I usually spend a good five minutes relaxing with my cigarette or cup of coffee every time I get a chance.

9. I often take personal calls at work.

10. When someone wants to meet with me, I often agree, only to find out later that I am busy at that time. Then I have to call up and reschedule. I just can't keep it all in my head.

TOTAL POINTS, PART TWO:


FINAL SCORE:

Part One Points:


Part Two Points:


(Subtract Part Two from Part One)

Total:


What your final score means:

If you score between 30 and 36 you are excellent at managing your time. Feel free to offer suggestions to others!

If you score between 22 and 28 you are like most people. Look at the suggestions in part one to improve your time management skills.

If you score below 20 you really need to concentrate on improving your time management skills. You seem to waste a lot of time. Chances are that you are not as organized as you could be. Being disorganized can really work against you on a job and in many other situations.

                                                    PROCRASTINATION

ImJ Read Ilhom’s story and see if you can relate to it/ recognise similar symptoms of procrastination.

                                               Tomorrow is Another Day”. Or is It?

               “I know you’re in a hurry now, but you definitely need a filling in your upper 8th tooth as soon as possible, Ilhom. It has the beginnings of a cavity in it. It may get bigger and cause more serious problems.” These words still echoed in Ilhom’s ears as he waited in a long queue at the dentist’s, trying to manage his toothache. No matter how worried he was, every time he thought seriously about visiting his dentist, there was always something more important to do.

“Right, I’ll do it next weekend!” was replaced by “Oh, I’m free on Wednesday after lunch” and then Wednesday noon turned into “Tomorrow morning! No matter what!” Not surprisingly, “Tomorrow” became “This evening - definitely!” which then turned into “No way, I’m too tired for this today” or “This business dinner is more important than my tooth”.

Ilhom’s wish to turn back the clock because of all the pain and the time he had wasted suddenly doubled when the dentist told him about the consequences of his procrastination: the tooth had to be taken out. “I’ll never leave anything until later anymore!” promised Ilhom to himself, unaware that this promise would be broken that very day, with his decision to “...finish the Progress Report tomorrow. It’s not due until 17.00 anyway.”
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Can you remember the most recent case when you procrastinated?

Task 4. Write down what the reasons for procrastination were and list the negative consequences it caused, like in the example below.
	Task you had to accomplish
	Reasons for procrastination
	Negative consequences caused

	e.g. Submit a report
	· didn’t feel like writing the whole week
· thought I would finish, whole week ahead
· was too tired
· had to do other things
· relatives came to visit
	· felt anxious all week, couldn’t properly focus on other tasks
· stayed up late the night before submitting the report
· couldn’t finish it because didn’t have enough time and submitted it after deadline
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Procrastination Explained

Procrastination (Lat.

Procrastinatus:
pro- (forward) and

crastinus (of tomorrow) is a type of avoidance behaviour which is characterised by putting off actions or tasks to a later time, which often causes

negative consequences. The problem with procrastination is that it is a habit - every time you delay a task you don’t want to do, it reinforces your negative feeling about it as well as causes negative consequences, like unsatisfactory quality of the report submitted at the last minute; stress level goes up and causes the feeling of guilt or anger with self; health problems and problems with sleep appear; self- confidence suffers and so on.

Why We Procrastinate    

Difficult/Time-consuming/Unpleasant task - I cannot face the task right now. I need to get ready/ read more/ talk to smb/ have rest etc first. I will do it in an hour/ tomorrow/ next week, I still have plenty of time.

Manana (tomorrow) factor - tomorrow I will be in a better shape/mood/ someone will help me with this. I will do it in an hour/ tomorrow/ next week, I still have plenty of time.

Work overload - I have lots of smaller but more urgent things to do, so I will start my report/ assignment/task once I finish them all.

Laziness - I don’t feel like doing it now. I’d rather watch this programme/ football match otherwise I won’t be able to concentrate on the task.

Exhaustion - I had a difficult day/week, I am physically too tired to start working on the task/assignment/report.

Fear of failure - I am not sure if I will be able to produce a report by the end of the week, it’s such a big job and I have so much to do

Because it works - I will make it eventually, it worked last time. Last time I turned in the paper at the last moment and was even praised by my boss. I always work best under pressure.

Perfectionism - I am not ready with the report because I feel I have to polish it more. О See the section on Perfectionism on pp.23-26.

Remember, procrastination is a habit and breaking it is in your power, so read the strategies below and see if they can help you cope with it.

Strategies for Coping with Procrastination

• Face the fact that you will have to deal with the task anyway, so why not

start doing it NOW.

· Make yourself start working on the task even if it means working for only 5 min

· Break the task into smaller tasks and do one bit at a time. Reward yourself at every stage after each smaller task is finished

· If you have 2 or more big tasks to do, prioritise them in terms of urgency and importance and start working with the most urgent and most important one

· Avoid things that distract you (e.g. television, phone calls, checking personal e- mail etc)

· Don’t allow yourself to stop until you have worked for an hour

· Reward yourself when you have finally finished the job (go out with friends, for example)

· Remember, procrastination is a habit and can be beaten by a counter-habit or a counter-strategy. So, print out these strategies and put them on the wall for future reference and inspiration.

► Follow - up activity

Task 5. Look at what you’ve written in the table (task 4, p. 11) in the beginning of the section. Which of the strategies given above could have helped motivate you to actually do that job/ task?

e.g. Probably, breaking the task of writing the report into small pieces/ parts and working on the report for at least 10- 15 min every hour would help. Will try it next time.

                       Task 6
a. Think of a couple of current tasks you have to accomplish and strategies which you could use to avoid procrastination.

b. After you have completed them, describe how you feel and the benefits of not procrastinating.

	Tasks
	Strategies to avoid procrastination
	Feeling after you’ve completed the task

	Task 1
	
	

	Task 2
	
	


Task 7. Which of the above strategies will you use next time you are tempted to procrastinate?

fflTo read more about Procrastination and how to beat it, please see “How to be a Better.... Time Manager” by Jane Smith (1997).

ABILITY TO SAY “NO”

Please read Ilhom’s story about why he had to spend two hours on translation.

“Tomorrow is Another Day”. Or is It?

Jamshid is a very energetic, successful,
enthusiastic and friendly person. Loved and

respected by all his colleagues and friends, he
is always engaged in implementing his new
ideas. He loves what he does. Known as a
busy bee, he always stays focused within
matters of his own department. He is rarely if
at all, seen discussing problems of other
departments, let alone helping his colleagues,

although hardly anyone would ever seek his assistance anyway. Even so, his
friends and colleagues never stop liking and respecting him. Perhaps because his
refusal to help always comes in a very polite way, people get the impression that
he is a very busy and efficient person.

In spite of their similar career paths at this university, Ilhom’s personality is somewhat different from that of Jamshid. Ilhom is an attentive and careful person. He never ignores any of his subordinates’ or colleagues’ requests and is often the first person people turn to when they need help. Today Ilhom has been a bit depressed: after spending 2 hours helping a lady from the Biology Department to translate a Russian text, he had a terrible headache and therefore had to refuse to help his colleague, Zafar, to prepare his next lecture. His reward for this was that Zafar accused him of helping only his favourite friends. Reaching for a painkiller from his drawer, Ilhom wondered why he is often treated so unfairly...

Thus Ilhom had to spend 2 hours on the translation because he could not say “NO” to his colleague from the Biology Department. It is so difficult to refuse when people ask for help. But sometimes failing to say “no” leads to negative consequences.

Task 8. Based on Ilhom’s case and your own experience list the consequences of inability to say “no”:

1) e.g. You will be overloaded and then stressed
Possible Consequences of Inability to Say
“No”:

· You will be stressed and resentful if you said “yes” even if you wanted to
say “no”

· You will be overloaded

· You might miss your own deadlines by devoting too much effort and time to
issues that are not your responsibility

· People around you might stop respecting your time and think that you
probably have nothing to do, etc.

If inability to say “no” leads to negative consequences should we always say
“NO” to everyone? Of course not, there are cases when you should say “yes” (e.g.
to your parents, to your supervisor if it relates directly to your job, etc.)

            How can you find a balance between Ilhom who suffers from an inability to say
          “no” and Jamshid who refuses everyone?

                 Strategies to learn how to say “no”

· Qualify your response. Rather than saying "yes" straight away, take a moment to consider whether you would rather share the duty or do it in a different way, or if you need something in return. Stand up for your own ideas.

· Set your boundaries. Agreeing with something that could land you in jail or compromise your moral values is worth saying no to. If faced with a morally or legally problematic situation, tell the person making the request that you will get back to her. This gives you both time to think it over.

· Say no only when you mean it. Shouting the word "no" at home could cause serious concern in the family if you have always been a ‘yes’ person. It could also be very uplifting and cause you to feel that you have broken imaginary chains that bind you. Be careful with that feeling of empowerment, however, and keep the feelings of your family in mind.

· Be prepared for shock. Telling your family- especially children or grandchildren-no for the first time could be a shock to their sensibilities. If you have been a “yes” person for most of their lives, they will react. Take it easy; they'll get used to your new approach.

· Evaluate how you felt in your life when you were always saying yes, and evaluate how you feel now when you say no when you really mean it. Usually, your stress levels will go down. One of the biggest reasons people

carry around resentments is because they said yes when they really wanted to say no.

9 Tips & Warnings

· Say “no” sparingly at first. The feeling of empowerment that you may get with saying no might cause you to say no to something you really wanted to say yes to. It will also give people time to get used to the new you.

· Speaking the one syllable word “no” to a salesman can be one of the most rewarding feelings on Earth.

· Be careful about saying “no” to the wrong people at work. Sometimes you need to say "yes" to keep your position at a company.

Learn How to Say "NO" Gracefully

· "No, I can’t do that." Don’t beat around the bush - put "no" right upfront.

· Use non-verbal cues to underscore the "no"-shake your head; use a firm and direct voice, use eye-contact.

· Add an explanation if you want, but don’t feel guilty: "I have another commitment." - even if that commitment is to yourself!

· Be empathetic if the situation calls for it: "I know how hard it is to find an English-Uzbek translator in such a short time".

· Recommend an alternative if one is available: "Let me refer you to..."

· If you’re not sure, it’s always OK to ask for more time to think it over!10
► Follow - up activity

Lf Task 9. Choose 1-2 strategies for saying “no” gracefully given here or from the recommended website. Try them out in the next 24-48 hours.

^ Reference List

1. For more information on strategies to say “no” refer to 20 Ways To Say No by R. Creel available at:
http://www.onlineorganizing.com/ExpertAdviceToolboxTips.asp?tipsheet=1
6
2. More tips on how to say no at: http://www.getmoredone.com/tips6.html
                   DELEGATION

Read the case study and answer the following questions:

What is Ilhom’s problem? Why did he decide not to delegate any of his tasks to his colleagues?

Do you delegate any of your tasks to anyone? If yes, what kind of tasks?

Ilhom Does It All By “Himslave”

Ilhom’s personal assistant, Fernza, was
talking to Fatima from the Language
Department and complaining how boring her
job is. Worried a bit that her friend was talking
too loudly, Ilmira pointed at Ilhom’s open
door. “Oh, don’t worry, he went out to make
some administrative arrangements for a visit
by a foreign delegation” was Feruza’s reply.

To her great surprise, Ilmira learned that at the

very beginning Ilhom was a great supporter of teamwork and sharing
responsibilities within the Department team fairly. In an attempt to set a good
example, Ilhom had once asked one of his subordinates, relatively new to the team
at that time, to prepare performance statistics for a very important meeting. As
the meeting was about staff evaluation, performance statistics were the main data
on which the meeting was to be based. Unfortunately, the statistics produced by
Ilhom’s subordinate were so inaccurate and unreliable, that the meeting involving
some people from the University top management turned out to be nothing more
than a waste of an hour and a half. Ever since that time, whenever the task
involves anything more important than producing photocopies, Ilhom prefers to
do it by himself.

As you probably already know, delegation means giving a certain amount of power to make decisions and complete activities to someone else. What you may not know is that by sharing this responsibility, you enable individuals to grow and to further develop their knowledge, skills and abilities.

Task 11. Before you continue reading, answer the following question:

What are the benefits of delegation?

Positive Aspects of Delegation Include:

· Higher efficiency

· Increased motivation

· Develops the skills of your team

· Better distribution of work through the group

The Steps of Successful Delegation

· Confirm in your own mind that the task is suitable to be delegated. List the things that you do which could be more effectively done by someone more skilled in a particular area.

· Identify a suitable person for the task. The task should be beneficial both to you and the person you are delegating to.

· Explain the task clearly. Make sure that you are understood. Leave room in the task description for initiative.

· Clarify understanding by getting feedback from the other person. Make sure they know how you intend to decide that the job is being successfully done.

· Discuss and agree what is required to get the job done. Consider people, location, premises, equipment, money, materials, other related activities and services.

· Agree deadlines

· Keep in touch with the person for support and monitoring progress. Do not get too close. Accept alternative approaches.

· Praise / Acknowledge a job well done.

Responsibility

Even though you have delegated a task to someone else, you are still responsible for making sure the task is done on time and correctly.

What should not be delegated?

The more critical the task then the more cautious you need to be about extending a lot of freedom, especially if your job or reputation depends on getting a good result.

	Before you delegate a task, think ...
	Yes
	No

	1. Can this person do the task?
	
	

	2. Will the person benefit from doing the task?
	
	

	3. Does the person have the necessary skills to do the task?
	
	

	4. Does the person understand what needs to be done?
	
	

	5. Does the person know how the task will be evaluated?
	
	

	6. Does the person know what must be achieved?
	
	

	7. Does the person know when the job must be finished?
	
	

	8. Does anyone else need to know about the task being delegated?
	
	


                                                      PERFECTIONISM

Read the story and answer the question:

Was it worth Ilhom’s while to spend two hours writing the report? Why? / Why not?

               When Good is Better Than Perfect

“The messier your table is, the busier you
are as a manager” is a popular saying
among the staff of the university, although
Feruza, Ilhom’s personal assistant, knows
that her boss never agrees with this
statement. She had always admired the
neatness in which Ilhom leaves his table,
the perfect order in his office, in the
presentation files or reports he produces,
and even in the way he dresses. She has
never seen Ilhom leaving things in a mess.

with this impression of himself. This personal custom of his goes back to his
childhood, when he, for instance, would never wear his favourite shirt before
cleaning up his room and taking a good shower. His teenage days were
memorable for his 3-hour efforts to wash his car and his insistence on putting
all his CDs in their cases in an alphabetical order. Always known as a neat and
accurate guy, Ilhom was very proud of his main principle: ‘Seek for perfection
in everything you do’.

In spite of his never changing loyalty to his principles of perfection, as Ilhom grew older, he started to feel that these principles were causing more and more inconveniences. He started to notice situations where he would spend far more time on details of a certain activity than was necessary. For example, today it took him 2 hours and 7 drafts (changing the fonts, format and wording several times) to write an Invitation for the Departmental Conference for the members of the delegation from the partner University. Even though the invitation was of his usual high quality, the time spent on writing such a small letter made even Feruza wonder if it was worth it.

Perfectionism Explained

Not only perfectionists but also people around them can
suffer from dissatisfaction, sacrifice of family and social

Perfectionism can be thought of as:

· the irrational belief that you and/or your environment must be perfect

· striving to be the best, to reach the ideal, and never to make a mistake

· a habit that keeps you constantly alert to imperfections, failings, and
weakness in yourself and others

· the belief that no matter what you attempt it is never “good enough” to
meet your *own or others’ expectations

Negative and Positive Aspects of Perfectionism
Perfectionism can have both negative and positive aspects.

Negative aspects

Perfectionism can be damaging. It can:

· take the form of procrastination when it is used to postpone a task.

· take the form of self-criticism when it is used to excuse poor performance or
to seek sympathy and affirmation from other people

· can lead to low productivity as perfectionists lose time and energy on small
irrelevant details of larger tasks.

· can result in fear of failure, an all-or-nothing mindset, paralysed
perfectionism and workaholism.

Not only perfectionists but also people around them can
suffer from dissatisfaction, sacrifice of family and social

Positive aspects

Perfectionism can:

  -     drive people to accomplishments

  -     provide motivation to complete the task even though it is difficult
· promote the meticulous attention to detail necessary for scientific investigation

· result in the commitment which pushes people to keep working

· result in persistence.

        Researchers have found that perfectionists had lower levels of procrastination than non-perfectionists. Sportsmen, scientists, and artists with high achievements often show signs of perfectionism. For example, it may be perfectionism which spurs the sculptor to create a masterpiece or a ballet dancer to make her movements graceful.

Topic 9: Presentation Skills

Time: 80 min Objectives:

· to introduce the notion of presentation

· to assist students to differentiate positive and negative features of presentation

· to present students useful adverbial linking phrases used in presentations

· to let students practice their presentation making skill

Procedure Warm up activity Time: 10 min
Give the following question:

How comfortable are you with public speaking?

Ask participants to rate their level of comfort with public speaking on a continuum of 1 -10.

