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FOREWORD

Meaningful communication is the primary requisite of 

the classroom and the human civilization itself. Scholarship 

and brilliancy of ideas may meet their disastrous end unless 

put across to a cognizant audience with conviction and 

clarity. The primacy of position English has come to occupy 

among the languages as an International language compels 

our own classrooms to adopt it as the medium of instruction. 

But it is feared that many of our school faculty as yet is 

unprepared for this transformation.

This training package is prepared to meet this urgency.

It is meant to assist the teachers in the schools of Andhra

Pradesh and Karnataka for transacting the content and 

communicating through the medium of English. This 

package is prepared after assessing the specific needs of 

the teachers. It is hoped that this training package will 

provide a stimulus to the teachers and generate interest. All 

aspects of communication that focus on interactive and 

integrated approach have been aptly discussed and 

incorporated by the team of experts in this training package.



I am confident that this training package will serve the

professional needs of the teachers and prove useful for

them.

Dr.P.Veerappan 
Professor and Head, DESSH



Preface

The world around is on the throes of a perceptible 

transformation where English is gradually emerging as a 

truly international language. Far from the status of a having a 

fringe existence, the Indian English has come assert its 

authenticity and primacy of position. In the evolving scenario 

of shrinking spaces and global village, the theme of English

as the viable medium of communication in the classrooms

would be rather an understatement.

This training package was conceptualized for the

School Teachers of Andhra Pradesh and Karnataka where

the medium of instruction happens to be English. The 

modules in this package discuss and illustrate the realistic

approaches that the teacher may incorporate in the 

classroom situations to make a profound impact while 

communicating through English.

This training package places emphasis on the impact 

and influence of the mother tongue of the speaker rather 

than ostracizing and stigmatizing its use in the classroom as 

has been preferred mode of the curriculum of yesteryears 

which had not exorcised the ghost of Macaulay. The 

package conforms to the norm primarily of intelligibility



among users rather than some predetermined correct or 

accepted form of the English language.

The modules in this package attempt to discuss 

approaches that may be adopted by the teachers teaching 

through the medium of English. It seeks to discuss the 

multitudinous problems faced by the teacher in the 

classroom situations. Rather than insisting on the accuracy 

of use or appropriateness of the language selected, fluency 

in the use of the language at the initial stages has been 

emphasized keeping in view the specific context of the

learner.

Phonetics, pronunciation, stress and intonation are 

some of the major hurdles for the Indian students 

communicating in English. These issues are dealt with at 

great length in this package. Since Language Lab and 

Internet have become an integral part of the modern 

schooling, we have incorporated an exhaustive chapter that

discusses the nuances and subtleties of this area.

Further there are units dealing with innovative 

techniques like role-play and the significance of non-verbal 

communication. The package places an equal stress on 

concepts like group tasks, productive and receptive skills 

and the effective utilization of multimedia for improving



communication skills. Story telling as a means of teaching 

dates back to the beginnings of human culture and 

civilization. The package has dedicated a unit that offers 

penetrating insights into this topic.

It has given this team of writers real satisfaction in 

grappling with the challenges that putting together of the 

training package has posed. We have the conviction that it 

will pave the way for further introspection into the related 

areas. The package may help to initiate an inquiry into

furtherance of communication abilities of the teachers and

students in classroom transaction and the world that is

looming outside it.

We are eagerly looking forward to your invaluable 

suggestions for improvement, which may be sent to the 

Program Coordinator.

Karunakaran B Shaji 

Program Coordinator
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Module on Presentation Skills

Dr.C.Jengiah 
Associate Professor

English & Foreign Languages University 
Hyderabad.

Objectives

At the end of the module the reader will come to know how to plan and prepare for a 
systematic presentation. By following whereas essential steps

Presentation Skills are a must for all professional teachers. Whether we like it or not, we line in 
society where our culture dictates continuing drive for success, achievement and career 
advancement. This is where presentation skills have a crucial role to play in the field of 
education speaking in public is either and entertaining exercise or a selling exercise.

