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Education, 4" Edition, Routledge: Taylor & Francis Group, London and New York
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Woolfolk A., (2004) Eaqucational Psychology. Pearson Education, Inc.

Santrock 5™, Educational psychology
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HBSHRHPRIBEIBSE L English for Communication and Writing &85553€88538
srusamnsKdminei ieidgqnanecifine

1. Introduction

This course is specially designed for participants who are prospective Inspectors of Education. It
will provide them with a practical introduction to English for Communication and Writing. It focuses
on language systems—grammar, functions, vocabulary, and pronunciation; and skills— listening,
reading, speaking, and writing with an emphasis on communicative competence and administra-
tive work. Participants will develop their own linguistic fluency and accuracy in these areas.

It is also designed to improve English language proficiency of trainees whose first language is not
English. It focuses particularly on the language communication skills, specific social interactions
and competence that they need for their workplaces, their educational career, their further teacher
development studies as well as teacher-training in English; and for making work-related contacts
locally, regionally and internationally. All contents, topics, issues and classroom practice activities
are highly relevant to their real contexts so that they will be able to learn both English language
competencies and other skills related to their professionalism. This course aims at improving all
these skills.

2. Objectives
A. Knowledge
After completing this English for Communication and Writing, the participants will be able to:
- use English language for effective communication in both formal and informal settings.
- introduce, greet, and welcome people in different situations.
- acquire a deep understanding of learning process.
- use how intonation varies depending on the type of sentences and contexts.
- gain how words combine with other words and sentences in different ways.
- acquire the structure of how different sentences and clauses are formed.
- acquire how features combine to create text types.
- create how features combine to create a coherent and cohesive text.
- identify how spoken and written text types differ.
B. Skills
- Describe how to manage a language competency effectively.
- Identify some problems which may occur when introducing new target items.
- Use Language communicatively.
- Use English effectively for working activities, such as conducting meetings, discussions,
debates, presentations, negotiations, telephoning, socialization, etc.
- Describe processes and procedures for doing things in English.
- Conduct a successful communication in English (including bargaining and making
concessions, accepting and confirming anything proposed).
C. Attitudes
- Use all the four skills confidently.
- Explore their beliefs about language communicating and writing
- Gain how to extend and improve their language learning knowledge through self-study.
- Better their ways of communicating with different people in different situations.
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3. Key Concepts

This course is designed to train educational inspectors how to effectively use the four language
skills, namely listening, reading, speaking, and writing. A large number of techniques for those
four skills will be demonstrated by the trainers and practiced by all trainees. As this course is
highly practical and hand-on, the classes will practice a lot of speaking and writing as well as
reading activities. Integrated skills are also incorporated and practiced in each main language
skill-focused lesson.

4. Time Frame

Subject Duration
English for Communication and 3 hours a week
Writing 3 hours x 10 weeks = 30 hours a year, 2 credits

5. Instructions
In order to fulfill the above objectives, certain methods should be employed:
— Arrange students to work in groups, pairs and/or individual accordingly.
— Give students assignments and homework to activate their learning.
— Open for whole class discussion and/or small group discussion.
— Encourage trainees to use English exclusively in class and out of class.

6. Assessment Methods

In order to gather holistic evidence whether the trainees perform well and achieve the above
learning outcomes of the course, formative and summative assessments should be used. Form-
ative assessment techniques include, but are not limited to, summaries, reflections, lists, charts,
and graphic organizers, visual representations of information, exhibitions, oral presentations, in-
formal observations, demonstrations, responses to teacher questions, listening to student ques-
tions, homework /assignments, completing worksheets, pre-test, end of unit/lesson/chapter quiz-
zes or progress tests, monthly tests, essays, project papers, projects, portfolios, journals, and
collaborative activities such as role plays, plays, debates, discussions, simulations in pairs and
/or groups). Summative assessment techniques include, but are not limited to, end-of-term/se-
mester exams or final exams, standardized tests, reports, term papers, projects, and research
project reports. To keep track of the data, trainers collect student records, file the data for year-
end assessment. The total score is 100.