After students rate their level ask students to write the problems and difficulties they face while making presentations on a piece of paper. Then put a wastebasket in the middle of the room and tell students to crumble up their papers and throw it into the wastebasket. Applaud students for doing it.

Activity 1 Time: 10 min
Ask students the following question:

What is presentation?

Possible answer: 'A short talk by one person to a group of people introducing and describing a particular subject (for example: a new product, company figures or a proposed advertising campaign).

Ask the students to work with a partner and think of three things that make a good presentation and three things that make a bad presentation. Listen to their ideas and make a list of good and bad points on the white board.

Activity 2 Time: 15 min
Give students Handout land ask them to decide which of the presentation features they regard as positive, which as negative and which as neither positive or negative. Ask them to do this exercise in pairs or small groups. Listen to their ideas. Note that there are no categorical answers as these statements are all a matter of opinion. See the Answer key for some comments and suggestions, however. Activity 3 Time: 10 min

Give students Handout 2 and ask them to read the text. Then ask them to work with a partner and answer the questions in Exercise 1. Check the answers. Note that All in all, however is used if the speaker expresses a preference for the ideas expressed in the first part of the presentation. If he or she expresses a preference for the ideas expressed in the second part, the word however is not used.

Activity 4

 Time: 15 min
Now ask the students to prepare a short paragraph of their own using the same adverbial linking phrases to give their paragraph a clear structure. This can be done in pairs or small groups. Then ask them to choose their own topics. Monitor their writing and give help where necessary. Make sure they have produced an accurate piece of writing.

Activity 5 

Time: 10 min
Give the students a copy of Handout 3and ask them to fill the gaps with words and phrases to make a complete presentation. When they have finished, ask them to compare their answers with a partner and then check the answers in open class. Closure Time: 10 min

Summarize the lesson. As for homework ask the students to write a similar short presentation about a tourist resort or facility that they know. Ask them to use some of the adverbial linking phrases they have met in this lesson. Moreover, give them Handout 4 with useful vocabulary for making presentations. Tell students to use this vocabulary in their speech.

Handout 1

What makes a good presentation?

Read these features of a presentation and decide if they are P (positive), N (negative) or 0 A good presenter ...

1 reads aloud from a prepared script.

2 uses lots of visual aids.

3 invites the audience to interrupt and ask questions whenever they want to.

4 gives an outline of the presentation at the beginning.

5 invites the audience to ask questions at the end of the presentation.

6 has a presentation that has a clear structure and development.

7 knows exactly what he or she wants to say.

8 uses visual aids to support the points he or she is making.

9 reads out what is written on visual aids.

10 makes regular eye contact with members of the audience.

11 lets the audience know when he or she is moving to the next stage of the presentation.

12 only looks up from his or her notes when there is a question from the audience.

13 moves around a lot.

14 speaks as quickly as possible.

15 delivers the presentation clearly but at a natural speed.

16 summarizes key points at the end of the presentation.

17 clarifies and elaborates points if members of the audience are not clear.

Handout 2

Ex. 1 Look at this short presentation with Adverbial linking phrases.

Look at the expressions in bold type and answer these questions: lWhich one is used to sum up the argument?

2Which one is used to change to the other side of the argument?

3Which two expressions introduce a second or further point?

4Which expression introduces the first point?

5Which two expressions introduce opposing points?

There are a number of problems associated with cheap air travel. In the first place, the rapidly increasing number of flights means that the skies over major cities are becoming more congested and, as a consequence, potentially more dangerous. Secondly, the carbon emissions produced by these flights could have serious consequences for the environment and contribute to global warming. Another problem is the increased level of noise pollution, which is a particularly important question for people living near major airports. On the other hand, cheaper air travel has meant that many people who were previously unable to fly because of the cost can now enjoy holidays abroad. Furthermore, budget airlines now offer flights to a wide range of destinations that were not previously available through the national airlines. Another advantage of the age of cheap air travel is the fact that many budget airlines use regional airports and this is very convenient for many travellers. All in all, however, the disadvantages probably outweigh the advantages, especially as regards environmental factors.

Handout 3

Use these words and expressions to fill the gaps in this extract from a presentation: furthermore however in addition first and foremost apart from I’d like to begin for example secondly last but not least as far as ... is concerned

1 
 by highlighting some of the key features of the High Alps holiday

centre.

2 
 it offers visitors luxury accommodation in a beautiful alpine
setting .
3 
the centre is equipped with first-class sports facilities for all kinds

of sporting activities.

4 
the centre contains three restaurants, a self-service cafeteria, three

bars and a terrace cafe.

5 
the surrounding area
 ,the High Alps holiday centre is

close to some of the most dramatic scenery in the country.

6 
the mountains with their opportunities for skiing and hiking, there

are also a number of beautiful lakes in the vicinity.

7 
we also have to remember that not everyone who visits the centre

wants to engage in sporting activities.

8 Some people may simply want to relax or go shopping in the centre’s designer

shops 


9 
 to shopping, the centre also offers a professional entertainments

programme.

10 
our highly trained staff are at your disposal 24 hours a day to cater

for your every need. Enjoy your stay with us!

Handout 4

Presentation Outline

It is very important to carefully structure your presentation so that the audience can easily follow and understand you. I suggest the following guidelines:

1. Introduction - introduce what you will be presenting, let the audience know there will be time for questions at the end

2. Overview - give a general outline of your presentation

3. State Points - give your points in logical sequence, giving explanations and exceptions. Make a clear transition between each point.

4. State results and conclusions

5. Summarize

6. Close - relate the beginning of the presentation to the end

7. Questions - ask the audience if they have any questions

Commonly used phrases

         Introduce the topic

 Today, I will be talking about


 As you all know


 I’m going to take a look at/examine


 Today, I will be concentrating on


 Overview

 The issues I want to mention/discuss


 It is important to begin by saying


 There are a number of things to consider when looking at the issue of.

 It makes sense to start by


 Stating Points In my opinion

 I consider
important because


 In my view


 I think that


 The main reason I’ve chosen
is


 On the one hand
on the other hand


 An important point to consider is


 Adding more points

 Firstly


 First of all


 Secondly / Thirdly


 Finally


 In addition


 What is more


 Another point to consider is


 I’d like to move onto


 That’s all I have to say about that, now I’d like to move onto


 Now I’d like to look at ....
 This leads me to my next point


Summarizing

I’ve talked about ....
That brings me to the end of my


Well, that’s about it for now.

We’ve covered


To sum up


In general ..

On the whole


Relating end to the beginning

So I hope you’re clearer on


To return to the original question ..

So if we look at what I said in the beginning ....
Close

In conclusions then, it is clear that


To conclude, therefore, I would say that ..

Questions

Thank you for your attention, I’d be glad to answer any questions you might have.

Unable to answer questions

That’s an interesting question, I don’t actually know, but I’ll get back to you later. Good question! I really don’t know! What do you think?

Unfortunately I’m not the best person to answer that.

If things go wrong!

Let me say that another way


Perhaps I can rephrase that


Put another way, that means


What I mean to say is Answer Key Activity 2
Note that there are no categorical answers to these questions. The following are suggested

answers plus some possible reasons.

1. N - this will be boring for the audience

2. 0 - this could be negative if the presenter uses too many

3. N - this will interrupt the flow of the presentation

4. P
5. P
6. P
7. P
8. P
9. N - this is unnecessary as the audience can already see what is written

10. P - this will establish personal contact between the presenter and the audience

11. P - this will help to make the presentation clearer

12. N
13. 0 - this could be negative if the speaker is constantly moving as this could be distracting for the audience
14. N
15. P
16. P

17. P

Activity 3

1. All in all, however 2.On the other hand 3.Secondly; Furthermore

4.In the first place

5.Another problem is; Another advantage ... is

Activity 5

1.I’d like to begin

2. first and foremost

3. secondly

4. furthermore

5. as far as ... is concerned

6. apart from

7. however

8. for example 9.in addition 10.last but not least

Topic 10: Improving memory

Time: 80min Objectives:

· to discuss types of memory

· to create tips for developing memory

Cottrell S. (201, p. 203)11 The Study Skills Handbook. Palgrave Procedure
1. Memory test

Ask students if they have a good memory. After a short discussion tell students that you are going to check it. Draw their attention to the second slide of the PPT. Give one minute remember all the details. Tell that after one minute you will ask questions about the picture. After the time is over show the questions in the slides and give some time to answer them. Next, check the answers, ask students how many correct/incorrect answers they have. Point out students with the least amount of mistakes. Ask students how they managed to remember all details.

Alternatively, it is possible to distribute the picture and questions as handouts to students.

N. b.: it is individual task.

Answer key
	Question 1:
	bare feet

	Question 2:
	eating the grass

	Question 3:
	Suspenders

	Question 4:
	a hat

	Question 5:
	two

	Question 6:
	two feet on the ground

	Question 7:
	stormy grey

	Question 8:
	no leaves

	Question 9:
	red with white trim

	Question 10:
	on the left and on the right


2. Memory is Not Perfect -Things We Normally Forget

Slide 5- ask students what they often forget. Show slide 6 and ask students to mark them from the least to most frequent ones. Discuss their answers and then show Slide 6 to compare answers.

Tell that in order not to have problems with memory we need to improve it.

3. Tips for improving memory

Divide the students into 3 groups. Distribute each group a poster with markers. Tell students that they have 7-10 minutes to prepare a poster with different ideas on improving memory.

When students prepare the posters, tell them to stick the posters in different parts of the room (on the walls). Tell students to stand up and more around the room to see other groups’ posters. Give some minutes. When all students looked through all posters have a short feedback session. Ask if students found any new ideas; what they liked/didn’t like, agree/disagree with, etc. Next, show students PPP (Slide 7) with some ideas on improving memory. Compare the slides with students’ ideas.

4. Ways of memorizing information

Tell students that there are different ways of remembering information.

Divide students into groups of 6. Cut handout 2 into 6 parts. Distribute each student one part. Give 2 minutes to read. Help if necessary. After tell students to exchange their information. Next, ask some general questions about the information (what is acronym, what is acrostics, etc.)

5. Memory task

Tell students that in order to check how well they understood the lesson there is going to be a short memory test. Distribute handout 3 to each student. Tell that students have 3 minutes to remember all the words. After the time is over take the handouts and tell students they have 5 minutes to write down as many words as they could remember. After 5 minutes, return the handout and ask students to count how many words they could remember correctly. Find out students with the highest amount of correct answers. Ask those students how they managed to remember so many words.

Handouts Handout 1

Question 1:
The girl on the horse is wearing

cowboy boots
regular shoes bare feet

Question 2:
Her horse is

eating the grass looking at the horizon nosing her hand Question 3:
The man sitting on the ground is wearing

Suspenders overalls a coat

Question 4:
On the ground next to him is

a bucket
a hat a goose

Question 5:
How many animals are in the fenced-in pasture?

two
one
none

Question 6:
The dog has

four feet on the ground two feet on the ground no feet on the ground Question 7:
The sky is

stormy grey
clear blue not in the picture

Question 8:
The trees have

green leaves orange leaves
no leaves

Question 9:
The barns in the middle are painted

all red
red with white trim
gray with white trim

Question 10:
You can see a road

on the left
on the right
on the left and on the right

                                    Handout 2

	Visual image - Associate a visual image with a word or name to help you remember them better. Positive, pleasant images that are vivid, colorful, and three-dimensional will be easier to remember.
	To remember the name Rosa Parks and what she’s known for, picture a woman sitting on a park bench surrounded by roses, waiting as her bus pulls up.

	Acrostic (or sentence) - Make up a sentence in which the first letter of each word is part of or represents the initial of what you want to remember.
	The sentence “Every good boy does fine” to memorize the lines of the treble clef, representing the notes E, G, B, D, and F.

	Acronym - An acronym is a word that is made up by taking the first letters of all the key words or ideas you need to remember and creating a new word out of them.
	The word “HOMES” to remember the names of the Great Lakes: Huron, Ontario, Michigan, Erie, and Superior.

	Rhymes and alliteration - Rhymes, alliteration (a repeating sound or syllable), and even jokes are a memorable way to remember more mundane facts and figures.
	The rhyme “Thirty days hath September, April, June, and November” to remember the months of the year with only 30 days in them.

	Chunking - Chunking breaks a long list of numbers or other types of information into smaller, more
	Remembering a 10-digit phone number by breaking it down into three sets of numbers: 555-867-5309 (as opposed to
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	Mnemonic device
	Example

	manageable chunks.
	5558675309).

	Method of loci - Imagine placing the items you want to remember along a route you know well, or in specific locations in a familiar room or building.
	For a shopping list, imagine bananas in the entryway to your home, a puddle of milk in the middle of the sofa, eggs going up the stairs, and bread on your bed.


Handout 3

Look at the following list of words for 3 minutes. Then, write down as many of the words as you can without looking back at the list.

	knitting
	paper and pencils exams
	writing lines UK
	uniform

	be allowed to
	Indonesia
	suncream
	plenty of
	obligation

	Australia
	first hard-working
	invitation
	UAE income
	hostess

	sociable
	stereotype tolerant
	married
	holidays
	fun-loving

	shake hands
	business deal casual
	receive
	
	


Topic 11: C.R.E.A.M Strategy

Time: 80 min Objectives:

· to help learners to be aware of CREAM strategy and it role in language learning;

· to enable students to clearly understand the importance of each strategy in language learning

Cottrell S. (2013, p. 87)12
Procedure

Lead in

Time: 15 min

Materials: white board, white board marker Procedure:
Say that during the lesson students will explore effective learning strategies (what factors can influence it). Write some unfinished sentences and questions on board.

· A successful language learner is


· What helps them to be a succesful learner?

· What does the abbreviation C.R.E.A.M. stand for?

Give students some thinking time and then invite volunteers to share their ideas with the whole group. Ask them to explain their ideas. Write their answers on the board.

After the discussion explain that C.R.E.A.M. is an abbreviation for Creative, Reflective, Effective, Active and Motivated. CREAM is a useful strategy in learning for students. It helps in improving study skills to students and making their studies effective and productive. Students should incorporate these strategies in their studies.

Activity 1. Understanding the C.R.E.A.M. strategies.

Time: 30 min

Materials: Handout 1 Procedure:

Put students into five groups. Say that each group is going to read short text about one of the C.R.E.A.M. strategies. Give some time to read the material Invite groups to present their text and explain the importance of one of the given C.R.E.A.M. strategies in learning. After the short presentations ask the students to watch the video by Stella Cottrell.

Activity 2.

Time: 15 min Materials: Handout 2
Tell to your students that people devise many different strategies to help them to learn and a few of them will be given to them. Ask them to look through all the boxes and tick the box (es) that they could use. Ask them what other methods can they think of? (Handout 2)

Than distribute Handout 3 ask them to read questions which helps them to know the level of their motivation.

Check and discuss answers of students and then conclude the class by saying CREAM is a useful strategy in learning for students. It helps in improving study skills to students and making their studies effective and productive.

Handout 1. Activity 1. Understanding the C.R.E.A.M. strategies

Time: 30 min

CREAM LEARNING STRATEGY
CREAM is a learning strategy. It is a group of strategies that makes you a successful learner.
                The letter “C” stands for the word Creativity . Creativity is an intellectual inventiveness .    

                 A  creative person has confidence to use individual style in his work 
The letter “R” stands for Reflective. A reflective person analyzes and evaluates his own performance and draw lessons from it. To be a reflective person one should learn from his past experiences and apply them in future, he should learn from his mistakes and try not to repeat them.
Students should reflect on what they learn in class and private studies. This will help in evaluating the achievements they attain from the studies. It will also help in evaluating the understanding of the topic or subject and thus, device an appropriate studying method in case the targets are low.
        Effective
12 Cottrell S. The Study Skills Handbook. Palgrave, 2013.

 The letter “E” refers to the word effectiveness. An effective person organizes his space, time and priorities. Effective study skills must be practiced in order to be organized and improve your learning habits and styles. To be an effective learner one should set priorities of what to do first and what can be left for later, always make a schedule to study to save time; always take breaks in between your studies. In order to be effective, it is necessary to organize time and space. Time management is noteworthy since it helps in covering more work within a short time. Also, it is necessary to exempt moods from affecting personal studies. The mind should be focused to the studies.
                                                                 Active
The letter “A” stands for activeness. An active learner strategy is when you involve yourself personally in work, and then strives to make it happen. To be an active learner one should take part actively in all his projects, make group discussions, do a lot of research and keep moving to achieve a good result.
In order to be active in learning, it is crucial to take lessons from the studies that are applicable in real life. This can be done by relating what is learnt in class with a real life situation. Moreover, reading appropriate materials helps in maintaining activeness in personal studies.