As teachers what do we sell? Think for a moment of all the speeches and prostrations you have 
listened to. The ones you can instantly recall and remember with enjoyment or interest will be 
those where the speakers were selling the subject they were speaking about rather than just 
spcaKing auuiu me bUUjceL.

Surely it is the duty of those communicators to transfer their knowledge to the minds of their 
listeners, so that the latter can accept or in some cases argue against the message that is being 
communicated. The transference of knowledge is most definitely a professional process. It is the 
duty of educators to gain acceptance of there message from their students, and on acceptance a 
transaction process would take place.

Planning, Preparation and Presentation

Rehearsal



Defining your objectives

Why are you making the presentation? That’s’ the first and most important, question you must 
answer every thing else - the material you include, its order, the level of detail you go into, how 
long the presentation will last, what visual aids you w'ill use - will depend on your answers to 
their question.

What do you want your audience to take away at the end of the presentation? More importantly: 
what do you want them to do? Your objective is to tell them every thing they need to know to 
take that action - and nothing more.

Presentations are not for giving information to repeat: your audience is probably going to forget 
almost all the information you give them. So packing the presentation fill of information is 
almost certainly counter productive if you must offer your audience detailed information, put it 
in supporting notes.

The presentation should inspire your audience. It may sound rather grand, but a presentation 
should inspire your audience: they want to be interested to be moved, involved intrigued. Your 
task is to bring your ideas alive with your own feelings, commitment and passion. You can 
demonstrate this commitment further when the audience asks you questions. It is your conviction 
that the audience is looking for.

How many points to put across?

The answer should be ‘One’, If the average member of the audience can remember with interest 
and enthusiasm one main theme, the lecture has been a great success.

So your objective must be to inspire your audience. Nothing else, Try to get instant responses 
and it your presentation session be an interactive activity.

Analysing vour audience

Your presentation will be successful if the audience feels that you have spoken directly to item.
If you can demonstrate that you have tailored your material to their needs, the audience will be 
more inclined to accept it.
So think about your audience carefully.

• How many will there be?
■ What is their status range?
■ Will they want to be there?



■ How much do they already know about the matter? How much more do they need to 
know?

■ What will they be expecting? What is the history, the context, the rumour, the gossip?
■ How does your message and your material relate to the audience? Relevance defines 

what you will research, include and highlight. It will also help you to decide where to 
start: what your point of entry will be.

■ Is the audience young or old? Are they predominant by one gender or mixed?
■ Are they technical specialists or generalist? They will want different levels of detail.
■ Where are they in the organization? Different working groups will have different 

interests and different ways of looking at the world.

Think, too, about the audience’s expectations of the presentation. They may see presentations 
often, or very rarely. They may also have specific expectations of you, the presenter: they may 
know you will or hardly at all: you may have some sort of reputation that goes before you.

Constructing a Message

Once you have your objective, and you have some sense of who your audience is, you can begin 
to plan your material. Begin with a clear message. This should have all the characteristics of a 
message that is

■ Be a sentence
■ Express your objective
■ Contain a single idea
■ Have no more than 15 words
■ Grab your audience’s attention

You might consider putting this message on to a slide or other visual aid and show it near the 
start or the presentation. But an effective message should stick in the mind without any help. 
Make your message as vivid as you can.

Creating a Structure

Every thing in the structure of the presentation should support your message. Keep the structure 
of your presentation simple. The audience will forget most of what you say to them. Make sure 
that they remember your message and a few key points.

Weaving an Introduction:

Use SPQR (Situation. Problem. Question & Response) to start the presentation, leading the 
audience from where they are to where you want them to be. This also allows you to show that 
you understand their situation and that you are there to help them. Using SPQR will convince

n



Ynnr nwn valupc and bnlipfc will hp mnrp rrpHihlp if vnu ran wp arp tbpm into n ctnrv SPflR 

gives you the structure. You could begin your presentation by telling a brief story, making sure 
that your audience will be able to relate to it. Make the story authentic and relevant. You need to 
allow as much time as possible for your new ideas.

