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Multi-Format Manual for the development of a language class of high efficiency

OBJECTIVE

Create a tool that improves us with material for an English class in an efficient manner, meeting the needs of students and making attractive, fun and interesting the process of learning and teaching.

INTRODUCTION

What makes a great teacher?
Teaching is one of the most complicated jobs. It demands broad knowledge of subject matter, curriculum and standards; enthusiasm, a caring attitude and a love of learning; knowledge of discipline and classroom management techniques; and a desire to make a difference in the lives of young people. With all these qualities required, it's no wonder that it's hard to find great teachers.

It was once said that the “mediocre teacher tells, the good teacher explains, the superior teacher demonstrates, and the great teacher inspires.”

1. HOW GETTING TO KNOW YOUR STUDENTS?

What is the most important in the Teaching-Learning process?
One of the instructional design elements which are considered fundamental is focus in the learner, not the teacher. This must be realized in a meaningful way, having in mind that the learners are in any program of instruction is extremely important.

Which are the differences between learners?

The differences between learners are based on gender, age, education, cultural differences, or on learning styles, providing the needs of all potential learners. This make changes in the design of a program to reflect those learners' needs. In some instances, designers provide different experiences or representations of the content which they think will address students' desires for different forms of perceptual experience, or more adequately represent differences in gender, age, culture, education, or experience. 
In this manual we have included some activities which we can apply as a teacher in different kinds of groups from kids to adults at the same time these activities could give us some general information about the characteristics of a group.
ICE BREAKERS
1. I identify with

Materials: Poster / flash cards 

The teacher displays a poster that includes pictures of different personalities. First, the teacher asks if the students know the people on the picture, then, each student choose a character which he/she feel identify, a student describes the characteristics that are similar with him/her and another partner try to guess with which personality  he/she  is identifying. This activity can be used with children too; you only need to change the type of pictures according to the age.
2. Following the rhythm.

The teacher introduces her/himself and models the rhythm with claps using the structures: I am (Tere), I like (apples), I don´t like (vegetables), and you? This activity can be used for all ages increasing the difficult grade.
3.  Two truths & a lie

Materials: A piece of paper and pencils for each student
Learners write down two truths about themselves and a lie.  Then introduce the three "facts". The rest of the group try to guess which one is the lie.
4. Chain writing likes and dislikes blind date

Each student is given a copy of a worksheet that represents a letter from someone that is interested in meeting for a blind date, with lots of sentence starters about likes and dislikes, e.g. “I split up from my last boyfriend/ girlfriend because he/ she didn’t like ….” or “Most people think it is strange that I love …., but I can’t get enough of it.” They fill in the first gap, fold the papers so the sentence they complete can’t be seen, then they pass it along to the next person. Repeat for each gapped sentence until the whole letter is finished. After it is passed one more time, students can open the letters, read them and decide if the letters make sense, who is the best person to date or which person would match well with each other.
5. What is your rhythm?

The teacher use a cd with different music rhythms, later he/she asks the students what kind of rhythm they enjoy most and according to the music of their choice the teacher can infer a part of student’s personality. 
6. The season of the_______.

The teacher brings a handout with a little paragraph that depending on the season of the year talks about the animals who arrives in that season. The learners read and fill in the blanks the animals they know and at the end he ask which season of the year it is their favorite and why. You also can change the animals for fruits or vegetables.
What I need to know?

It is essential for the teacher know the generalities of the group, because this will enable him to know how he can design an optimal class.

A vital factor is the environment, culture, likes, dislikes, knowledge and above all make the students feel comfortable in the place they are.

We as teachers need to know our students not only by their names but their dreams and expectations. 
How can I know the learners’ personality?
We can develop some activities or dynamics to obtain the information that we need. First is very important an ice breaker, because it will help the group feel comfortable and the teacher will observe the students general conduct and attitude in front of him.

What can the teacher do when he/she knows the personality of the group?

The teacher would design activities, according to the interests of students, their level and requirements and expectations considering also the general abilities.