Motivation
The letter “M” stands for motivated. A motivated learning strategy is when you enjoy learning. To be a motivates learner one should always find ways to make
your learning fun and interesting, always think about your goals and keep on working and always think positive, encouraging yourself to do better.
One method of maintaining motivation is setting achievable goals. The goals should be realistic and achievable within the set time limits. Good grades are also indispensable in enhancing motivation in personal studies since they are rewards for success in education. Furthermore, enjoying personal studies increases motivation to read.
Topic 12: Core research skills: Improving Reading Skills

Time: 80 min Objectives:

· to practice skimming and scanning techniques

· to be aware of effective reading strategies

· to be aware of note taking strategies

Cottrell S. (2013, p.153)13 Procedure
Activity 1Warm-up: Guess the celebrity

Time: 10 min.

Procedure: Distribute a card with the name of one famous person to each student. Students can’t see the name because it is on the back side. All students should stand up and move around the classroom asking 5 “w & h” questions from each other in order to find out who they are.

Activity 2|Watching the video about Reading

Time: 15 min

Procedure: Introduce the topic to sts by asking the following questions:

· What do you understand by Reading?

· What is the role of reading in language learning?

· What types of reading have you experienced?

Elicit the answers from sts and explain that they are going to watch a video about reading types. Ask them to take notes while watching the video because they have to answer the questions after watching. Get the sts ready and play on the video. After they have watched the video ask and discuss the following questions with sts:

· How reading is important in language learning?

· What is intensive reading?

· What is extensive reading?

· What is the main difference between intensive and extensive reading?

· Which type of reading based on short text? And which uses longer text?

· What is Tip 2 for Extensive reading?

· What does parallel reading mean?

Activity 3| Exploring Reading Strategies

Time: 20 min.

Procedure: ask the following questions:

· How often do you read? Every day/ once a week/ once a month?

· What do you usually read in everyday life?

· Do you consider yourself as a good reader?

Elicit the answers from students and introduce the topic of the lesson. Explain to students that today they are going to learn what is reading and what strategies of reading do we have.

· Distribute Text 1 to read and collect it in 15 seconds. Ask the post-reading question. Ask what impressions did SS have when they read. Tell this style of reading is called skimming.

· Distribute Text 2 to read and collect it in 1 minute. Ask the post-reading questions. Check whether it’s possible to answer them after such a little exposure. Distribute the questions and ask to repeat the procedure. Ask whether it became easier now. Tell this type of reading is called scanning.

· Go through Tips for Improving Reading Skills handout by getting the students to read its parts in turns and discussing each part.

Activity 4| Six Reading Myths

Time: 15 min.

Procedure: - Put sts in pairs or trios and give each pair one of the Six Reading Myths. Ask each pair to read about their myth and to present it to the whole class. Have a discussion on other myths about reading or ask students whether they have their personal myths about reading.

Activity 5| Presentations

Time: 10 min.

Procedure: - Demonstrate two PDF Slideshows and ask to take notes.

Activity 6 | The Pivotal Words                             Time: 5 min.

Time: 5 min.

Procedure: - Distribute The Pivotal Words handout, discuss several of its groups of items and assign students to read it at home, as it is simple enough for not explaining it
Summary: 5 min.

- Distribute handouts about reading (information about reading taken from different sources) to sts and assign to read all at home because next lesson they have to discuss the ideas given taken from different sources.

Handouts for Reading Text 1 Skimming exercise

Skim through the following reading selection in only 15 seconds. Read only for the main ideas.

ASTRONOMERS ARE CERTAIN THAT THE MOON CANNOT SUSTAIN LIFE AS WE KNOW IT ON EARTH.

IN THE FIRST PLACE, THE MOON IS AIRLESS. More accurately, it may have a very thin atmosphere - between 1/10,000 and 1/1,000,000 as dense as that on earth - but this amount would be little better than none at all. It is not enough to breath or to carry sound.

SECONDLY, THE MOON LACKS WATER. If the moon ever had water, it has long since disappeared and now there are no lakes, no rivers, and (despite names such as the Sea of Tranquility) no oceans. Without any atmosphere, water would turn to vapor. Because the moon’s gravity is much too weak to hold vapor on its surface, it would float away into space.

THIRDLY, WITHOUT AIR OR WATER, THE MOON HAS NO WEATHER. Clouds, rain or snow never appear in the sky or moisten its surface. The moon is a dry, dead, weather less world.

FINNALLY, TEMPERATURES ON THE MOON ARE EXTREMES OF HOT AND COLD. Days there are 28 earth days long; therefore, periods of daylight and darkness last two weeks each. For 14 days one side of the moon bakes in the sun while the other side freezes in darkness.

BECAUSE THE MOON IS AN AIRLESS SATELLITE WITH HARSH EXTREMES OF TEMPERATURE, NO KIND OF LIFE AS WE KNOW IT ON EARTH COULD POSSIBLY EXIST THERE.

Now answer the following question: What are four reasons why astronomers do not believe life exists on the moon?

Text 2

Scanning exercise

Exercise 1

In the following list of Roman emperors, skim to locate the name of the emperor who lived in A.D. 57:
A.D. 14-37 Tiberius 37- 41 Califula

	41-54
	Tiberius

	54-68
	Nero

	68-69
	Galba

	69
	Otho

	69
	Vitellius

	69-79
	Vespasian


Ex. 2. In the following list of abbreviations of languages, skim to find answers to the following questions.

1. What does the abbreviations Hind. Stand for?

2. What is the abbr. of Sanskrit?

3. Which language had a longer historical period, Middle English or Middle French?

4. Is G the abbr. of German, Germanic, gothic, or Greek?

5. How many different abbr. refer to some historical periods of Latin?

	AF
	Anglo-French
	ME
	Middle English ( 1100-1500)

	Amer. Ind.
	American Indian
	MF
	Middle French (1400-

	1600)
Ar.
	Arabic
	Mex.
	Mexican

	Aram.
	Aramaic
	MGk.
	Medieval Greek (700-1500)

	D
	Dutch
	ML
	Medieval Latin (700-1500)

	Egypt.
	Egyptian
	OE
	Old English (before 1100)

	F
	French
	OF
	Old French (before 1400)


TIPS FOR IMPROVING READING SKILLS

Reading skills play an important role in your way to become an effective learner of
English. It is a source of information that helps broaden your outlook, it can also
help build your vocabulary and influences the language structures you use. To
become a good reader in English, you should also develop skills that will help you
deal with reading tasks more effectively.

The following tips might help you in this.

Before you deal with any kind of reading, identify the purpose
by asking yourself a question, such as Why am I reading this? It
will help you to orientate in the reading process.

Try to predict what the text is going to be about by looking at
the illustrations or the title of the text. This way you will know
what kind of reading it is going to be and what kind of
vocabulary to expect from the text (for example, academic or
newspaper).

If you are doing a reading task in the course book or in a test,
make sure you read the instructions carefully. They will guide
and focus your attention on what exactly is required from you.

The purpose of your reading, defines how you read and the technique you apply. The following techniques will help you to read more effectively and maximise the time you spend on the tasks.

Skimming is reading quickly to get the general idea of the text, for example when you are reading a newspaper article;

Scanning is reading quickly to find some specific information, for example when you are looking through a telephone book looking for the phone number of a certain person or time-table to find particular date/time;

Intensive reading is reading attentively, focusing on every word in the text, for example, when you read a contract to understand every detail.

While skimming:

· Don’t try to read and understand every word. Browse through paragraphs.

· Read the first and the last sentence of a paragraph because usually these contain the main idea. Introductory paragraph usually contains the topic of the reading passage.

· Conclusion usually summarizes the whole texts, so make sure you read it as well.

· Look for highlighted or italicized information. Skim text for content by looking for key words and phrases that are used throughout the passage. Most texts will highlight the important words by putting them in bold type.

· Pay attention to subheadings. They are basically giving you an outline of the information.

When scanning:

· DON'T read every word.

· Keep in mind what you want to find in a text, e.g. names, dates, figures and so on

· Look for key words (you might highlight or underline them).

· Pay attention to the headings as they serve as guides to where the required
information can be found.

· Look for the author's use of organisers such as the following words: first,
second, or next and finally. They point out to the ideas in the text. (optional)
· Knowing the structure and the text type, e.g. cause/effect, a scientific
article, a letter will help you to locate the information more easily.

· When you have done your search, you might need to come back and re-read
the part of the text for a better understanding. In this case you will have to
read intensively.

Speed reading

To read faster and maximise your reading time, consider the following tips:

· Don’t try to mouth or whisper every word as it slows down your reading

significantly.

· Don’t move your finger, pencil under the line as you read it might distract
your attention and cause you to read the same words again.

· Don’t read word for word, rather read a set of words and phrases at once.

· Look for words that are bold faced, italicised, or in a different font size,
style, or colour. Sometimes the author will put key ideas in the margin.

· Jump over unimportant words (non-essential to understanding, like the, a,
and).This way your reading speed will increase.

Enhancing your reading experience

Reading can contribute to your overall language skill development. The following

tips will help you to read more actively and practise other skills as

well.

Working with a partner(s) can enhance your reading skills

· Choose an article or a book both of you read,

· Prepare the questions for each other about the content of the text

· Exchange the questions you have prepared

· Analyse the article or discuss it

· Join LC Readers’ Club because it offers an opportunity for you to get acquainted with new authors, new genres and at the same time to improve your reading as well as speaking and listening skills. Reader’s club members meet once a month to share reading experiences with each other. Please consult LC Counsellor or LC Schedule of Events to see the closest date of a RC

· Write a review to the books you enjoyed reading. For example, what the book is about, your impressions, what you learned from it, and would you recommend in to others.

Remember that reading skills play a great role in your becoming a good learner of English. Moreover, it develops your critical thinking. Make reading your habit. Always have something to read in English in your bag. Take a chance to read whenever you have spare time, when you ride a bus or a metro or waiting for someone.

For practising and improving your reading skills, refer to the grid below that will guide you to necessary resources.

Six Reading Myths

MYTH 1: I HAVE TO READ EVERY WORD

Many of the words used in writing grammatically correct sentences actually convey no meaning. If, in reading, you exert as much effort in conceptualizing these meaningless words as you do important ones, you limit not only your reading speed but your comprehension as well.

MYTH 2: READING ONCE IS ENOUGH

Skim once as rapidly as possible to determine the main idea and to identify those parts that need careful reading. Reread more carefully to plug the gaps in your knowledge.

Many college students fell that something must be wrong with their brain power if they must read a textbook chapter more than once. To be sure, there are students for whom one exposure to an idea in a basic course is enough, but they either have read extensively or have an excellent background or a high degree of interest in the subject.

For most students in most subjects, reading once is not enough. However, this is not to imply that an unthinking Pavlovian-like rereading is necessary to understand and retain materials. Many students automatically regress or reread doggedly with a self-punishing attitude. ("I didn't get a thing out of that paragraph the first time, so if I punish myself by rereading it maybe I will this time.") This is the hardest way to do it.

Good reading is selective reading. It involves selecting those sections that are relevant to your purpose in reading. Rather than automatically rereading, take a few seconds to quiz yourself on the material you have just read and then review those sections that are still unclear or confusing to you.

The most effective way of spending each study hour is to devote as little time as possible to reading and as much time as possible to testing yourself, reviewing, organizing, and relating the concepts and facts, mastering the technical terms, formulas, etc., and thinking of applications of the concepts-in short, spend your time learning ideas, not painfully processing words visually.

MYTH 3: IT IS SINFUL TO SKIP PASSAGES IN READING

Many college students feel that it is somehow sinful to skip passages in reading and to read rapidly. We are not sure just how this attitude develops, but some authorities have suggested that it stems from the days when the Bible was the main book read, savored, and reread. Indeed, the educated person was one who could quote long passages from these books from memory.

Today proliferation of books and printed matter brought about by the information explosion creates a reading problem for everyone. Furthermore, much of this printed material offers considerably less than Shakespeare or the Bible in meaning or style. You must, of course, make daily decisions as to what is worth spending your time on, what can be glanced at or put aside for future perusal, and what can be relegated to the wastebasket.

The idea that you cannot skip but have to read every page is old-fashioned. Children, however, are still taught to feel guilty if they find a novel dull and out it down before finishing it. I once had a student who felt she could not have books in her home unless she had read every one of them from cover to cover. Studies show that this is the reason many people drop Book-of-the-Month Club subscriptions; they begin to collect books, cannot keep up with their reading, and develop guilty feelings about owning books they have not had time to read. The idea that some books are used merely for reference purposes and are nice to have around in case you need them seems to be ignored in our schools. Sir Francis Bacon once said that some books are to be nibbled and tasted, some are to be swallowed whole, and a few need to be thoroughly chewed and digested no matter how trivial the content. No wonder many people dislike reading.

MYTH 4: MACHINES ARE NECESSARY TO IMPROVE MY READING SPEED

Nonsense! The best and most effective way to increase your reading rate is to consciously force yourself to read faster. Machines are useful as motivators, but only because they show you that you can read faster without losing understanding. Remember that they are inflexible, unthinking devices that churn away at the same rate regardless of whether the sentence is trivial or vital, simple or difficult. They are limited too, for if you are practicing skimming, you are looking for main ideas so that you can read more carefully. Since these may not be located in a definite pattern (e.g. one per line) nor be equally spaced so that the machine can conveniently time them, machines may actually slow you down and retard the speed with which you locate the ideas that you need for understanding. If you find yourself in need of a pusher, use a 3x5 card as a pacer, or use your hand, or your finger. However, there is one caution you should observe if you try this. Be sure that your hand or finger or card is used to push, not merely to follow your eyes.

MYTH 5: IF I SKIM OR READ TOO RAPIDLY MY COMPREHENSION WILL DROP

Many people refuse to push themselves faster in reading for fear that they will lose comprehension. However, research shows that there is little relationship between rate and comprehension. Some students read rapidly and comprehend well, others read slowly and comprehend poorly. Whether you have good comprehension depends on whether you can extract and retain the important ideas from your reading, not on how fast you read. If you can do this, you can also increase your speed. If you "clutch up" when trying to read fast or skim and worry about your comprehension, it will drop because your mind is occupied with your fears and you are not paying attention to the ideas that you are reading. If you concentrate on your purpose for reading -- e.g. locating main ideas and details, and forcing yourself to stick to the task of finding them quickly -- both your speed and comprehension could increase. Your concern should be not with how fast you can get through a chapter, but with how quickly you can locate the facts and ideas that you need.

MYTH 6: MY EYES SLOW ME DOWN IN READING

This belief is nonsense too, assuming that you have good vision or wear glasses that correct your eye problems. Of course, if you cannot focus your eyes at the reading distance, you will have trouble learning to skim and scan. Furthermore, if you have developed the habit of focusing your eyes too narrowly and looking at word parts, it will be harder for you to learn to sweep down a page of type rapidly. Usually it is your brain, not your eyes that slows you down in reading. Your eyes are capable of taking in more words than your brain is used to processing. If you sound out words as you read, you will probably read very slowly and have difficulty in skimming and scanning until you break this habit.

The Pivotal Words

of the same coming up. It's just as important as

further
moreover

furthermore too in addition

Repetitive words

They say, "I said it once, but I'm going to say it again in case you missed it the first time."

again
in other words

to repeat
that is(i.e.)

Contrast and change words

"So far I've given you only one side of the story; now let's take a look at the other side."

but

conversely

despite

however

nevertheless

on the contrary
on the other hand
instead of
rather than
even though

still

though

yet

regardless

whereas

Cause and effect words

"All this has happened; now I'll tell you why."
	accordingly
	since
	then

	because
	so
	thus

	consequently
	hence
	therefore

	for this reason
	
	


Qualifying words

These say, "Here is what we can expect. These are the conditions we are working under."

if
although
unless

providing
whenever

Concession words

They say, "Okay! We agree on this much."

accepting the data granted that of course

Emphasizing words

They say, "Wake up and take notice!"

above all
more important
indeed

Order words

The author is saying, "You keep your mind on reading: I'll keep the numbers
	straight."
finally
	second
	
	then

	first
	next
	last
	


Time words

"Let's keep the record straight on who said what and especially when." 

afterwards
meanwhile
now

before
subsequently
presently

      formerly
ultimately
previously
later


Summarizing words

These say, "We've said many things so far. Let's stop here and pull them together."

for these reasons in brief in conclusion
to sum up

Topic 13: Research Projects, Case Studies and Dissertations Time: 80 min Objectives:

· to help students recognise the factors to consider when choosing an appropriate topic and title for their research proposals

· to help students to be aware of research strategies and consider different research strategies to use for their assignments

· to help students to be .aware of types and characteristics of case study

Cottrell S. (2013, p. 339)14
Procedure

Lead in

Tell your learners that you are going to discuss three terms with them. Put the words research projects, case study and dissertation on the board and ask your learners what they know about these terms. Elicit different answers of your learners, write them on board.

After the discussion tell students that they will be given different research based tasks by the end of their study years.

Activity 1. Why do Research? (©), (© ©)

Time: 30 min Materials: Handout 1 Procedure:

Tell students there are several reasons why they will do projects based on research works. Distribute handout 1 and ask students to read the text about doing research for identifying reasons of doing research.

Tell participants to discuss the reasons which identify in pairs for about 5 minutes. Activity 2. Identifying Research strategies (©), (© ©)

Time: 20 min

Materials: Video material #1, Blank sheets of papers, Handout 2.