Building a Pyramid:

Use a pyramid structure to out line your small member of key points. Show the pyramid visually:
- - • — — 1- -» ~ J — -• x — 1 * J — _ -Cl * — 1- «^x xl-. x xl. • _ 1. . _ _ * _ x _ . ‘11 _ xl

sections of the presentation.

Repetition is an essential feature of a good presentation. Because the audience can’t reread or 
rewind to remind themselves of what you said, you need to build their recall by repeating the key 
features of your presentation. Most people seem to know the famous tell’em principle:

■ Tell 'em what you’re going to tell ‘em
■ Tell ‘em
■ Tell ‘em what you’re told ‘em

This valuable technique is one you should use often in your presentation.
If you plan well, you will almost certainly create too much material. You must now decide what 
to retain and what to leave out. Go back to your pyramid and make sure that you have enough
time iu tuvii eueli mj puim. vv eeu uui ail) UCidil mat will ww ucmil m UIWII »uu ilulli

your objective.

Opening and Closing the Presentation

Htipp tbp bnrb/ nf tbp nrpcpntatinn ic in rdqpp vnu nppr) tn ripcirm on nnpninn on<d pIocp tbot tirill

help you take off and land safely. You need to be able to perform these on auto pilot. Memorise 
them word for word or write them out in full.

The opening of your presentation should include:
■ Introducing yourself: who you are and why you are there;
■ Acknowledging the Audience: thanking them for their time and recognizing what they 

are expecting;
3 A rlpor ctqtPmPnt nf vnnr nbipptivp nr bpttpr etill vnnr mncmrrp

■ A time-table - finish times, breaks if necessary;
’ Rules and Regulations - note - taking, how you will take question: 
a Any other relevant item - safely, refreshments administration



Once these elements are in place, you can decide exactly how to order the items. You might 
decide to start with something surprising or unusual or sometimes it’s good idea to talk with the 
audience at the very start before launching into the presentation proper.

The close of the presentation is the most memorable moment. What ever else happens, the 
audience will almost certainly remember this! This is your last chance to tell them what you have 
told ‘em. Summerise you key points, and your message. Give a call to action. Add feeling and 
be specific in your call to action: what exactly do you the audience to do?

Thank the audience for their attention. You might also formally guide them into a question 
session, giving them time to relax after concentrating and perhaps pre-arranging a ‘planted 
question’ in the audience to self the ball rolling.

Putting it on cards

Put your ideas on to cards. These are usual memory devices and help you to bring the 
presentation alive.

The presentations are given without notes. But few people will always have the confidence or 
experience to be able to deliver without any help. Never the less, any notes you create should 
aim to support your memory, not substitute for it. Cards have a member of key advantages.

■ They are less shaky then paper - they don’t rustle.
■ They are more compact
■ They give your hands something firm to hold
■ They can be tagged with a treasury tag to prevent loss of order
■ They look more professional
■ They force you to write only brief notes.

By writing only brief notes, triggers and cues on your cards. You force yourself to think about 
what you are saying, while are saying it. This means that you will sound much more convincing. 
Obviously, your audience will only tolerate a certain amount of silence while you think of the 
nest thing to say. The note on the card is there to trigger that next point and keep you moving.

Write your notes in bold print, using pen or felt-tip. Write on only one side and number the cards 
sequentially include:

■ What you must say:
■ What you should say to support the main idea:
J What you could say it you have time.

Add notes on timing, visual aids, cues for your own behavior keep the cards simple to look at 
and rehearse with them so that you get to know them.

'9



Adding Spice:

Exciting presentation bring ideas alive. You are the medium through which the audience 
understands the material. You must make this presentation your own and give it the spicy smell 
of real life.

Rack your brain for anything you can use. Think it up, cook it up, dream it up if necessary. Look 
for:

■ Images;
■ Examples;
■ Analogues;
■ Stories;
■ Pictures;
■ Jokes; (better to say, add hum our) but be careful about jokes.