2. Learning Strategies
Our brain works in a marvellous way we try to preserve and understand new information and apply it in the time we think will be useful for us. In order to understand how is easier to our students to understand or how we can learn in a better way; we have different learning strategies and several elements that affect in very specific angles these strategies. The next topic tries to give you the guidelines to a better comprehension of how the human learning process is reached when we try to comprehend a new language.
DIRECT: These strategies affect in a direct way the human learning process
Cognitive strategies

Cognitive strategies are one type of learning strategy that learners use in order to learn more successfully. These include repetition, organizing new language, summarizing meaning, guessing meaning from context, using imagery for memorization. All of these strategies involve deliberate manipulation of language to improve learning. Classifications of learning strategies distinguish between cognitive strategies and two other types, metacognitive strategies (organizing learning), and social/ affective strategies (which enable interaction).

For example a learner remembers new words by visualizing them represented in a memorable or ridiculous situation. This makes it easier and faster to recall these words.

In the classroom, activities which can be described as cognitive strategies include making mind maps, visualization, association, mnemonics, using clues in reading comprehension, underlining key words, scanning and self-testing and monitoring.
Memorization

Memorization can be a challenging task, but it can be made easier by employing some tried and true strategies. There are thousands of strategies for improving your memory, but which ones are the most effective.

Break it into "clusters" 

Keep in mind that your short-term memory is just that--short. On average, a person can remember approximately seven things. If there is too much information coming at you at once, your brain does not retain it all. It helps to group information into smaller pieces or clusters so that there is a greater likelihood that you will remember the information. For example, it would be much harder to memorize a phone number if you had to remember all 10 numbers in one sequence. Breaking the number up into three clusters greatly enhances your brain's ability to retain and recall the information.
Repeat and re-teach
Another memory strategy for memorization is to repeat the information multiple times. This can be done by simply repeating the word or data set over and over again or by adding the information into a sentence. For example, if you are trying to remember a person's name who you just met, try adding it into multiple sentences over the day.
Visualize it
Another trick for memorizing information is to create visual images that can prompt your memory. If you want to remember that you just met Lily, picture her with a lily in your mind. Some people also like to create catchy tunes to help them remember information.

Compensatory or communication strategies

This strategies are use to allow and promote the communication. We use them to compensate what the learner does not know yet.
· Be able to understand the essence of a message although you don’t need all the words to understand it. We can use listening activities, the learner maybe won’t understand all the words but he will try to catch some of them in order to understand what he is hearing.
· If we want to say a world and we don’t know how to say it we try to use synonyms or use general terms like periphrasis, we also can use mimicry and gestures. 
In order to these strategies worked we have to push the learners into situations where they must explain something. We need to project that the errors exist but the most important is the message of course during the pass of the time the errors should disappear until the highest level of perfection is reached. 
INDIRECT: These strategies affect in a general way the learning process
Social strategies 
These strategies involve two or more people collaboration; classmates or teacher-classmates relation. This way maybe some classmates feel more comfortable asking questions or solving doubts with their peers, in any case the main objective it is to promote the social interaction.
· Ask if there are any doubt
· Pairs or team work
Affective strategies

Affective strategies are learning strategies concerned with managing emotions, both negative and positive. The relationship between affective strategies and learning is not clear, but a positive affective environment helps learning in general. 

For example, lowering anxiety levels with relaxation techniques is one kind of affective strategy. 

Inside the classroom the teacher can play an active role in developing and exploiting affective strategies by building a generally positive atmosphere in the class. This can happen by encouraging and counseling learners, by helping them identify achievable aims and work towards autonomous learning, through personalizing activities, and through pair and group work. 
Influence Factors 

Motivation

 More motivated students tended to use more strategies than less motivated students, and the particular reason for studying the language (motivational orientation, especially as related to career field) was important in the choice of strategies.

Gender
Females reported greater overall strategy use than males in many studies (although sometimes males surpassed females in the use of a particular strategy).

Cultural background
Rote memorization and other forms of memorization were more prevalent among some Asian students than among students from other cultural backgrounds. Certain other cultures also appeared to encourage this strategy among learners.

Attitudes and beliefs 
These were reported to have a profound effect on the strategies learners choose, with negative attitudes and beliefs often causing poor strategy use or lack of orchestration of strategies.

Type of task
The nature of the task helped determine the strategies naturally employed to carry out the task.

Age 
Students of different ages used different strategies, with certain strategies often being employed by older or more advanced students.