Procedure:

Let your students know that there are several effective strategies of doing research based projects. Tell them that they will watch the video material about Research Strategies, distribute blank sheets of papers and ask them to write the thing what they have to do while doing research watching video.

After watching the video elicit different answers of your students, ask write some of their answers on board and say that they are strategies of doing research. Then give out a copy of handout 2 to each student.

Activity 3. Projects and dissertations: understanding the process (©), (© ©) Time: 20 min

Materials: Video material #2, Handout 3.

Procedure:

Tell students that completing project reports and dissertations requires careful management. The first step is to understand that process, from start to finish. Say that they will again watch the video about one of the main aspects of the research and steps of conducting it. Ask your learners to take some notes.

Handout 1(Learning the Conventions or academic writing pp 5-8)

Handout 2 Research Strategies.

1. Decide on topic.

2. Clarify exactly what you are setting out to investigate and demonstrate.

3. Specify your research questions and title precisely.

4. Write your research or project hypothesis / thesis as required.

5. Decide your research strategies and methodology.

Using your project brief and this process list as guidelines:

Handout 3 Projects and dissertations: understanding the process (The Study Skills Handbook pp 343- 344 )

1. Organisation and planning

Using your project brief and this process list as guidelines:

o List everything you need to do up to the end of the process o Agree how you will work with your supervisor o Draw up an action plan o Schedule each step in your diary o Plan in support from peers

o Book facilities for binding your dissertation, if required.

2. Prepare the groundwork

o Literature search: survey the field for ideas and suitable background reading.

o Brainstorm potential topics o Focus your reading on likely topics o Check potential topics for feasibility o Consider ethical implications of each o Narrow your list of topics.

3. Decide on topic, title and research strategy

o Decide on a topic

o Clarify exactly what you are setting out to investigate and demonstrate

o Specify your research question or title precisely o Write a project hypothesis/thesis statement as required o Decide your research strategy and methodology.

Topic 14: Avoiding Plagiarism

Time: 80min Objectives:

· to introduce the tips for avoiding plagiarism

· to practice summarizing skills

· to find out how to make correct citations use APA and MLA styles in bibliography

Activity 1 Procedure:

Ask students whether they know what plagiarism is, what causes it, what are some possible consequences of it, etc.

What is Plagiarism?   
It is the                                          Buying, stealing, or borrowing a

uncredited use       paper
              (both intentional             (including, of
                      unintentional) of      course, copying
                          somebody           entire paper
   words or I                                     Plagia           article from

                                                  rism
 Copying 
sections                                  Hiring
text from a                            someone to                                             
source without                   write your
quotation marks   or proper

                             citation

Activity 2 Procedure:

Give some tips on avoiding plagiarism. Present a brief list of what needs to be credited or documented and certain things that do not need documentation or credit.

How to avoid plagiarism?
Academic Skills Center, Dartmouth College 2001

No words are as helpful while reading as the prepositions and conjunctions that
guide your mind along the pathways of the author's ideas. A word like
furthermore says, "Keep going!" However says, "Easy!" Master these words and
phrases and you will almost immediately become a better reader, for they will
whisper directions in your inner ear.

Additive words

These say, "Here's more
what we have already said."
also
and

besides

Equivalent words

They say, "It does what
I have just said,
but
it does this too."

as well as
at the same time
similarly

equally important likewise

Amplification words

The author is saying, "I want to be sure that you understand my idea; so
here's a specific instance."

for example(e.g.)
specifically
as

for instance
such as
like

Alternative words

These point out, "Sometimes there is a choice; other times there isn't."
either/or
other than

neither/nor
otherwise

You deplore the demonstrations taking place in Birmingham. But your statement, I am sorry to say, fails to express a similar concern for the conditions that brought about the demonstrations. I am sure that none of you would want to rest content with the superficial kind of social analysis that deals merely with effects and does not grapple with underlying causes. It is unfortunate that demonstrations are taking place in Birmingham, but it is even more unfortunate that the city's white power structure left the Negro community with no alternative.

1. Martin Luther King was certain that nobody would want to be contented with a surfacy type of social analysis that concerns itself only with effects and doesn't deal with root causes.

2. Martin Luther King wrote that the city of Birmingham's "white power structure" left African-Americans there "no alternative" but to demonstrate ("Letter from the Birmingham Jail" para. 5).

3. In "Letter from the Birmingham Jail," King writes to fellow clergy saying that although they "deplore the demonstrations taking place in Birmingham, your statement fails to express a similar concern for the conditions that brought about the demonstrations."

4. My friend Kara told me that she loves living so close to the ocean.

5. Americans are guaranteed the right to freely gather for peaceful meetings.18
Activity 3 Procedure:

[image: image19.jpg]A brief list of what needs to

be credited or documented:

Words or ideas presented in a magazine, book, newspaper, song, TV
program, movie, Web page, computer program, letter, advertisement, or
any other medium

Information you gain through interviewing or conversing with another
person, face to face, over the phone, or in writing

When you copy the exact words or a unique phrase

When you reprint any diagrams, illustrations, charts, pictures, or other visual
materials

When you reuse or repost any electronically-available media, including
images, audio, video, or other media

There are, of course, certain things
that do not need documentation or

credit, including:

Writing your own lived experiences, your own observations and insights, your own
thoughts, and your own conclusions about a subject

When you are writing up your own results obtained through lab or field experiments

When you use your own artwork, digital photographs, video, audio, etc.

When you are using "common knowledge,” things like folklore, common sense
observations, myths, urban legends, and historical events (but not historical documents)

When you are using generally-accepted facts, e.g., pollution is bad for the environment,
including facts that are accepted within particular discourse communities, e.g., in the
field of composition studies, "writing is a process" is a generally-accepted fact.





Safe Practices

Most students, of course, don't intend to plagiarize. Mistakes in citation and crediting can still happen, so here are certain practices that can help you not only avoid plagiarism, but even improve the efficiency and organization of your writing.

Best Practices for Reading and Note-Taking

· In your notes, always mark someone else's words with a big Q, for quote, or use big quotation marks

· Indicate in your notes which ideas are taken from sources with a big S, and which are your own insights (ME)

· When information comes from sources, record relevant documentation in your notes (book and article titles; URLs on the Web)

Writing Paraphrases or Summaries

· Use a statement that credits the source somewhere in the paraphrase or summary, e.g., According to Jonathan Kozol, ....

· If you're having trouble summarizing, try writing your paraphrase or summary of a text without looking at the original, relying only on your memory and notes

· Check your paraphrase or summary against the original text; correct any errors in content accuracy, and be sure to use quotation marks to set off any exact phrases from the original text

· Check your paraphrase or summary against sentence and paragraph structure, as copying those is also considered plagiarism.

· Put quotation marks around any unique words or phrases that you cannot or do not want to change, e.g., "savage inequalities" exist throughout our educational system (Kozol).

Writing Direct Quotations

· Keep the source author's name in the same sentence as the quote

· Mark the quote with quotation marks, or set it off from your text in its own block, per the style guide your paper follows

· To shorten quotes by removing extra information, use ellipsis points (...) to indicate omitted text, keeping in mind that:

o Three ellipsis points indicates an in-sentence ellipsis, and four points for an ellipsis between two sentences

· To give context to a quote or otherwise add wording to it, place added words in brackets, []; be careful not to editorialize or make any additions that skew the original meaning of the quote—do that in your main text, e.g.,

o OK: Kozol claims there are "savage inequalities" in our educational system, which is obvious.

o WRONG: Kozol claims there are "[obvious] savage inequalities" in our educational system.

· Use quotes that will have the most rhetorical, argumentative impact in your paper; too many direct quotes from sources may weaken your credibility, as though you have nothing to say yourself, and will certainly interfere with your style

Writing About Another’s Ideas

· Note the name of the idea's originator in the sentence or throughout a paragraph about the idea

· Use parenthetical citations, footnotes, or endnotes to refer readers to additional sources about the idea, as necessary

· Be sure to use quotation marks around key phrases or words that the idea's originator used to describe the idea

Maintaining Drafts of Y our Paper: Keep copies of your drafts in case if you are

accused of plagiarism and don’t leave a copy of your work in a computer lab.

Read over each of the following passages, and respond on your own or as a class as to whether or not it uses citations accurately. If it doesn't, what would you do to improve the passage so it's properly cited?

1. Last summer, my family and I traveled to Chicago, which was quite different from the rural area I grew up in. We saw the dinosaur Sue at the Field Museum, and ate pizza at Gino's East.

2. Americans want to create a more perfect union; they also want to establish justice, ensure domestic tranquility, provide for the common defense, promote the general welfare, and secure the blessings of liberty for everybody.

3. I find it ridiculous that 57% of high school students think their teachers assign too much homework.

must be identical to the original, using a narrow segment of the source. They must match the source document
word for word and must be attributed
to the original author 
Numbers 4, 5, and 6 all refer to the following passage from Martin Luther King's "Letter from the Birmingham Jail":

Present information about quoting, paraphrasing and summarizing. Bring some written works and practice writing about them using quoting, paraphrasing and summarizing

What are the differences among quoting, paraphrasing, and summarizing?
These three ways of incorporating other writers' work into your own writing differ according to the closeness of your writing to the source writing.

Summarizing
Summarizing   
                            PARAPHRASING                                               QUOTATIONS

                  involves putting a passage from
          source material into your own words.
           A paraphrase must also be attributed
            to the original source. Paraphrased
             material is usually shorter than the
           original passage, taking a somewhat
             broader segment of the source and
                     condensing it slightly.
                           How to use quotations, paraphrases, and summaries

Practice summarizing the following essay, using paraphrases and quotations as you go. It might be helpful to follow these steps:

·         Read the entire text, noting the key points and main ideas.

· Summarize in your own words what the single main idea of the essay is.

· Paraphrase important supporting points that come up in the essay.

· Consider any words, phrases, or brief passages that you believe should be quoted directly.

Some examples to compare

The original passage:

Students frequently overuse direct quotation in taking notes, and as a result they overuse quotations in the final [research] paper. Probably only about 10% of your final manuscript should appear as directly quoted matter. Therefore, you should strive to limit the amount of exact transcribing of source materials while taking notes. Lester, James D. Writing Research Papers. 2nd ed. (1976): 46-47.

        A legitimate paraphrase:

In research papers students often quote excessively, failing to keep quoted material down to a desirable level. Since the problem usually originates during note taking, it is essential to minimize the material recorded verbatim (Lester 46-47).

An acceptable summary:

Students should take just a few notes in direct quotation from sources to help minimize the amount of quoted material in a research paper (Lester 46-47).

A plagiarized version:

Students often use too many direct quotations when they take notes, resulting in too many of them in the final research paper. In fact, probably only about 10% of the final copy should consist of directly quoted material. So it is important to limit the amount of source material copied while taking notes.

Sample Essay for Summarizing, Paraphrasing, and Quoting

The following is a sample essay you can practice quoting, Examples of each task are provided at the end of the essay for further reference.

Activity 4

Procedure:

Ask students to read the passage and provided examples of quoting, paraphrasing, and summarizing and to write their own examples.

So That Nobody Has To Go To School If They Don’t Want To

by Roger Sipher

A decline in standardized test scores is but the most recent indicator that American education is in trouble.

One reason for the crisis is that present mandatory-attendance laws force many to attend school who have no wish to be there. Such children have little desire to learn and are so antagonistic to school that neither they nor more highly motivated students receive the quality education that is the birthright of every American.

The solution to this problem is simple: Abolish compulsory-attendance laws and allow only those who are committed to getting an education to attend.

This will not end public education. Contrary to conventional belief, legislators enacted compulsory-attendance laws to legalize what already existed. William Landes and Lewis Solomon, economists, found little evidence that mandatory- attendance laws increased the number of children in school. They found, too, that school systems have never effectively enforced such laws, usually because of the expense involved.

There is no contradiction between the assertion that compulsory attendance has had little effect on the number of children attending school and the argument that repeal would be a positive step toward improving education. Most parents want a high school education for their children. Unfortunately, compulsory attendance hampers the ability of public school officials to enforce legitimate educational and disciplinary policies and thereby make the education a good one.

Private schools have no such problem. They can fail or dismiss students, knowing such students can attend public school. Without compulsory attendance, public schools would be freer to oust students whose academic or personal behavior undermines the educational mission of the institution.

Has not the noble experiment of a formal education for everyone failed? While we pay homage to the homily, "You can lead a horse to water but you can't make him drink," we have pretended it is not true in education.

Ask high school teachers if recalcitrant students learn anything of value. Ask teachers if these students do any homework. Quite the contrary, these students know they will be passed from grade to grade until they are old enough to quit or until, as is more likely, they receive a high school diploma. At the point when students could legally quit, most choose to remain since they know they are likely to be allowed to graduate whether they do acceptable work or not.

Abolition of archaic attendance laws would produce enormous dividends.

First, it would alert everyone that school is a serious place where one goes to learn. Schools are neither day-care centers nor indoor street corners. Young people who resist learning should stay away; indeed, an end to compulsory schooling would require them to stay away.

Second, students opposed to learning would not be able to pollute the educational atmosphere for those who want to learn. Teachers could stop policing recalcitrant students and start educating.

Third, grades would show what they are supposed to: how well a student is learning. Parents could again read report cards and know if their children were making progress.

Fourth, public esteem for schools would increase. People would stop regarding them as way stations for adolescents and start thinking of them as institutions for educating America's youth.

Fifth, elementary schools would change because students would find out early they had better learn something or risk flunking out later. Elementary teachers would no longer have to pass their failures on to junior high and high school.

Sixth, the cost of enforcing compulsory education would be eliminated. Despite enforcement efforts, nearly 15 percent of the school-age children in our largest cities are almost permanently absent from school.

Communities could use these savings to support institutions to deal with young people not in school. If, in the long run, these institutions prove more costly, at least we would not confuse their mission with that of schools.

Schools should be for education. At present, they are only tangentially so. They have attempted to serve an all-encompassing social function, trying to be all things to all people. In the process they have failed miserably at what they were originally formed to accomplish.

Example Summary, Paraphrase, and Quotation from the Essay:

Example summary: Roger Sipher makes his case for getting rid of compulsory- attendance laws in primary and secondary schools with six arguments. These fall into three groups—first that education is for those who want to learn and by including those that don't want to learn, everyone suffers. Second, that grades would be reflective of effort and elementary school teachers wouldn't feel compelled to pass failing students. Third, that schools would both save money and save face with the elimination of compulsory-attendance laws (Page #).

Example paraphrase: Roger Sipher concludes his essay by insisting that schools have failed to fulfill their primary duty of education because they try to fill multiple social functions (Page #).

Example quotation: According to Roger Sipher, a solution to the perceived crisis of American education is to "Abolish compulsory-attendance laws and allow only those who are committed to getting an education to attend" (Page#).
Your example:
Topic 15: Preparing for Exams and Tests: Managing Stress

   Time: 80min

Lesson Objectives:

· to discuss ways of test preparation

· to create tips for stress management

Cottrell S. (2013, p. 367)20
Procedure

1. Introduction

Ask students what they think about exams; how they feel during exams, what is the purpose of conducting exams/tests. After the discussion introduce the topic of the lesson.

Suggested answers:

The purpose of exams: The main purpose of exams is for lecturers to check that you understand the work covered on the course and to ensure that the work which demonstrates this is entirely your own. Preparing for exams involves a high release of energy and an unusual degree of focus. These produce a very intense kind of learning that is not easy to reproduce under any other conditions.

Some advantages of examinations: There are some positive benefits from exams!

· You cannot be expected to give very long or detailed answers in exams: you need to use less information than in a comparable piece of coursework. As a result, less in-depth research and reading may be needed than if you were set additional coursework.

· You don't have to write out references or bibliographies in full at the end.

· Examiners are generally more sympathetic about weak presentation, minor grammatical errors, spellings, and forgotten details than lecturers are for coursework.

· Compared with continual assessment, there is less pressure on you throughout the year.

1. In the exam

Divide students into groups of four. Give each student a part of the Handout 2. Give

some time to read. When they finish, tell students to exchange the information within the

groups.

2. Types of test questions and strategies for answering them

Ask students what kinds of questions can be used in the test. After a short discussion tell that there are different types of test questions and ways of answering them. Use PPT to introduce the information.

3. Self-check

Finally give students Handout 3 (Exam Strategy). Tell that during an exam, they can check how well students are doing in the test using this self​evaluation.

4. Ask students if they feel stressed before or during exams. Distribute Handout 4 (Spot the signs). Ask students to answer the questions. Tell students that if most of the questions have positive answer, students suffer from stress.

Distribute Handout 5 (Managing stress). Give student 2-3 minutes to fill in the diagram with tips and advice how to fight stress. Tell that students should divide their ideas into 5 groups. When students finish collects ideas from different groups and show last slides of PPT. compare students’ ideas with the information given in the slides.