Your audience wants images; real pictures, not you should be aiming to create such pictures in 
your audience’s mind.

Designing Visuals

Working on the visuals can take longer than any other part of planning. The important thing to 
remember is that any and you use is there to help you, not to substitute for you. You are not a

audience wants to see you: to meet with you assess you, ask you questions, learn about you. 
They will not have the chance to do any of this if you hide behind your visual aids.

Visuals aids intrude. The moment you turn on the projection or turn to the flip chart, the 
audience’s attention is on that rather than you. A small number of excellent visual aids will have 
far more impact than a large number of indifferent ones. Don’t fall into the trap of thinking that 
every part of the presentation should have an accompanying slide.

Make your visuals just that. If you can avoid using words, do so. How can you put the 
information into graphic form? Is there a picture you can use to illustrate on suggest what you 
are saying? Words are for listening to visual aids are for looking to. It really is that simple.

6x6x6

If you must put words on your slide, they should obey this design principle. 
No more than six lines of text on any slide 
No more than six words on any one line

The text should be visible on a laptop screen from a distance of six metres.

(?



Audience’s expectations of slides are changing confound your audience’s expectations. Use the 
technology by all means- and then leap away from it, galvanizing your audience with your own 
passion for your subject. Or be really daring, and work without anv slides at all.

Rehearsing:

There is a world of difference between thinking your presentation through and doing it. You may 
think you know what you want to say, but until you say it you don’t really know. Only by 
uttering it aloud can you test whether you understand what you are saying. Rehearsal is the 
reality check. Rehearsal is also a time check. Time acts oddly in presentations. Often many 
presentation think that they run out of time and that feeling compels the presenter to mentally 
deviate the main track which might affect from the presentation well - rehearsed presenters 
know what to say and can improvise on it according to the demands of the moment.

General Guide Lines

■ Rehearse with a friend. Ask then what they think and work with then to improve.
■ Rehearse with your notes. Get into the habit of looking up from them
■ Rehearse with the visual aids at least once
■ Rehearse in the venue it self if you can. If you can’t, try to spend some time there, getting 

the feel of the room.Controlling the audience
Many presenters concentrate so hard on the material that they ignore the audience. They have no 
idea of the messages that their body is sending out. They are thinking so hard about what they 
are saying that they have no time to think about how they say it.

vw,, ~ aj w„.. ----- ,—j.

is doing so that you can control it, and thus the audience. A few basic principles will ensure that 
you keep the audience within your control.

Eve contact

You speak more with your eyes than with your voice. Your eyes tell the audience that you are 
taking notice of them, that you are confident to speak to them, that you know what you are 
talking about and that you believe what you are saying.

Include the whole audience with your eyes. Many presenters fall into the trap of focusing on only 
one person: the most senior manager, the strongest personality, maybe simply someone they like 
a lot.



Keep your cue cards in your hand so that you can easily glance down at them and bring your 
eyes back to the audience quickly.

Your face

The rest of your face is important, too! Remember to smile. Animate your face and remember to 
make everything just a little larger than life so that your face can be ‘read’ at the back of the 
room.

Gestures

Many presenters worry about how much or little they gesture. This is reasonable. Arms and 
hands are prominent parts of the body and can sometimes get out of control.

Keep your gestures open, away from your body and into the room. Don’t cross your hands 
behind your back or in front of your crotch, and don’t put them in your pockets too much.

Movement

Aim for stillness. This doesn’t mean that you should stand completely still all the time. Moving 
about the room shows that you are making the space your own, and helps to energise the space 
between you and the audience.

Try not to rock on your feet or tie your legs in knots! Aim to have both feet on the ground as 
much as possible and slow down your movements.

It can sometimes help to sit to present. You might practice with a chair, or the back of chair, a 
stool or even the edge of a table. Make sure that it is stable and solid enough to bear your weight!