The following are the criteria:

a. On-going assessments 60%
— Class participation 10%
— Attendance 10%
— Assignments/ quizzes 20%
— Revision tests 20%
b. Semester Exam 40%
Total 100%
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7. Course QOutline

Contents Learning Outcomes Hrs
Section 1: Knowledge:
Interacting with others — use EL for effective communication in both 3 hrs

A. What to say to people in dif-
ferent situations (Part 1)
Greeting People
Welcoming People

Taking Leave
Introductions

Invitations

Apologies

Congratulating People
Offering sympathy / condo-
lences

9. Offering help

10. Asking for help

© NGO kWNE

formal and informal settings.

use appropriate EL structures, vocabulary
and expressions when interacting with peo-
ple

give reasons

make plans, arrangements, and decisions
inform people

introduce adverbs of degrees

talk about people’s experiences

Skill:

To better the ways of using English language
for commutation in both formal and informal
settings effectively.

Attitudes:

value the way of using English language for
commutation in both formal and informal set-
tings.

love learning English for general
understanding and professionalisme

love using English in different situations and
functions

Section 2:

Interacting with others

A. What to say to people in dif-

ferent situations (Part 2)

11.Offering advice

12.Expressing appreciation

13.Expressing encouragement

14.Giving praise/ complimenting

15. Expressing concern

16.Expressing displeasure

17.Enquiring about pleasure/ dis-
pleasure

18.Making an objection

19. Expressing Regret.

Knowledge:
— use appropriate English language structures

and vocabulary to offer something, invite
someone, make polite requests and ask per-
mission.

ask for advice and advice people what to do
something

host visitors with polite and warm welcome to
make people feel at ease.

Skills:

be able to practice using English expression
in different settings

invite and receive visitors with polite and
warm welcome to make people feel at ease
ask for some advice and advice people what
to do

describe their arrangements

give advice to people
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Attitudes:

— give supports and advice to someone in dif-
ferent settings

— love being part in the conversation

— appreciate people’s reasons and decisions

Knowledge:

— use appropriate EL structures, vocabulary 3 hrs
expressions to end the meetings
, — discuss different types of negotiations and
Section 3: . . .
_ _ language functions and forms in English
Interacting with others Skills:
B. Participating in nversa- ) . . .
tion articipating in a conversa — be able to discuss different types of negotia-
. : tions and language functions and forms in
1. Starting a conversation Enalish
2. Responding to others in a . g . . , ,
: — invite and receive visitors with polite and
conversation .
L : warm welcoming to make people feel at ease
3. Joining in a conversation . : )
. : — join a conversation politely
4, Carrying on a conversation o0 )
5. Leaving/ Ending a conversa- | end the conversation in a fr.|endly way
tion — prepare to make conversations—how to start
—  Model conversation 1 and end conversations
— Model conversation 2 Atttl)tu:es: itel q fidently in all si
— Copping with stress — .e ave politely and confidently in all situa-
tions
— love being polite to others
— love listening, reading, speaking, and writing
in English
Section 4: Knowledge:
Seeking for and Giving Infor- — make effective communication on formal and | 3 hrs

mation
Asking for information by Using
Wh-questions

informal talks

— generate different types of questions and
give accurate answers.

Skills:

— be able to use different types of questions
and respond accurately

— explain how to use Wh questions

— generate different types of questions and give
accurate answers.

Attitude:

— be happy to try using different types of ques-
tions and respond for better results

— respect people’s opinions and decisions

Section 5:

Seeking and Giving Infor-
mation

Asking for Information by Using
Yes/No Questions

Knowledge:

— explain how to deal with communication diffi-
culties in English by using different types of
guestions
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— Model conversation 3
— Model conversation 4

— prepare to make conversations, how to start
and end conversations, how to get infor-
mation, how to take and leave messages,
how to make good impressions on social in-
teractions, and how to deal with problems
during talks.

Skills:

— be able to generate different types of ques-
tions and give accurate answers.

— be able to take and leave messages

— explain how to use and make Yes/No
guestions

Attitude:

— communicate and share their knowledge and
skills for their learning activities.

— appreciate people’s reasons and decisions

Section 6:

Social Skills For Getting

Things Done

Social Skills For Getting Things

Done (Part 1)

1. Expressing yourself

2. Asking for words to be re-
peated

Knowledge:

— use appropriate English language struc-
tures, vocabulary and expressions to find
out and talk about work and social routines
and make polite requests

Skills:

— use appropriate English structures and ex-
pressions accurately

— explain how to use English to express oneself

— explain how to ask for words to be repeated

3. Making a request .
4 Seekir?g per?nission — describe how to make a request
5' Enquiring whether — describe how to seek permission
6. Enquiring about other peo- — explain appropriate English language struc-
ole’s intention tures, vocabulary and expressions to find out
7. Asking for a clarification and talk about work and social routines.
8. Making a suggestion some- Attitudes: _ _ _ o
thing needs to be done — collaboratively communicate with their friends
and community in real situations.
— appreciate people’s reasons and decisions
Section 7: Knowledge:

Social Skills for Getting Things

Done

Social Skills For Getting Things

Done (Part 2)

9. Making a recommendation

10. Instructing/ directing others to
do something

11.Giving a reminder

— Model conversation 5

— use appropriate English language struc-
tures and vocabulary to give a recommen-
dation, suggestion, clarification, instructions,
and directions.