5. Common pitfalls in examinations

Ask students what kind of problems can be made during or before the exam. Have a short discussion. Distribute Handout 1 (cut into 10 parts), give each student one part. If there are more than 10 students give one part to two students. Give a couple of minutes to read the information. As soon as students finish, they’ll need to retell the information to the class. Show each problem on PPP.

6. Preparing for exams

Divide students into groups, ask them to brainstorm ways/techniques of preparing for exams. Give each team a poster and markers. Tell that students have 10 minutes to prepare their posters. When students finish, ask one representative from each group to come out and present their ideas. After the presentations draw students’ attention to the PPT with some additional ideas.

                       Handouts 

                         Handout 1

                           Common pitfalls in           and how to avoid them            

                               examinations

	1 Leaving revision until the last minute.
	· When planning and reading for a part of the course write
alternative essay titles on separate pages jot brief notes, or page references to material under each title
· Make your notes readable attractive and visually compelling as
you go through the course - this builds the memory
· Start to over-learn names dates and key points early in the year,
using notes or 'flash cards' in spare moments Even if you forget them they will be easier to learn a second time round.
· Regin intense revision about four weeks before the exam.
· Read the sections on 'Exams' well before the exam.

	2 Reading
	• Use creative and interactive strategies This keeps your mind

	through notes over and over again.
	alert and helps to integrate information
· Instead of just reading read in order to find out The best way to
do this is to look for material related to possible exam answers. Ask in the library for past exam papers for your course, and invent your own questions
· Discussing past exam questions with friends makes this process
more interesting
· Time yourself writing some essays without looking at your
notes This not only shows you which areas need more work but helps to increase your handwriting speed and your ability to think and write under pressure.

	3 Writing notes
	• This can he a good strategy if you learn through 'motor

	out over and over again.
	memory' Working to different essay plans keeps the information fresh and develops your thinking about the subject
· Some people find that rewriting notes interferes with visual
recall of their original set of notes For them it is preferable to
develop one good complete set of notes, plus a series of flash
cards
· Reduce information to a series of memory triggers. Reduce a set
of triggers to one key word or image.

	4 Writing out essavs and learning them off by heart.
	his is time-consuming and counter-productive - it is unlikely that the identical question will come up in your exam It is better to spend time reflecting on and practising a range of answers so that you over-learn the material You will then be able to work with it flexibly during the exam, selecting exactly what you need for the exact title given.

	5 Finding ways of putting off revision (such as 'urgent' things that need to be done, watching TV, or chatting with friends or family).
	· Make a revision timetable which leaves empty spaces to cater for real emergencies. Do a spell of revision before each 'urgent task'
· Use watching television or other distractions as a reward - put them in your timetable
· You may be missing company Have a go at revising with other students or involve others in your revision Explain a subject to them - can they understand your explanation? Ask them to test you on your memory triggers, or to ask you questions from your notes.

	6 '1 can't force myself back to study.'
	• Rather than 'forcing' yourself encourage and entice yourself to study through short-term goals, challenges, creativity, and studying with others
Check that your timetable has sufficient breaks for rest.

	7 '1 start to panic. 1 feel I'm never going to get
	Work with positive-minded people.
Work steadily to small goals
Speak to a professional counsellor at the university.

	through it all or remember it.'
	

	8 '1 can't cope with the boredom of it.
1 start to daydream or wonder why I'm bothering.'
	Work m many shorter spells rather than long revision sessions.
· Roredom suggests that yon are not using a variety of interactive learning techniques nor using your creativity
Look for ways of introducing variety into your study sessions Look for unusual angles on the material you have or images that sum up the material Think of ways in which seemingly unrelated material could be linked Invent an essay or a test for yourself
· To stretch your mind and increase your interest set yourself greater challenges For example read a more advanced article on the subject and consider how you could weave any relevant material into your exam answers.

	9 '1 have too many
responsibilities to make revision practicable.'
	· Make use of short spells of time, on buses, during tea breaks, and the like
Divide your material into short sections. Always carry some with you
· Carry an exam question in your head and jot down ideas as they occur.

	10 Stopping revision before the process of over-learning is complete.
	· Check hack repeatedly over what you have learnt reducing your material to shorter, key memory triggers as your recall improves
· Keep asking yourself- 'How can 1 use this material to answer other * questions that might come up?'
Over-learning takes time - use spare moments well.


Handout 2

1. First things


Orientate yourself

Find a positive, calm, focused state of mind

Check that you have been given the right exam paper. (Mistakes hove happened!)

Read the instructions slowly, at least twice Fill out personal details exactly as required

Read the whole paper. Always check both sides, even if you think one side is blank.

Divide your time equally among questions that carry the same marks. Jot down the times you will begin each question.

2. Selecting exam questions


Read each question through at least twice.

Work out what is expected, in general, for each question. Which part of the course does it refer to? Towards which issues is the question directing you?

If a question sounds like one you have done before, check the wording very carefully before you select it. A slight difference in wording might require a very different answer.

Tick all questions you could attempt. Tick twice the ones you could answer best. Don't rush this - it's vital that you choose the questions that will do you justice.

For the questions you select, highlight key words in the title. Notice how many parts there are to the question. Read questions through phraseby phrase to make sure you have not misread or misinterpreted them. At this stage you may realise that a question is not what you thought, and may need to select a different one.

At any time, jot down ideas you have about any of your selected questions on a separate sheet. Note the relevant question number beside each idea.

· you need less evidence and fewer examples than for coursework

· you can write less about each point

· you can miss out some background details

· you don't need to give a bibliography or supply detailed references

· minor grammatical and spelling errors, and rushed handwriting (provided it's readable), are generally less important.

4. ‘What if I go blank?’


· 'Don't try too hard to remember. Leave a space - it may come back later.

· You may be too tense - use a relaxation exercise you have used before.

· Keep writing. On spare paper, jot down any words that have anything to do with the question. These should eventually start to prompt your memory into action.

· Ask yourself questions, starting with the most basic - who? when? what? how? 
Exam essays can be easier to write because:

until you become more focused.


Writing exam essays


Follow a similar procedure to that used when writing any other essay. Use structure, organisation, evidence and a clear line of reasoning - without these, you will get very few marks for content.

Handout 3

EXAM STRATEGY

	Do I

	Yes
	No
	Things to do or watch out for

	ead the whole exam paper carefully? follow all instructions?
answer the correct number of questions in full?
	
	
	

	plan time well, so that I can check through my answers?
know exactly how long 1 have for each question?
share out time according to the marks available?
use all of the available time?
	
	
	

	read each question at least twice?
spend time working out what all the questions mean?
ask myself what the examiner is looking for?
spend enough time considering the best questions for me?
	
	
	

	feel confident about what I am expected to do?
find questions that are similar to ones I have practiced?
find I have revised enough topics?
	
	
	


	know what a 'good' answer looks like? know which writing style is appropriate? know the correct format or layout?
	
	
	

	plan my answers (on paper or in my head)
develop a clear argument (where appropriate)
use examples from the course materials?
keep strictly to answering the question set?
avoid irrelevant detail and going off at tangents?
get to the point quickly?
avoid flowery language and vague introductions?
include an introduction and a conclusion?
	
	
	

	keep focused on the exam during the exam?
check my answers for mistakes?
check my answers to see if they make sense?
	
	
	


Handout 4 Spot the signs

Spot the signs Do you ...

· lie awake worrying?

· feel guilty when you aren't working?

· get frustrated easily?

· get a dry mouth, heavy pounding or a 'butterfly' feeling in the heart,

sweaty hands, nausea, or twitching muscles?

· grit or grind your teeth?

· flare up easily at other people?

· regularly eat in a hurry, or go on binges?

· smoke or drink to unwind?

· drop or break things frequently?

· notice signs of increased irritability, tearfulness or moodiness?

Topic 16: Critical and Analytical Thinking 

     Time: 80 minutes 
       Objectives:

· to develop language learners’ understanding on critical and analytical thinking skills

· to let students explore effective ways of improving thinking skills

Cottrell S. (2013, p. 187) 21
Activity 1 Lead -in Time: 10 min Materials: board, markers

Procedure: Write on the board the following statements and ask students what they understand from these quotes.

Critical thinking is reasonable, reflective thinking that is focused on deciding what to do or believe.
(Ennis 1990)
Critical thinking is a capacity to work with complex ideas whereby a person can make effective provision of evidence to justify a reasonable judgement. The evidence, and therefore the judgement, will pay appropriate attention to context. (Moon 2008)
Accept all answers and ask them to guess today’s lesson topic.
Activity 2 Personal Quiz Time: 15 min Materials: Handout 1

Procedure:

Tell students that they are going to take a personal quiz in order to understand what the critical and analytical thinking is. Distribute handout 1and ask them to write Agree or Disagree. (All the statements are correct)


Evaluate how far materials are appropriate, and up-to-date.


Evaluate how far the evidence or examples used in materials really

proves the point that the author claims.


To weigh up opinions, arguments or solutions against appropriate

criteria.


To think a line of reasoning through to its logical conclusion.


Check for hidden bias or hidden assumptions.


Check whether the evidence and argument really support the

conclusions.

Activity 2 Jigsaw reading Time: 20 min Materials: Handout 2

Procedure:

"The whole of Science is nothing more than a refinement of everyday thinking"

- Albert Einstein

Thinking is the highest mental activity present in man. All human achievements and progress are simply the products of thought. The evolution of culture, art, literature, science and technology are all the results of thinking.

Thought and action are inseparable - they are actually the two sides of the same coin. All our deliberate action starts from our deliberate thinking. For a man to do something, he should first see it in his mind's eye -- he should imagine it, think about it first, before he can do it. All creations-- whether artistic, literal or scientific --first occur in the creator's mind before it is actually given life in the real world.

The Purpose of Thinking

The purpose of thinking, paradoxically, is to arrive at a state where thinking is no more necessary at all. In other words, thinking starts with a problem and ends in a solution. Thus, thinking is a tool for adapting ourselves to the physical and social environment in which we are in.

Can We Improve Our Thinking Ability?

Dr. Edward de Bono says that thinking CAN be improved just like any skill because thinking according to him is a skill. He has developed many useful techniques for training thinking skills.

Why Should We Improve Our Thinking Skills

The benefits of developing thinking ability are manifold. By developing one's thinking skills one can make achievements; can become successful; can shine in social life; can attain emotional, social and economic maturity and so on. By developing one's thinking abilities it is possible to transform one's aggressive tendencies, bad temper and other negative tendencies creatively and constructively. It has been found by Dr.Edward de Bono that when school students were taught to think effectively, their ill-temper and aggressive tendencies reduced significantly. Clinical Psychologists have also found that those who have neuroses are poor thinkers compared to normals. Neurotics scored significantly lower scores in decision making, problem solving and creative thinking. Interestingly, when neurotics were taught to think effectively, they showed a remarkable reduction in their neurosis.

Handout 1. Read the statements and decide whether you agree (A) or disagree (D).

Evaluate how far materials are appropriate, and up-to-date.


Evaluate how far the evidence or examples used in materials really proves the

point that the author claims.


To weigh up opinions, arguments or solutions against appropriate criteria.


To think a line of reasoning through to its logical conclusion.


Check for hidden bias or hidden assumptions.


Check whether the evidence and argument really support the conclusions.


[Critical thinking is when students] understand what they are reading and
express it in their own language and come to some conclusions

Critical analysis means looking at all the facts, weighing them up and
making a decision based on the weighting...

Basically not to take the results as presented.. .how does it affect the overall
scheme of things?...dig deeper.. .see whether assumptions are valid.
Handout 2. Read the article by Ajan Raghunathan and present it to the opposite group.
Group 1.
Misconception No.1:

The present education system develops and enhances thinking and so the more educated you are the better thinker you are.

Fact:

Actually, education suppresses free thinking. Creative thinking has almost no place in current education. Moreover, education even destroys creative thinking abilities by its over emphasis on logical thnking and critical thinking which are relatively lower types of human thinking.

Since reasoning, argument, problem solving are given over importance a need to become correct and successful all the time is developed in the student. Again, our present education system is so information oriented that it gives ready-made answers. This kills the student's natural tendency to explore, experiment and to experience. Thus, the highly educated person ends up having lesser ability to think creatively although he/she may have a lot of information at his/her disposal and also have admirable abilities in logical and critical thinking.

Group 2
Misconception No.2:

Less Educated or Uneducated can never become good thinkers.

Fact:

Actually, less educated display higher abilities in creative thinking. This is because they do not have an inflated ego that demands cent percent correct answers or success in all endeavors. Again, they do not have ready-made-answers (i.e., book- answers) and so are forced to explore, experiment and experience things themselves. This empowers them to go through less explored answers and even find original answers.

Group 3
Misconception No.3:

IQ and thinking ability are the same. The more IQ one has, the better thinking ability one has. On the contrary, those who have lower IQ have only low thinking abilities.

Fact:

It is true that those who have greater thinking ability, as a rule, have high IQ. But this does not mean that all those who have high IQ are good thinkers. Usually high IQ people use their thinking skills for logical thinking, arguments, critical thinking. They very rarely use creative thinking. Thus high IQ is actually a blockage to creative thinking. It has also been found that those who have average IQ can become better thinkers.

Misconception No.4:

Thinking ability, decision making ability and problem solving ability are inherent and there is very little we can do to develop these.

Fact:

This is the most terrible misconception regarding thinking. In fact, Dr.Edward de Bono (and also many others) have proved that thinking is a skill that can be enhanced by training and practice. Thus decision making, problem solving and creative thinking can be developed and improved.

Errors in Thinking

It is necessary that we should be aware of the errors in thinking. There are five such errors in thinking: 1. Partialism 2. Adversary Thinking 3. Time Scale Error 4. Initial Judgement and 5.Arrogance and Conceit.

Partialism

This error occurs when the thinker observes the problem through one perspective only. That is, the thinker examines only one or two factors of the problem and arrives at a premature solution.

1. Adversary Thinking

This is a "you are wrong. So, I should be right." type of reasoning.

Politicians are the masters in this type of thinking and they use it to their advantage.

2. Time Scale Error

This is a kind of partialism in thinking in which the thinker sees the problem from a limited time-frame. It can be likened to short-sightedness.

3. Initial Judgement

Here, the thinker becomes very subjective. Instead of considering the issue or problem objectively, the thinker approaches it with prejudice or bias.

4. Arrogance and Conceit

This error is sometimes called the "Village Venus Effect" because like the villagers who think that the most beautiful girl in the world is the most beautiful girl in their village, the thinker believes that there is no better solution other than that he has already found. This blocks creativity. Not

only individuals but societies and even the whole mankind sometimes fall prey to this error. For example, before Einstein, the whole scientific community (and thus the whole mankind) believed that time was absolute.

Thinking Formulae

Dr. de Bono has devised some thinking formulae to help us practice thinking as a skilll. Most important of them are: 1. AGO 2. CAF 3. PMI 4.OPV 5.APC

□

1. AGO

AGO stands for Aims Goals Objectives. Since deliberate thinking is actually the manifestation of deliberate use of Will Power, it is important that the thinker should be well aware of the aims, goals and objectives. In other words, a sense of direction is required if one is to use his thinking effectively.

2. CAF

CAF stands for Consider All Factors. It reminds us that all factors or parameters of a problem should be considered to analyze it. By doing so, one can avoid the error of partialism in thinking.

3. PMI

PMI is the abbreviation for Plus Minus Interesting. When making decisions, this technique is very useful. First write down all the plus (i.e., positive) suggestions or aspects of a solution. Then write down all the minus (i.e., negative) aspects. Lastly, write down the interesting ideas or suggestions or aspects of the same. Now it is easy to arrive at the best suitable solution of the issue or problem at hand.

4. OPV

OPV means Other People's Views. In this technique, the thinker thinks from the perspectibve of the different people involved in or affected by the decision or solution. For example, a change in syllabus mainly affects the students, teachers, management and parents either directly or indirectly. So, before implementing a new syllabus, we should think from the perspective of all these people. This is especially important when the decision is enacted upon and through other people.

5. APC

APC is the short form for Alternatives Possibilities Choices. In this technique, the thinker generates as much alternatives, possibilities and choices for the solution of the problem. The best suitable one can then be selected by applying PMI or OPV.

               Lateral Thinking


Dr. de Bono speaks about two types of thinking -- Vertical thinking and Lateral thinking. Vertical thinking is high probability thinking, whereas lateral thinking is low probability thinking. In the former type, the thinker selects the most logical solution possible. This will be the one that is the most used and the most tested one. For example, suppose you want to cut a cake or hard boiled egg into two. Using a knife or a sharp blade to cut it is the most probable and most logical solution. But there are other less probable ways: for example, you can use a twine. The former is an example of a solution arrived at Vertical thinking while the later is an example of a solution arrived at using Lateral thinking.

Dr. de Bono argues that creativity comes from Lateral thinking. He also says that it is possible to improve lateral thinking ( and thus creativity) by deliberate application and practice of the techniques he has devised. He gives two main techniques for improving our problem solving by lateral thinking:

1. Divide the Problem into Small Sub-Problems

This allows the thinker to perceive the problem in detail because he is able to approach each sub-problem individually and thus he is able to consider more parameters.