Learning style 
Learning style (general approach to language learning) often determined the choice of L2 learning strategies. For example, analytic-style students preferred strategies such as contrastive analysis, rule-learning, and dissecting words and phrases, while global students used strategies to find meaning (guessing, scanning, predicting) and to converse without knowing all the words (paraphrasing, gesturing).

Tolerance of ambiguity
Students who were more tolerant of ambiguity used significantly different learning strategies in some instances than did students who were less tolerant of ambiguity.

3. How do we learn and strategies to teach
Students all have a unique style of learning that best suits their needs. To be an effective educator you must create lessons that utilize several different learning strategies. 

As an educator, you must take account for three variables in selecting which strategies are most appropriate for the lesson. 

1. Is the strategy appropriate for your students?

2. Is the strategy appropriate for the content?

3. Is the strategy appropriate for your educational goals?
Chunking or Organizing
· This strategy is used to organize data or information.  There are several types of chunking: Narrative, Spatial, Procedural, and Expository.

2. Framing
· The learner creates rows and columns to fill in and organize information or data that is researched.

3. Concept Mapping
· The learner will select the curriculum, or the concept, and map in out creating a visual image of the curriculum.

4. Advanced Organizers
· This is a bridging strategy, creating several links to past knowledge.

5. Metaphor, Analogy, and Simile
· This is another bridging technique; learners must utilize information they already know to create a comparison to two objects.

6. Rehearsal
· The learner uses repetition to remember information. Example: using flash cards

7. Imagery
· The teacher prompts students to form a mental image in their head to remember information. This can be done with diagrams, pictures, or anything that is visually appealing and intriguing to the students.
8. Mnemonics
· These techniques are used to trigger memory or information using rhymes, visualization, or letters.

4. What are the contents we can see in class?
First of all you have to specify the objective according to your class. You must be realistic but at the same time optimistic. Always keep in mind external factors that could help and delay the learning process in your students.
Methodology and resources variety

Use a variety of didactics 

By this point you should know not all the groups are perfect or the same group over an over again and they just change in the amount of women or men. For this and more reasons you can’t always use the same activities or tests. You have to innovate once in a while; you must try to match the contents from your text books or guidelines and the real life or what it’s happening around the world. You can not be the square teacher who always says the same by the third day and which test are the same since 1984.

Use learning strategies in order to create a meaningful learning

We live in a globalize world, the technology give us several tools we can use to reach those 5 or 10 minutes of attention that every teacher dreams of. Adding to this techniques our skills to teach and the different intelligences and strategies we already know our students posses, we ought try to leave a seed inside our learners a bug starved of knowledge at least a word at leas a doubt and by the end of the day our job it is done. Because we want all this we need to make our classes interesting and touch those intellectual fibers inside of our students head. The question is how? Well if our students love football make a connection between football and English if our student love movies make a link between movies and English. Not everything must be the text books you can easily follow the guidelines and give an extra to reinforce the topics.

Learning resources related to topics and students characteristics 

If you know your class if full of men, well will be kind of strange if you give them a topic related to which dresses should I use if  I am going to be at a red carpet. We have to be aware we need a manly topic. For example if you teach English in Africa and you want to explain what is snow, well maybe your students are not familiar with the snow because of the hot weather so you have to finds a y to explain that concept. 

5. Timing
Maximizing lesson planning time
Time management tips help you establish a working planning schedule to plan for your students' success. By using time management tips, you can manage to teach a lot in every single lesson - or at least every week.

There are many teachers out there who don't teach quiet cooperative classrooms without distractions and interruptions. Perhaps you're also one of them.

The big question is: How do they maximize the short periods of time they do have to help their students succeed?

Teaching under tight curriculum and time constraints
First, get organized so you can get some teaching done. Don't just hope you will have the time once you've completed all your other tasks or taken care of other responsibilities.

It's just as important to continually organize lessons as it is to use time efficiently. The way you plan lessons isn't the only important thing. The most important thing is to set aside time for deciding what to teach and a new teacher system in place. New teachers who expect teaching to be easy don't usually set aside enough time during their busy week for planning. When they sit down and decide what to teach, and feel stuck, they tend to give up and move on to something else.

Establish a working schedule
Busy teachers establish a working schedule on a regular basis either on their own or in teams. At first, it can be distracting especially by the events of the day. But after a few days, weeks and months, you will become conditioned whenever you sit to work.