Skill:

— be able to use appropriate English language
structures and vocabulary to give a recom-
mendation, suggestion, clarification, instruc-
tions, and directions.

3 hrs
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— Model conversation 6

Attitudes:
— appropriately give and take instructions and
directions from others to do something
— appreciate cultural differences

Section 8:

Knowledge:

Giving Directions — tell someone how to get to school or guide 3 hrs
a. Traffic Sign and Write its strangers to different places

Word — know how to give good directions.
b. Asking For and Giving Direc- | — ask for and give directions.

tions Skill:

— communicate effectively and pick the most
appropriate routes in order to help the person
stay on track and reach their destination.

Attitudes:

— behave responsibly when driving

— respect other people when using the roads

Section 9: Knowledge:
Indirect Questions — differentiate direct from indirect questions
— How to change the statements | — ask for and give instructions by using se-
from direct to indirect ques- quencing words effectively.
tions Skills:
— Exercises — be able to change direct questions into indi-
rect questions accurately and fluently

— explain appropriate EL structures, vocabulary
and expressions to find out and talk about
work and social routines.

— explain appropriate EL structures and vocab-
ulary to offer something, invite someone,
make polite requests and ask permission,
give a recommendation, suggestion, clarifica-
tion, instructions, directions.

Attitude:

— become more polite or more formal

Section 10: Knowledge:
Seeking and Expressing opin- | — express their opinions in group discussions. | 3 hrs

ions
What to say in a discussion

— learn how to listen and pay close attention
when other people are talking in the group
discussion.

Skills:

— demonstrate how to deal with problems with
what to say to people and what to participate
in conversations

— how to deal with communication difficulties in
English

Attitudes:
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— appreciate group discussion and try to share

ideas
— work collaboratively with their classmates
Session 11: Knowledge:
Study Skills — Discuss what vocabulary involves 3 hrs
Focus on Vocabulary Skills:
1. Introduction — identify which words should be learned
2. Types of Vocabulary — improve techniques of storing new words into
long team memory.
— describe better technigues for learning languages
Attitude:
— politely deal with vocabulary related prolems.
Sessionl12: Tenses Knowledge:
1. Presenttenses - explain the different present tenses 3 hrs

- know how to create different types of present
tenses.

- know how to explore the sentence structures
effectively.

- know how to use different present tenses.

- know how to recognize different types of pre-
sent tenses.

Skills:

- recognize and use present tenses effectively

- explain how to use different present tenses.

- explain how to recognize different types of pre-
sent tenses.

- explain how to explore the sentence structures
effectively.

Attitudes:

- build trainees’ confidence in creating and using
present tenses.

- love learning English for general understanding
and professionalism.

- love using English in different situations with
different functions.

Session 13: Tenses
2. Past tenses
3. Future tenses

Knowledge:

- explain what tenses are.

- know how to create different types of sen-
tences.

- know how to explore sentence structures effec-
tively.

- know how to use different tenses.

- know how to recognize different types of
tenses

Skills:

- will be able to create and use tenses correctly
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- explain how to create different types of tenses.
- explain how to explore the sentence structures
effectively.

- explain how to use different tenses.

- explain how to recognize different types of
tenses

Attitudes:

- appreciate the use of tenses in sentences.

- love using English in different situations with
different langugue functions.

Session 14: Knowledge:
Writing Informal and Formal — write formal and informal letters. 3 hrs
Letters — use effective guidelines for effective writing at
their workplace.
Skills:
— write formal and informal letters.
— explain how to write formal and informal let-
ters.
Attitudes:
— love improving their writing letters
— love using EL in different situations &
functions
Review for Knowledge:
Semester Examination — review some previously learned lessons for 3 hrs

Semester exam

Skill:

— discuss and highlight important lessons that
might be included in Semester exam

Attitude:

— share ideas how to behave professionally
during the exams.

Exam

Semester Exam
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