2. Move Attention from One Part of the Problem to Another Part

When we move our attention from one part of the problem to another, it is possible to view the problem from a new perspective. This would in     turn help you solve the problem easily
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                                                                      Lesson 18
How to Make Effective Use of a Library
Time 80 min
Though it might sound strange, many people have forgotten about using the library. Because many libraries now offer their collections online, many people are forgoing the library in favor of heading to their computers. While this makes sense for those who might not be in driving distance of a high quality library, this also means many people are forgetting how to use a library.


When you walk into a library, there are many resources at your fingertips. You just need to know what to use, how to use it, and when to ask for help.

Orient yourself. If you have not been to a library in a while, you need to orient yourself again. Most libraries are arranged in a similar pattern, so this section will help you learn more about your local library as well.
· New Books section: When you walk into a library, one of the first displays you might see is the New Books section. This is where the latest books are on display so that visitors can find them easily. Here, you might find the latest nonfiction books to support your research topic.
· Special display cases and tables: Sometimes there will be special displays during holiday seasons or when an author comes out with a new book in a series.
· Adult fiction: A large section, the adult fiction section is a place where you can find books arranged by the author's last name.
· Non-fiction and reference books: If you are looking for the reference section, you will want to seek out nonfiction. This area is going to be arranged by the Dewey Decimal system.
· Card catalogs: You might also notice there are card catalogs or computers that will allow you to find the books you need. These catalogs might allow you to search by title, author, or subject, depending on your question.
If you have not been to the library in a few years, simply take a moment to walk around first so you can go to the section you need without wasting time.
Ideally, you will go to the computers or the card catalogs to search for the books you need, write down their numbers or authors, and then move into the sections to find the books on the shelves.
Different Types of Libraries to Use
Depending on the topic you need to research, you might find that different libraries might serve you better. Many people do not realize it, but there is more than one type of library in most cities.
Other libraries include:

· Public: This library is the typical library, funded by tax dollars and working to make sure the local community has the books it needs without having to charge anyone to read them.
· Academic: If you need to research something that is more complicated, heading to an academic library might be a wise choice. These libraries are often specifically tailored to one subject. For example, you might go to a medical school library when researching a health-related topic. Other possible academic libraries include engineering, nursing, law, etc.
· School: While universities and colleges have their own libraries, many other schools and grade levels do, too. Depending on the research you need to do, you might not be able to use these libraries because they may not have the items you need in order to successfully research your topic. Think about your topic and what you need to find before you head to a library for younger students.
· Miscellaneous libraries: There are other libraries that are also available in your local surroundings, though you might need to call to see if you can use them. For example, if you need to research a local company, you might be able to see their personal library for reports, statistics, financial records, etc.
Think about the topic you need to cover and what this might mean in terms of where you need to be for your research. In most cases, a public library will work well, but when you need to access cutting edge information, the universities offer a wider collection of resource materials.
The New Computer Systems
You may not have used the card catalog system before, so the computer systems are more familiar to use. Set up to be accessible for anyone, these computers offer a wealth of information.
To make sure you can find what you are looking for, here are some tips to make the computers help you more effectively:
· Have titles in mind. If you are heading to the library, it never hurts to have the titles you want in your mind already. This will allow you to easily type in the title names and then begin to use the books for your personal research. Double-check the title names before you leave for the library.
· Know author names. If you do not know the titles, perhaps you know the names of authors and experts in the field. These will be easy to input into the computer to see what you can find.
· Pick out keywords. When you are researching a specific subject, try to choose one to five keywords that come up frequently in the literature. For example, if you research "weight loss," you might also type in "diet." Have this list of keywords available to find as many related books as possible.
· Have a question. Before you walk into the library, have a question or two that you are trying to answer. This will focus your research and allow you to make the most of your time.
· Bring related book titles. If you already have done some research elsewhere, bring those titles along with you. Even if you already have those books at home, look for them in the library and then look to the right and the left of the book on the shelf. More often than not, those adjacent books will offer you additional ideas and information about your topic.
· Use a notepad. As you walk along, make sure to bring your notepad. This will keep track of the numbers and letters you need to find for each book or topic you research. The more numbers you have, the more you will head in the proper direction when you are in the library.
Using the library is easy and it only takes a little direction from you in order to fully realize how many books can help you with your topic of study. 
Ask the Librarian
At times, you may not know where to begin with a research topic. Though you might have basic research skills, if you are not sure where to go or what questions to ask, it can help to bring in a third party who is not attached to your research: the librarian.
Interested in learning more? Why not take an online class in Basic Research Skills?

Librarians are trained to help people find the books they need or the topics they are interested in. By talking to librarians about what you want and what you need to cover in your research, they may be able to point out additional resources you had not yet considered.
When you talk with the librarian, it can help to:
· have book titles that have been helpful to you. If you already have found helpful books, show the librarian so she or he can look for similar books in the stacks.
· have a question you need to answer. Yes, it can help to have a question in mind when you talk to librarians. They will help you answer it.
· introduce the problem you have. When you have a problem with your research, be clear about what you are being troubled by. Chances are good the librarian can point you in a better direction.
The librarians are there to help you with your research. They have gone to school and received a master's degree in library sciences to learn how to use the reference materials and how to ensure that you find the answers you need.
Talking to Other Libraries
One of the best innovations of the library system is that you can now communicate with other libraries in the same way that librarians can. If you go to a computer terminal and you find a book you want, but it is not at that library, you can have the book sent to your home library.
Or you can have that book put on hold for you and then go to the other library to retrieve it. You are no longer limited to the shelves that you have in your community library.
Remember, you can:
· request to put an item on hold;
· request that a book be transferred to your library;
· renew a book you already have out;
· find out how long it might be until a book comes back into circulation.
The library system is designed to help you get the book you want as quickly as possible. You can take control of the process by telling the computer what you want it to do with the books you need.
                          Lesson 19

PLANNING FOR TEACHING AND LEARNING

Objectives:

􀁨 to help Ss to explore the main processes involved in planning for teaching and

learning

􀁨 to raise Ss’ awareness about the importance of making connections between

lessons within a syllabus

Activity 1 Current practice

Objectives: to introduce the topic of the session; to reveal current practices among the

Ss

Time: 15 min

Materials: handout 1(a staircase)

►Procedure:

􀁨 ☺ (4 min) Ask participants the following questions:

~ Do you plan your teaching?

~ What do you usually start your planning with?

~ When you plan your lessons do you refer to a syllabus (teaching calendar)?

If so, how does it help you?

􀁨 ☺ (10 min) Show participants the picture of the staircase and ask them the following

questions:

~ What do a ‘staircase’ and a syllabus (teaching calendar) have in

common?

~ What do the steps in the staircase represent? (lessons)

~ Why are some parts of different colours? (colours represent the same

topic)

~ How do they relate to each other?

Suggested answer: Each lesson is based on the previous

lesson; lessons on the same topic are obviously more

connected with each other, however, all lessons/ steps lead to

the overall aim.

~ What can happen if you don’t plan your teaching?

~ What can happen if you plan separate lessons not considering how they

are linked with other lessons in the syllabus?

􀁨 ☺ (1 min) Establish that planning is an essential and fundamental activity of every

professional teacher. Every lesson is a part of a bigger plan/syllabus which helps

teachers to achieve their aims. Therefore, when we plan our teaching we should take

into account the connection of a particular lesson with other lessons and its contribution

to the overall aim of the syllabus.
Activity 2 What to consider when planning for teaching and learning

Objective: to explore the elements of lesson planning

Time: 25 min

Materials: slips of paper; markers

►Procedure:

􀁨 ☺☺☺ (10 min) Put Ss in groups of 4 and tell them that they are going to

discuss what lesson planning involves. Ask Ss to answer the following

question:

~ What do we need to consider when we plan our teaching?

Possible answers:

Topic; how the session will contribute to the learning outcomes of the

course; aim (what do we want to achieve?); objectives (how); time;

materials (textbook, audio, video, handouts…); activities; links with the

previous materials; links between the activities; skills; interaction;

instructions (classroom management); learning styles; homework, etc.)

􀁨 Distribute the slips of papers to the groups and ask them to write their ideas on them.

􀁨 ☺ (10 min) Ask the groups to stick their slips on the board in turn. Hold a plenary

and prioritise the elements on the board in logical order

Possible questions:

~ What do you consider first?

~ What do you consider next?

NB: Note that there is no right answer here and various versions are possible.

􀁨 ☺ (1 min) Summarize the discussion by saying that there are many things we need

to consider when we plan our teaching but not all of them can be reflected in a lesson

plan.

􀁨 ☺ (3 min) Ask participants the following questions:

~ Do you write lesson plans?

~ What elements of planning can go into a lesson plan?

Possible answers:

~ answers will vary

~ topic; aim; objectives; timing; materials; activities; homework

􀁨 ☺ (1 min) Make a transition to the next activity by saying that after having looked at

the bigger picture i.e. what we usually consider while planning our teaching, we are

now going to consider the building blocks of planning for teaching and learning. Tell

Ss that now they are going to see how some other teachers have put their

plans on paper.
Activity 3 Lesson plan analysis

Objective: to evaluate a lesson plan

Time: 40 min

Materials: handout 2a, 2b

►Procedure:

􀁨 ☺☺☺ (15 min) Tell participants that they will receive a lesson plan to discuss. Put

participants in groups. Distribute handouts 2a and 2b􀀏. Tell participants to discuss the

lesson plan on the handout and then fill in the grid in handout 2a􀀏. Tell them that they

can use the questions on the handout to guide their discussion.

􀁨 ☺ (15 min) Discuss the plan together using the questions on the handout. Accept

any answers at this stage.

􀁨 ☺☺☺ (5 min) Ask participants to work in groups and list the basic principles of good

planning, referring to their analysis of the lesson plan.

e.g. A good lesson should address as many learning styles as possible.

Suggested answers:

In a good lesson

∼ activities go from simple to more complex.

∼ there should be a variety of activities and interaction patterns

In a good lesson

∼ there should be a balance between teacher-centred and learner-centred

activities.

∼ all activities should be connected and lead to the overall objective of the

lesson.

When we plan our teaching we need to consider the overall objective and

the connections between each separate lesson and other lessons in the

syllabus.

􀁨 ☺ (5 min) Ask the groups to share the principles with the whole group.

Summary

Establish the following:

􀁨 Planning helps teachers achieve their teaching objectives.

􀁨 However, we shouldn’t be slaves to our lesson plans; we should use the teaching

opportunities presented by our students.

Follow up reading

Lewis M. Talking Point, English Teaching Professional, Issue 25 October 2002

Lesson planning, available at

http://www.teachingenglish.org.uk/think/methodology/planning1.shtml
PLANNING FOR TEACHING AND LEARNING

Activity 1, Handout 1, Staircase
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PLANNING FOR TEACHING AND LEARNING

Activity 3, Handout 2a, Lesson plan analysis

Answer the following questions:

~ What are the stages of the lesson?

~ What is the aim of each activity?

~ Are the activities connected with each other?

~ Do the activities contribute to the overall aim of the lesson?

~ Do the activities go from simple to complicated?

~ Does the lesson cater for all learning styles?

~ What is the teacher’s role in each activity?

~ Is there enough variety in terms of interaction?

~ Did you like the lesson plan? Why?/Why not?

~ Would you change anything in the lesson plan if you taught

this lesson? If you would, what and why?

~ How similar is it to your way of planning lessons?

Lesson plan
	
	Aim of the activity
	Stages of the lesson
	Teacher-centred/

Learner-centred
	Learning styles
	Mode of

interaction
	Teacher’s role

	Activity

1
	
	
	
	
	
	

	Activity

2
	
	
	
	
	
	

	Activity

3
	
	
	
	
	
	

	Activity

4
	
	
	
	
	
	

	Activity

5
	
	
	
	
	
	

	Activity

6
	
	
	
	
	
	


PLANNING FOR TEACHING AND LEARNING

Activity 3, Handout 2b, Lesson plan analysis

Lesson Plan

Date: May 22, 2006.

Subject: Integrated Skills

Topic: Cultural events

Group: 2D

Level: Intermediate

	Procedure
	Time

	Introduction

• Teacher introduces the topic and asks the following questions:

~ What cultural events do we celebrate in our country?

• Teacher writes answers on the board.

• Teacher distributes cards with description of events that are celebrated in the

UK with questions and asks students to answer the questions on their cards.

• Teacher elicits answers and crosses out similar events/festivals on the board.

Jigsaw reading

• Teacher puts students into groups of three, gives each student a number

(1,2,3) and gives each group different texts with a question. Teacher asks all

groups to read their text, answer the question in their groups. After groups have

read the text, teacher regroups students according to their given numbers.

(number 1s will be in one group, number 2s will be the second group and so

on.). Teacher asks new groups to share their information in their new groups.

Plenary discussion

• Teacher asks the following questions:

• What did you find out about holidays and festivals from each other?

• Did you learn something new?

• What are your answers to the question you had?

Vocabulary work

• Students continue working in their groups. Teacher gives each group a word

from the texts which they discussed before, gives a dictionary to each group

and asks each group to give 2 phrases with the given word(s) in order to put

them in context.

• Groups present their findings to the whole group.

 
	5 min
 10 min

10 min

10 min

 


                                            1.2  Mustaqil ta’lim mashq’ulotlari
	№
	Mustaqil ta’lim mavzulari 

	1
	2

	1.
	 Sensor ta’lim uslublari (vizual, audio, kinestet, taktil).

	2.
	 Ta’lim uslublarining Xani va Mamford tasnifi (nazariyotchi, faol ishtirokchi, reflektor, pragmatik).

	3.
	 Introvert va ekstrovert mavzusi bo’yicha bloglarni o’qish

	4.
	 Yaxshi bilim olish uchun ta’limning samarali uslublaridan oqilona foydalanish yo’llarini o’rganish

	5.
	O’zining til bilish darajasini umume’tirof etilgan xalqaro me’yorlar (CEFR) ga muvofiq baholash

	6.
	 SMART maqsadlarni o’zining maqsadidan kelib chiqgan holda
belgilash.

	7.
	 Chet tilini o’rganishdan maqsadni to’g’ri belgilash.

	8.
	 Ta’lim muassasasi va undan tashqarida vaqtdan unumli foydalanish

	9.
	Vazifalarni aniqlash va personalizatsiya
 

	10.
	 Kutubxonalardan unumli foydalanish.


1. Mustaqil bahollash. Til ko’nikmalarini Sefr yordamida baholash
Students should write a short reflective piece on question:

· What do you think your level of English in terms of listening, spoken interaction and spoken production, writing and reading according to the Common European Framework of Reference? Why do you think so?

Students should write a brief reflective piece on question:

· What level do you think you need to achieve by the end of Year 4?

Students should write a short reflective piece answering the question:

· What do you think you can do to work on your English apart from your studies?

1. Ўқиш усуллари ва афзалликлари
Write a short reflective piece answering the following question:

· What have you discovered about yourself as a learner (e.g. your learning style) and how you are going to make best use of it.

2. Talaba muvaffaqiyati . Muvaffaqiyatli o’qish : strategiya va mustaqil ish .
· What do you think are the characteristics of a good student?

· Do you think you are a good student? Why?

3.   Mustaqil o’rganuvchi bo’lishning ahamiyati .
Write a short reflective piece answering the following question:

· How is it different to study in a secondary school and a University?

· How do you think you can be a better student?

4.  To’g’ri maqsad qo’yishni o’rganish
5.   Qaror qabul qlish
6.  Taqdimot qilish ko’nikmasi
7. Xotirani rivojlantirish
Write a short reflective piece answering the following question:

· How the ISS course helped you?

· What skills that you have learnt will be useful in your study and your future profession?

· What other autonomous learning skills you think you need to develop and how you can do it?

2. GLOSSARIY
	Word
	English

	Acronym
	a word formed from the first letters of other words, for example, LED from Light Emitting Diode

	Active Listening
	Theory that the more a person listens, the more s/he learns. It's about developing the skill and effort to listen effectively

	Active Reading
	A broad number of reading strategies designed to increase a student's involvement with a textbook or other reading assignment that should result in improved comprehension and retention

	Assessment
	The means to evaluate or measure a student’s progress through a set course of study

	Assignment
	Required work assigned by instructor that is to be completed outside of class and prepared for a certain class day, as noted on the course syllabus.

	Assume
	to believe that something is true

	Auditory Learner
	Students who prefer to absorb information through their sense of hearing.

	Bibliography
	A bibliography is a complete or selective list of the literature used by a student to prepare an essay and usually appears at the end of the essay.

	Citation
	A citation can refer to (1) a passage or quotation from a text, or (2) a reference to an authority or precedent.