Maximize Lesson Planning
Bring lessons to life by keeping a lesson notebook. This can of course, be either a loose-leaf notebook or a spiral notebook where you keep notes in about a particular class. You can make notes about student performance during an activity, whether it was hard and what was hard about it. You can also write down how students behave and exactly what they are doing. When you open your textbooks and planning materials, you'll have a better idea of what your students were capable of doing at the given moment and can bring your lessons to life!

Think successfully
Make your time count by having an intention for success. Start by picking just three simple tasks for a particular class. By the end of the week, follow through to make it happen. At the same time, evaluate what worked, what didn't and what's next in terms of various areas of your instruction.

Avoid distractions
As a new or veteran teacher, you will face distractions constantly. When the teaching isn't going well, these distractions can be particularly enticing and lure you into putting the lessons away for a while. However, you can avoid even the most attractive distractions if you can find a way to totally commit to your work. Use time management tricks such as setting aside a time when you only speak with parents or hire a helper or send your kids out to do errands, if you find you can't work because your children are constantly interrupting.
Have a system for success
A system is just a plan made up of simple steps to follow in order to reach their instructional goals. Without a system, you will find yourself doing a lot of work without really getting anywhere.

Set the Intention to Succeed
Even if you had a lousy day teaching, you can still set their intentions for what you would like to have happen. For example, if you are trying to find successful tasks to stimulate your English language learners, and it just isn't going well, find a quiet place to take a few deep breaths and let your minds clear. This works! Slowly, set the intention either in your head or out loud. By relaxing and staying focused on the task itself, you will immediately let go of thoughts of anything else that may center your mind. When they enter the classroom, keep that intention in your mind. Remind yourself of how much you are doing to succeed and how much you care about their students' success.

Take the time to find time to plan without distractions funneling through your brain. You'll be amazed at the amount of productivity you will gain when you are able to set and stick with a schedule despite tight curriculum and time constraints.
Class time monitoring

Once you are in the field the sometimes the things are not as the books said; that is the perfect reason why you should always plan the time for each one of your class in order to fulfill all the topics, activities, tasks or any kind or work you planned to your class. Remember also to have a Plan B and save 5 or 10 minutes in case of or if any external factor affects the way of your class.

CONCLUSION

The intentions and the correspondence of that intensions only matters if they have a meaningful and real result.
We made this manual with only one intention in our minds, help, the ideas and the aftermath are a combination of experience and wisdom in the field. We hope this manual helps not only teachers but people who want to become a teacher. The topics are simplified as:
· How getting to know your students?

· Learning Strategies

· How do we learn and strategies to teach

· What are the contents we can see in class?

· Timing

Thank you for your time to read this manual we really enjoy make in it and the practice makes the master.

Bibliographic References:
· TKT Manual

· Personal Interviews

Internet references:
· Memorization Learning Strategies | eHow.com http://www.ehow.com/way_5766559_memorization-learning-strategies.html#ixzz1CI2iCODB
· http://www.madridteacher.com/learning-english/teaching-interesting-english-classes.htm
· http://www.madridteacher.com/learning-english/teaching-interesting-english-classes.htm
· Veenema, S. & Gardner, H. (1996).Multimedia and multiple intelligences.The American prospect, No. 29, pp. 69-75.
· http://EzineArticles.com/?expert=Andy_Masters
· http://EzineArticles.com/?expert=James_Vollbracht
· http://www.englishclub.com/esl-lesson-plans/activities-games.htm
· http://www.quasar.ualberta.ca/edit573/modules_contents.htm
· Memorization Learning Strategies | eHow.com http://www.ehow.com/way_5766559_memorization-learning-strategies.html#ixzz1CI2iCODB
· http://www.NewTeacherResourceCenter.com 
· http://EzineArticles.com/?expert=Dorit_Sasson
· http://www.madridteacher.com/learning-english/teaching-interesting-english-classes.htm
· http://www.ncbe.gwu.edu/databases/ERIC_Digests/ed321619.html
· http://www.quasar.ualberta.ca/edit573/modules_contents.htm
· Back to School Activities for Getting to Know Students' Likes & Dislikes | eHow.comhttp://www.ehow.com/list_5890195_back-getting-students_-likes-dislikes.html#ixzz1Bc6pkXxK
LOG

PRESENTATION