	Clutch up
	to get the meaning


	Comprehension
	the ability to understand something

	Cramming
	Attempting to learn all the material for an upcoming test by studying the night before, sometimes referred to as “pulling an all-nighter,” in order to memorize key materials

	Curriculum
	The collection of courses required to complete a degree or certificate program

	Dean
	The top administrator and academic officer within a college or school

	Degree
	Credential awarded to a student who has completed all requirements of a course of study/degree program

	Draft
	An early or preliminary version of a piece of writing

	Get through
	to manage to deal with a difficult situation

	Grade Point Average (GPA)
	A numeric measure of a student's class performance in a given period or over a number of credits

	Kinesthetic
	Kinesthetic describes bodily movement in general

	Major
	A concentration of courses that is a student's primary course of study

	Mnemonic
	A mnemonic is something, usually a verse, rhyme or image, to assist in the memorization and recall of information

	Office Hours
	The dates and times that college faculty set aside to meet with students enrolled in their classes. Students should use these times to meet with professors regarding any problems, issues, or questions related to their classes.


	Paraphrasing:
	Paraphrasing is the skill of putting someone else’s words or text into your own words without altering the essential sense or meaning of the original.

	Pivotal
	extremely important

	Plagiarism
	A major form of academic dishonesty that occurs when a student uses the words of another without attribution, passing them off as their own

	Practice Test
	A study method in which students take a simulated exam prior to the actual test. Practice tests can often be acquired from the professor, department, textbook Website, or by developing your own.

	Procrastination
	Procrastination is the tendency to avoid, for as long as possible, doing or completing whatever task needs to be done

	Proliferation
	a sudden increase in number or amount

	Rapidly
	happening, moving or acting quickly

	Reading extensively
	free or voluntary reading process

	Reading intensively
	is reading attentively focusing on every word in the text e.g. when you read a contract to understand every detail

	Reading
	the process of recognizing written or printed words and understanding their meaning

	Research Paper
	A form of academic writing that requires abstract and critical thinking about a topic and includes an integration of research findings with the student's own ideas


	Scanning
	reading quickly to find some specific information, for example when you are looking through a telephone book looking for the phone number of a certain person or time-table to find particular date/time

	Scholarship
	Monetary awards (that do not need to be repaid) presented to college students based on various criteria, such as need-based, academic excellence, leadership, community service, and extracurricular activities

	Selective reading
	selecting those sections that are relevant to your purpose in reading

	Semester
	One of two types of academic terms during which courses are taught; the other is the quarter. Semesters typically last 20 weeks.

	Seminar
	A small class (generally about 12-15 students) engaged in the study of a specific subject under the mentoring of a faculty member. Typically only offered at the junior, senior, and graduate levels

	Skimming
	reading quickly to get the general idea of the text e.g. when you reading a newspaper or article

	Speed reading
	to read faster and maximise your reading time

	Strategy
	an activity used to help students increase reading abilities

	Syllabus
	A document provided at the beginning of a term that outlines the key elements of a course, including things such as learning objectives, assigned readings, major assignments, and test and quiz information

	Thesis
	A thesis is the main proposition (or line of argument) of a piece of research or writing. The plural of thesis is theses.


	Topic
	A topic is the subject of a conversation, discussion, or piece of writing

	Tutor
	Someone employed to provide teaching assistance or instruction to a group of students

	Tutorial
	A tutorial is a period of instruction for one or more students, either individually or in small groups, undertaken by a tutor

	Undergraduate Student
	College student who is pursuing a baccalaureate degree
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1. Fan bo`yicha talabalarning bilim, ko`nikma va malakasiga 

qo`yiladigan talablar

Mustaqil ta’lim ko’nikmalari o`quv fanini o`zlashtirish jarayonida amalga oshiriladigan masalalari doirasida bakalavr:

· umumiy o’rta va o’rta maxsus (maktab, litsey, kollej va oliy ta’lim

tizimlarida o’quv jarayoni va ularning farqli jihatlari; o’qituvchiga tobelik tamoyilidan talaba mustaqilligiga tomon yo’l;  mustaqil bo’lishning (bilimlarni mustaqil o’zlashtirish) ahamiyati haqida   haqida tasavvurga ega bо`lishi;
· Talabalar  ta’lim olish uslublari va moyilliklari;  sensor ta’lim uslublari (vizual, audio, kinestet, taktil);  ta’lim uslublarining Xani va Mamford tasnifi (nazariyotchi, aktivist, reflektor, pragmatik);  introvert va ekstrovert;  yaxshi bilim olish uchun ta’limning samarali uslublarini   bilishi va ulardan foydalana olish;
· Talabalar   o’zining til bilish darajasini umume’tirof etilgan xalqaro

me’yorlar (CEFR) ga muvofiq baholash; SMART maqsadlar; chet tilini o’rganishdan maqsadni to’g’ri belgilash, refleksiya.  Ta’lim muassasasi va undan tashqarida vaqtdan unumli foydalanish.  vazifalarni aniqlash va personalizatsiya qilish;  kutubxonalardan unumli foydalanish; internetdan maqsadli va samarali foydalanish; plagiat (ko’chirmakashlik) ga yo’l qo’ymaslik;  imtihon va testga tayyorgarlik ko’rish;  ta’lim ko’nikmalarini bosqichma-bosqich egallab borish    kо`nikmalariga ega bо`lishi kerak.
2. Amaliy mashg’ulotlari

1-jadval

	№
	Amaliy mashg’ulot  mavzulari
	Dars soatlari hajmi

	1
	2
	3

	1-semestr

	1.
	 Talaba muvaffaqiyati. Muvaffaqiyatli o’qish: strategiya va mustaqil ish
	2

	2.
	 Mustaqil o’rganuvchi bo’lishning ahamiyati
	2

	3.
	 O’qish usullari va afzalliklari
	2

	4.
	Mustaqil baholash. Til ko’nikmalarini CEFR yordamida

baholash.
 
	2

	5.
	Hayotiy ko’nikmalar
	2

	6.
	To’g’ri maqsad qo’yishni o’rganish
	2

	1
	                                                 2
	         3         

	7.
	Qaror qabul qilish.
	2

	8.
	OTM va undan tashqarida vaqtni to’g’ri taqsimlash
	2

	9.
	Taqdimot qilish ko’nikmasi
	2

	10.
	Xotirani rivojlantirish
	2

	11.
	CREAM strategiyasi
	2

	12.
	Asosiy izlanish ko’nikmalari: o’qish, qayd qilish va ma’lumotni boshqarish
	2

	13.
	Izlanish loyihalari, case study va dissertatsiyalari
	2

	14.
	Plagiatni bartaraf etish
	2

	15.
	Imtihonlarga tayyorgarlik ko’rish va test topshirish

jarayonida stressni bartaraf etish
	2

	16.
	Tanqidiy tahliliy fikrlash
	2

	17.
	Ta’lim olish uslublari va moyilliklari
	2

	18.
	Kutubxonalardan unumli foydalanish
	2

	19.
	Chet tilini o’rganishdan   maqsadni   to’gri belgilash, refleksiya
	2
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Amaliy mashg’ulotlar multimedia qurilmalari bilan jihozlangan auditoriyada har bir  guruhda alohida o’tiladi. Mazkur fanni o’qitish jarayonida ta’limning zamonaviy metodlari, pedagogik va axborot kommunikatsiya texnologiyalari qo’llanilishi nazarda tutilgan. 

Mustaqil ta’lim amaliyoti fanini o`qitish jarayonida zamonaviy kompyuter texnologiyalari yordamida prezentatsion va elektron-didaktik texnologiyalardan hamda mazkur kurs bo’yicha o’tkaziladigan amaliy mashg’ulotlarda aqliy hujum, guruhli fikrlash, hamkorlikda ishlash kabi pedagogoik texnologiyalar hamda zamonaviy metodlardan, pedagogik va axborot texnologiyalaridan foydalaniladi. 

Kompyuter va multimediali vositalar: Mavzularga ta`lluqli multimediyalar va internet ma`lumotlari.
3. Mustaqil ta’lim

2-jadval
	№
	Mustaqil ta’lim mavzulari 
	Dars soatlari hajmi

	1
	2
	3

	1-semestrda

	1.
	 Sensor ta’lim uslublari (vizual, audio, kinestet, taktil).
	2

	2.
	 Ta’lim uslublarining Xani va Mamford tasnifi (nazariyotchi, faol ishtirokchi, reflektor, pragmatik).
	2

	3.
	 Introvert va ekstrovert mavzusi bo’yicha bloglarni o’qish
	2

	4.
	 Yaxshi bilim olish uchun ta’limning samarali uslublaridan oqilona foydalanish yo’llarini o’rganish
	2

	5.
	O’zining til bilish darajasini umume’tirof etilgan xalqaro me’yorlar (CEFR) ga muvofiq baholash
	2

	6.
	 SMART maqsadlarni o’zining maqsadidan kelib chiqgan holda

belgilash.
	2

	7.
	 Chet tilini o’rganishdan maqsadni to’g’ri belgilash.
	2

	8.
	 Ta’lim muassasasi va undan tashqarida vaqtdan unumli foydalanish
	2

	9.
	Vazifalarni aniqlash va personalizatsiya
 
	2

	10.
	 Kutubxonalardan unumli foydalanish.
	2
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Mustaqil talim talabalar mustaqil o`rganadigan  amaliy mashg`ulotlari mavzularidan iborat. Mustaqil ta’lim talabalarning amaliy bilimlarini mustahkamlashga mavzularni tushunish va o`zlashtirish qobiliyatini rivojlanishiga umumiy dunyoqarashining kengaytirishga yordam beradi. 

Mustaqil o’zlashtiriladigan mavzular bo’yicha talabalar tomonidan  mustaqil ishlar  tayyorlanadi va uni  taqdimoti tashkil qilinadi. 

                      4. Fan bo’yicha talabalar bilimini baholash va 

nazorat qilish me’zonlari

3-Jadval

O'zbekiston Respublikasi oliy va o'rta maxsus ta’lim vazirligining

2018-yil 9-avgustdagi 19-2018-sonli “Oliy ta’lim muassasalarida

talabalar bilimini nazorat qilish va baholash tizimi to'g'risidagi

nizomni tashdiqlash haqidag”gi buyrug'ining1- jadvali

asosida amalga oshiriladi

Baholashni 5 balli shkaladan 100 ballik shkalaga o'tkazish

JADVALI

	5 baholik shkala
	100 ballik shkala
	
	5 baholik shkala
	100 ballik shkala
	
	5 baholik shkala
	100 ballik shkala

	5,00-4,96
	100
	
	4,30-4,26
	86
	
	3,60-3,56
	72

	4,95-4,91
	99
	
	4,25-4,21
	85
	
	3,55-3,51
	71

	4,90-4,86
	98
	
	4,20-4,16
	84
	
	3,50-3,46
	70

	4,85-4,81
	97
	
	4,15-4,11
	83
	
	3,45-3,41
	69

	4,80-4,76
	96
	
	4,10-4,06
	82
	
	3,40-3,36
	68

	4,75-4,71
	95
	
	4,05-4,01
	81
	
	3,35-3,31
	67

	4,70-4,66
	94
	
	4,00-3,96
	80
	
	3,30-3,26
	66

	4,65-4,61
	93
	
	3,95-3,91
	79
	
	3,25-3,21
	65

	4,60-4,56
	92
	
	3,90-3,86
	78
	
	3,20-3,16
	64

	4,55-4,51
	91
	
	3,85-3,81
	77
	
	3,15-3,11
	63

	4,50-4,46
	90
	
	3,80-3,76
	76
	
	3,10-3,06
	62

	4,45-4,41
	89
	
	3,75-3,71
	75
	
	3,05-3,01
	61

	4,40-4,36
	88
	
	3,70-3,66
	74
	
	3,00
	60

	4,35-4,31
	87
	
	3,65-3,61
	73
	
	3,0 dan kam
	60 dan kam


5. Asosiy va qo’shimcha o’quv-adabiyotlar hamda axborot manbalari

Asosiy 
1.  Cottrell, S. (2013) The Study Skills Handbook. Hampshire: Palgrave
2.  LA Guide (2009) Tashkent: British Council
Qo`shimcha adabiyotlar

1. 1 Mirziyoyev Sh.M. Erkin va farovon demokratik O’zbekiston davlatini birgalikda barpo etamiz. Toshkent, “O’zbekiston”, NMIU, 2017.-29b.
2.  Mirziyoyev Sh.M. Qonun ustivorligi va inson manfaatlarini ta’minlash yurt taraqqiyoti va xalq farovonligining garovi. Toshkent, “O’zbekiston”, NMIU, 2017. – 47 b.
3.  Mirziyoyev Sh.M.  Buyuk kelajagimizni mard va olijanob xalqimiz bilan birga quramiz.  “O’zbekiston”, NMIU, 2017. – 485 b.
4. O’zbekiston Respublikasi Prezidentining 2017 yil 7 fevraldagi “O’zbekiston Respublikasini yanada rivojlantirish bo’yicha harakatlar strategiyasi to’g’risida”gi PF-4947-sonli farmoni. O’zbekiston Respublikasi qonun hujjatlari to’plami, 2017 y., 6-son, 70-modda
5. Mirziyoyev Sh.M.  Tanqidiy tahlil, qat’iy tartib-intizom va shaxsiy javobgarlik-har bir rahbar faoliyatining kundalik qoidasi bo’lishi kerar. O’zbekiston Respublikasi Vazirlar Mahkamasining 2016yil yakunlari va 2017 yil istiqbollariga bag’ishlangan majlisidagi O’zbekiston Respublikasi Prezidentining nutqi. //Xalq so’zi gazetasi. 2017 yil 16 yanvar, №11.
6. O’zbekiston Respublikasi Konstitusiyasi –T.: O’zbekiston , 2014.-46 b
7. Cottrell, S. (2003) Skills for Success. Hampshire: Palgrave
                                    Elektron ta`lim resurslari
1. www.plagravestudyskills.com
2.  www.teachingenglish.org.uk
3.   www.onestopenglish.com
4.  http://www.ziyonet.edu.uz
5.    http://www.darvoza.uz  Internet lug`at
6.    http://www.study.uz/  Talaba –yoshlar sayti 
7.  www.tvchdpi.uz
      3.3Tarqatma materiallar
 Activity 1 Handout 1. Picture
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Handout 2

	Freedom failure
	working without a teacher

	maturity making success
	working in libraries

	free time working on my own
	managing my time

	responsibility
	less help

	working aCone
	finding support

	working with a friend
	

	Isolation
	

	pursuing own interests
	making choices


Handouts


PROCRASTINATION

ImJ Read Ilhom’s story and see if you can relate to it/ recognise similar symptoms of procrastination.

                                               Tomorrow is Another Day”. Or is It?

               “I know you’re in a hurry now, but you definitely need a filling in your upper 8th tooth as soon as possible, Ilhom. It has the beginnings of a cavity in it. It may get bigger and cause more serious problems.” These words still echoed in Ilhom’s ears as he waited in a long queue at the dentist’s, trying to manage his toothache. No matter how worried he was, every time he thought seriously about visiting his dentist, there was always something more important to do.

“Right, I’ll do it next weekend!” was replaced by “Oh, I’m free on Wednesday after lunch” and then Wednesday noon turned into “Tomorrow morning! No matter what!” Not surprisingly, “Tomorrow” became “This evening - definitely!” which then turned into “No way, I’m too tired for this today” or “This business dinner is more important than my tooth”.

Ilhom’s wish to turn back the clock because of all the pain and the time he had wasted suddenly doubled when the dentist told him about the consequences of his procrastination: the tooth had to be taken out. “I’ll never leave anything until later anymore!” promised Ilhom to himself, unaware that this promise would be broken that very day, with his decision to “...finish the Progress Report tomorrow. It’s not due until 17.00 anyway.”

                                                                   [image: image39.jpg]




Can you remember the most recent case when you procrastinated?

Task 4. Write down what the reasons for procrastination were and list the negative consequences it caused, like in the example below.
	Task you had to accomplish
	Reasons for procrastination
	Negative consequences caused

	e.g. Submit a report
	· didn’t feel like writing the whole week
· thought I would finish, whole week ahead
· was too tired
· had to do other things
· relatives came to visit
	· felt anxious all week, couldn’t properly focus on other tasks
· stayed up late the night before submitting the report
· couldn’t finish it because didn’t have enough time and submitted it after deadline

	
	
	



Procrastination Explained

Procrastination (Lat.

Procrastinatus:
pro- (forward) and

crastinus (of tomorrow) is a type of avoidance behaviour which is characterised by putting off actions or tasks to a later time, which often causes

negative consequences. The problem with procrastination is that it is a habit - every time you delay a task you don’t want to do, it reinforces your negative feeling about it as well as causes negative consequences, like unsatisfactory quality of the report submitted at the last minute; stress level goes up and causes the feeling of guilt or anger with self; health problems and problems with sleep appear; self- confidence suffers and so on.

3.4 Testlar
Sample  tests  on self-study skills I course
VARIANT I
1. What are Learning Styles?

a) learn by sight and singing b) learn by watching and dancing c) learn by hearing, sight, touching d) learn by speaking and retelling
2. Visual focus is…

a) teacher uses lots of visual aids b) students use their activities c) teacher helps students d) teacher do a lot of written activities 

3. What is Learner Autonomy?
a) the learners’ ability and willingness to make choices independently” b) only motivation c) knowledge is required d) helps an individual to feel confident

4. Breakthrough( A1):

a) Can deal with hostile questioning confidently.

b) Can show visitors around and give a detailed description of a place .

c) An ability to deal with simple, straightforward information and begin to express oneself in familiar context. Can take part in a routine conversation on simple predictable topic .

d) The capacity to deal with material which is academic or cognitivelydemanding and to use language to good effect at a level of performance which may in certain respects be more advanced than that of an average native speaker.

5. Specific goals answer the following questions:

a)Who, Which ,How old , When b) Who, Why, What, Where, When, Which c)  Where , How, When,How long d)  What, How, What , How long    

6. Autonomy in formal language learning consists of 
a) Three pedagogical principles b) Five pedagogical principles c) Four pedagogical principles d) Two pedagogical principles
7. What are Transferable Skills?
a) Transferable skills are the skills you cannot acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

b) Transferable skills are the skills kids must acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

c) Transferable skills are the skills you are to acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

d) Transferable skills are the skills you acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

8. People skills are 

a)ORGANISATION b) INITIATIVE c) COMMITMENT d) COMMUNICATION

9. PERSONAL SKILLS:

a) LEADER SHIP b) TEAM WORK c) initiative

 d) INTERPERSONAL SKILLS

10. GENERAL SKILLS

a) maths b) driving c) customer skills d) leadership

11. The factors effecting decision making are

a)  Perception, Priority , Style, Product, Acceptability

  b) Acceptability , Resource, Perception, Priority, Demands, Style, Judgement

 c)Demands, Consumer, Initiative Acceptability, Judgement

 d)Style, Judgement, Perception, Acceptability

12. Types of goals are

 a) short-term, long term b) alternative term , long term c)  Short-term, Long-term, Fixed, Flexible d) Flexible, short-term, long term

13. Common European Framework of References for Languages
a)  instruction, and assessment & a common criteria for the plot of language competencies.
b) a single framework for all aspects
c) drilling all units, retelling, summarizing, memorizing

d) a single framework for all aspects of language teaching and learning: planning, instruction, and assessment & a common criteria for a description of language competencies.
            14.  Fixed:

            a) Goals with errors  that is based on a specific  date/time

           b) Goals that cannot  be accomplished in the near future

         (within a few weeks or months)
           c) Goals with an outcome that is based on a specific  date/time 
        d) Goals that can be accomplished in the near future

         (within a few weeks or months))
15. Flexible:

 a) Goals that have an outcome, but no time limit

 b) Goals that can be accomplished in the near future

c) Goals that cannot  be accomplished in the near Goals with errors  that is based on a specific  date/time future 

d) Goals with errors  that is based on a specific   date/time

16 Short-term

 a) (Goals that can be accomplished in the near future  (within a few weeks or months)
b) Goals with errors  that is based on a specific date/time

 c) Goals that cannot  be accomplished in the near Goals with errors  that is based on a specific date/time future 

d) Goals with errors  that is based on a specific  date/time 

17 English language levels description:

18 Time Management Questions

19 Six steps in decision-making process

20 Universal Employability Skills are

Mid-term test on self-study skills I course
VARIANT II

1. What are Transferable Skills?
a) Transferable skills are the skills you cannot acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

b) Transferable skills are the skills kids must acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

c) Transferable skills are the skills you are to acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

d) Transferable skills are the skills you acquire during any activity in your life, that can be applied at a later stage in new situations i.e they can be transferred.

 2.People skills are 

a)ORGANISATION b) INITIATIVE c) COMMITMENT d) COMMUNICATION

 3.  PERSONAL SKILLS:

a) LEADER SHIP b) TEAM WORK c) initiative

 d) INTERPERSONAL SKILLS

  4. GENERAL SKILLS

a) maths b) driving c) customer skills d) leadership

   5. The factors effecting decision making are

a)  Perception, Priority , Style, Product, Acceptability

  b) Acceptability , Resource, Perception, Priority, Demands, Style, Judgement

 c)Demands, Consumer, Initiative Acceptability, Judgement

 d)Style, Judgement, Perception, Acceptability

   6. Types of goals are

 a.  short-term, long term
 b.  alternative term , long term
 c.  Short-term, Long-term, Fixed, Flexible
 d.  Flexible, short-term, long term

  7. Common European Framework of References for Languages
a.  instruction, and assessment & a common criteria for the plot of language competencies.
b. a single framework for all aspects
c. drilling all units, retelling, summarizing, memorizing

d. a single framework for all aspects of language teaching and learning: planning, instruction, and assessment & a common criteria for a description of language competencies.
8.  Fixed:

            a) Goals with errors  that is based on a specificdate/time 
            b) Goals that cannot  be accomplished in the near future (within a few weeks or months)
           c) Goals with an outcome that is based on a specific  date/time 
          d) Goals that can be accomplished in the near future (within a few weeks or months)

9. Flexible:

 a) Goals that have an outcome, but no time limit
 b) Goals that can be accomplished in the near future

c) Goals that cannot  be accomplished in the near Goals with errors  that is based on a specific  date/time future
 d) Goals with errors  that is based on a specific  date/time 

10.  Short-term

 a) (Goals that can be accomplished in the near future  (within a few weeks or months))b) Goals with errors  that is based on a specific date/time c) Goals that cannot  be accomplished in the near Goals with errors  that is based on a specific date/time future d) Goals with errors  that is based on a specific

 date/time 

11. What are Learning Styles?

a) learn by sight and singing b) learn by watching and dancing c) learn by hearing, sight, touching d) learn by speaking and retelling
 12.Visual focus is…

b) teacher uses lots of visual aids b) students use their activities c) teacher helps students d) teacher do a lot of written activities 

 13.What is Learner Autonomy?
b) the learners’ ability and willingness to make choices independently” b) only motivation c) knowledge is required d) helps an individual to feel confident

 14.Breakthrough( A1):

e) Can deal with hostile questioning confidently.

f) Can show visitors around and give a detailed description of a place .

g) An ability to deal with simple, straitforward information and begin to express oneself in familiar context. Can take part in a routine conversation on simple predictable topic .

h) The capacity to deal with material which is academic or cognitivelydemanding and to use language to good effect at a level of peformance which may in certain respects be more advanced than that of an average native speaker.

 15.Specific goals answer the following questions:

a)Who, Which ,How old , When b) Who, Why, What, Where, When, Which c)  Where , How, When,How long d)  What, How, What , How long    

16. Autonomy in formal language learning consists of 
b) Three pedagogical principles b) Five pedagogical principles c) Four pedagogical principles d) Two pedagogical principles
17. Autonomous leaner is…

18. A learning style is 

19. What is output in teaching ?

20. Procrastination is …

   Why do we procrastinate ? 
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               Task I
Case Study is 

made up of one or more data collection methods in order to compare , learn or describe a process, a place or a group

made up of one or more data collection methods in order to prepare a research work

made up of one or more data collection methods in order to solve a task

made up of one or more data collection methods in order to compare , learn or give up one problem

The case study Recipe is

 problem, invention, solution

Gathering information, spreading, collecting

Writing, reading, learning, carrying out

problem, solution, results

 Questions included  in solution are

 who, what time, why, what, how

where, when, why, whom, 

who, where, when, why, what, how

who when, how, how long

 CREAM STRATEGY is

 creativity, reflective, effectiveness, activeness, motivated

Collaborating, reducing, embracing,  achieving, monitoring

creativity, reflective, effectiveness, affecting, monitoring

moderating, creativity, reflective, effectiveness

 Deliberate Plagiarism is 

 copying & pasting from web pages and online sources to create a patchwork

sources to create a patchwork writing, buying, downloading, or borrowing a paper

rewriting from books or articles, copying & pasting from web pages and online sources to create a patchwork writing, buying, downloading, or borrowing a paper

 not knowing how to paraphrase or summarize, not knowing what “common knowledge” is, recycling an old paper

Accidental Plagiarism is

 not knowing when and how to cite, not knowing how to paraphrase or summarize, not knowing what “common knowledge” is, recycling an old paper

rewriting from books or articles, copying & pasting from web pages and online sources to create a patchwork writing, buying, downloading, or borrowing a paper

summarize, not knowing what “common knowledge” is, recycling an old paper

rewriting from books or articles, recycling an old paper

Plagiarism is

 using someone else’s words or ideas in your work by paying where it came from

using someone else’s words or ideas in your work without saying where it came from

not using someone else’s words or ideas in your work without saying where it came from

printing out the material and doing research work

 Improving memory techniques are 

 Test your own knowledge, both to rehearse it and to help determine what you do not yet know, decoding, comprehense the meaning

drink water, get enough sleep,  talking to a group, study repeatedly, make the material meaningful

good eye contact, confident manner, use mnemonic devices, minimize interference

study repeatedly, make the material meaningful, activate retrieval cues, use mnemonic devices, minimize interference, sleep more, Test your own knowledge, both to rehearse it and to help determine what you do not yet know

Ways to improve Memory

  write things down, chunking, acronyms,  eat a lot of food, drink water, read more, make a story, say things out loud , get enough sleep

write things down, chunking, acronyms, practice- practice- practice, test yourself, drink water, read more, make a story, say things out loud, Ask Why, get enough sleep

write things down, chunking, acronyms, practice- practice- practice, test yourself, drink water, read rarely, make a story, say things silently, Ask Where, get enough sleep

adapting what you have learned, Ask how and When, introduce yourself, get enough sleep, use chunks, acronyms

 Presentation is

 a means of communication which can be adapted to various speaking situations, such as talking to a group, addressing a meeting or briefing a team

a means of communication which can be adapted to various speaking situations, such as talking in pairs, addressing a meeting or briefing a team

a means of communication which can be adapted to various speaking situations, such as talking to a group, addressing individually or briefing a team

a means of corresponding which can be adapted to various speaking situations, such as talking to a group, addressing a meeting or briefing a team

 Steps for preparing effective presentation

 print, prepare, practice, present

read, show, respond, glance

plan, write, practice, present

plan, prepare, practice, present

 the do’s of presenting –

 practice makes perfect , introduce yourself, eye contact, use cribs, answer questions

talk too slow, fidget with hands, a good eye contact,  ask questions

plan, prepare, practice, present, talk too fast, make notes

practice makes perfect , introduce yourself, eye contact, use props, ask questions

 the don’ts of presenting –

 talk not so fast or slow, read from your book , pace around, say ‘ um’ , fidget with hands

gather information; main ideas, supporting evidence, creating

analyzing, reasoning, evaluating, appropriating a pace,examining 

talk too fast or slow, read from your slides, pace around, say ‘ um’ , fidget with hands

 Characteristics  of a good presenter –

avoiding  good eye contact, hesitation manner, interesting voice, appropriate pace, knowledge, enthusiasm, imagination

talk too fast or slow, read from your slides, pace around, say ‘ um’ , fidget with hands

good eye contact, confident manner, interesting voice, appropriate pace, knowledge, enthusiasm, imagination

good eye contact, being in  an arrogant manner, interesting voice, appropriate pace, knowledge, enthusiasm

 Critical thinking skills –

 decision making, analyzing, reasoning, evaluating, problem solving 

making a good eye contact, speaking in a low voice, preparing appropriate pace

being  knowledgeable , analyzing, expanding  imagination

decision making, reviewing, reasoning, examining, problem solving

Types of goals are

short-term, long term 

 alternative term , long term 

  Short-term, Long-term, Fixed, Flexible 

 Flexible, short-term, long term

Fixed:
Goals with errors  that is based on a specificdate/time 

Goals that cannot  be accomplished in the near future (within a few weeks or months)
Goals with an outcome that is based on a specific  date/time 

Goals that can be accomplished in the near future (within a few weeks or months)

 Flexible :

Goals that have an outcome, but no time limit

 Goals that can be accomplished in the near future

 Goals that cannot  be accomplished in the near Goals with errors  that is based on a specific  date/time future

 Goals with errors  that is based on a specific  date/time 

 The factors effecting decision making are

Perception, Priority , Style, Product, Acceptability

 Acceptability , Resource, Perception, Priority, Demands, Style, Judgement

Demands, Consumer, Initiative Acceptability, Judgement

Style, Judgement, Perception, Acceptability

 Common European Framework of References for languages

instruction, and assessment & a common criteria for the plot of language competencies.
a single framework for all aspects
drilling all units, retelling, summarizing, memorizing

a single framework for all aspects of language teaching and learning: planning, instruction, and assessment & a common criteria for a description of language competencies.
Task II

Choose a card  , write short summery and  jot down some information  on the topic  

                                     Card N 1

Presentation Skills (tips of a good presentation)
                Card N 2
C.R.E.A.M Strategy (give definition for the strategy and real life situation)
                Card N 3
Preparing for Exams and Tests: Managing Stress(tips for managing stress)
                Card N 4
A good language learner : Developing Learning Strategies (write strategies )
Card N 5

 Planning for Teaching and Learning (give a short summery to the topic . It should consist of 150 word)
Card N 6
Success as a Student ( write down about input, output, process )
Card N7
Core research skills: Improving Reading Skills (tips for improving reading skills)
                Card N 8

Presentation Skills ( Advantages and disadvantages of  Preparing presentation)
                                     Card N 9
  Improving memory (activities for improving memory)
                Card N 10

1.Avoiding Plagiarism (types of  plagiarism)
                Card N 11
Critical and Analytical Thinking (difference between them)
                Card N 12
 Effective use of libraries (types of libraries ) 

Card N 13

 TRANSFERABLE SKILLS ( give  definition & examples)

Card N 14
Moving from teacher dependency to learner autonomy The importance of being autonomous (give example for the topic)
Card N15
 1. Research Projects, Case Studies( types of Research project & Case study . Give one example for Case study)

                Card N 16

 Impro Card N 19

ving memory (write a short summery 150 words)

              Card N 17

Avoiding Plagiarism ( how  can one avoid plagiarism ?)

           Card N 18

Critical and Analytical Thinking (give definition for each one)
Card N 19

Effective use of libraries ( types of libraries and advantages)
Card N 20

TRANSFERABLE SKILLS (examples and a real life situation)
Card N 21

Moving from teacher dependency to learner autonomy The importance of being autonomous ( write a short summery)
Card N 22

Core research skills: Improving Reading Skills ( difference between scanning, skimming, intensive reading, extensive reading)
Card N 23

Research Projects, Case Studies (difference between Research Projects and Case Studies )
Card N 24

Improving memory (activities for improving memory)
Card N 25

Avoiding Plagiarism (types of  plagiarism)
Card N 26

Preparing for Exams and Tests: Managing Stress(tips for managing stress)
Card N 27

Critical and Analytical Thinking (difference between them)
Card N 28

A good language learner : Developing Learning Strategies (write strategies )
Card N 29

TRANSFERABLE SKILLS ( give  definition & examples)
Card N 30

Core research skills: Improving Reading Skills (tips for improving reading skills)

3.5 Baholash mezonlari
O'zbekiston Respublikasi oliy va o'rta maxsus ta’lim vazirligining

2018-yil 9-avgustdagi 19-2018-sonli “Oliy ta’lim muassasalarida

talabalar bilimini nazorat qilish va baholash tizimi to'g'risidagi

nizomni tashdiqlash haqidag”gi buyrug'ining1- jadvali

asosida amalga oshiriladi

Baholashni 5 balli shkaladan 100 ballik shkalaga o'tkazish

                                                 JADVALI

	5 baholik shkala
	100 ballik shkala
	
	5 baholik shkala
	100 ballik shkala
	
	5 baholik shkala
	100 ballik shkala

	5,00-4,96
	100
	
	4,30-4,26
	86
	
	3,60-3,56
	72

	4,95-4,91
	99
	
	4,25-4,21
	85
	
	3,55-3,51
	71

	4,90-4,86
	98
	
	4,20-4,16
	84
	
	3,50-3,46
	70

	4,85-4,81
	97
	
	4,15-4,11
	83
	
	3,45-3,41
	69

	4,80-4,76
	96
	
	4,10-4,06
	82
	
	3,40-3,36
	68

	4,75-4,71
	95
	
	4,05-4,01
	81
	
	3,35-3,31
	67

	4,70-4,66
	94
	
	4,00-3,96
	80
	
	3,30-3,26
	66

	4,65-4,61
	93
	
	3,95-3,91
	79
	
	3,25-3,21
	65

	4,60-4,56
	92
	
	3,90-3,86
	78
	
	3,20-3,16
	64

	4,55-4,51
	91
	
	3,85-3,81
	77
	
	3,15-3,11
	63

	4,50-4,46
	90
	
	3,80-3,76
	76
	
	3,10-3,06
	62

	4,45-4,41
	89
	
	3,75-3,71
	75
	
	3,05-3,01
	61

	4,40-4,36
	88
	
	3,70-3,66
	74
	
	3,00
	60

	4,35-4,31
	87
	
	3,65-3,61
	73
	
	3,0 dan kam
	60 dan kam
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