Looking after yourself

And you will still be nervous as the moment of truth approaches. Remember that those nerves 
are there to help you. If you have prepares adequately, you should be ready to use them to 
encounter the uncertainty of live performance.

The most important preparation involves breathing. Make contact with the deepest kind of 
breathing, which works from the stomach rather than the upper part of the lungs. Slow that 
breathing down, and make it calm, regular and strong. This works wonders for the voice: it gives 
it depth and power, and makes for a more convincing delivery.

&



Along with your breathing, pay attention to the muscles around your mouth that help you to 
articulate. Try some tongue-twisters or sing a favourite song. Chew the cud, and get your tongue 
and lips really working and warmed up. A very simple exercise is to stick your tongue as far out 
of your mouth as you can and then speak a part of your presentation, trying to make the 
consonants as clear as you can. You only need to do this for about 30 seconds to wake up your 
voice and make it clearer. You will, of course, look rather silly while doing this, so it’s best to do 
the exercise in a private place!

Answering questions

Many presenters are as worried about the question session as about the presentation itself. A few 
guidelines can help to turn your question session from a trial into a triumph:

■ Decide when to take questions. This will probably be at the end. But you might prefer 
to take questions during the presentation. This is more difficult to manage but can 
improve your relationship with the audience.

■ Anticipate the most likely question. These may be 'Frequently Asked Questions’ that 
you can easily foresee. Others may arise from the particular circumstances of the 
presentation.

■ Use a 'plant’. Ask somebody to be ready with a question hesitant at the end of a 
presentation about breaking the atmosphere.

■ A/mver concisely. Force yourself to be brief.
■ Answer honestly. You can withhold information, but don’t lie. Someone in the 

audience will almost certainly see through you.
a Take questions from the whole audience. From all parts of the room and from different 

'social areas ’.
a Answer the whole audience. Don’t let questions seduce you into private conversations. 

Make sure the audience has heard the question.
• If you don’t know, say so. And promise what you ’ll do to answer later.

c-



Module on Written Communication

Dr.C.Jengiah 
Associate Professor

English & Foreign Languages University 
Hyderabad.

The importance of Writing in the life of an individual and the consequent need to teach writing 

skills thoroughly at the High School stage needs no emphasis. Ghosh et.al (1977) in a brief but pointed

argument present the difficulties involved in learning writing and the need for developing the skills of

writing. Most people tend to ignore the fact that highly accomplished speakers and readers often find it

difficult to express themselves adequately when writing even in their own language. How much more

difficult should it be then, to be able to write and communicate in a foreign language? Motives for

writing certainly exist but they are so far removed from immediate needs that the writer has to make

considerable effort in order to discover them and be prompted by them. The main reason is that while

in conversation we have to make quick responses to some one before us, in writing this person is either

absent or so far removed from us that for all practical purposes we seem to be communicating with no

one in particular. This situation renders writing more difficult as a mode of communication. The

direction of speech is determined by the responses of the listeners. Questions, expressions of doubt,

disagreement or approval determine not only what should be spoken next, but also how it should be

spoken. In writing, however, communication becomes more or less an intellectual and impersonal

activity because the person communicated to be absent. Speech and writing, then, not only structure

our experience differently but also express differently.

A Model for Writing

Think of writing as a process divided into three stages: Pre-Writing, Writing and Re-Writing.

In the Pre-Writing stage, you gather all of your information together, perhaps by reading and

taking notes, by making phone calls, by looking through the files, by talking to other people, or even just

by collecting your thoughts. Afterward, you may wish to make some sort of an outline. This may be no

more than an informal list of the key points you want to be sure to mention or something more formal

10
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and considerably more complete. You are likely to make a mistake if you try to perfect your

organization at this stage of the process.

In the Writing stage, you make a quick first draft of whatever you are writing. Concentrate on

the big things, like the overall organization, the movement from idea to idea, the relationship of the

parts to the whole. Don't worry about such details as punctuation or getting the exact word. If you will

distract yourself from those large matters.

In the rewriting stage, you can worry about both the smaller and the larger matters. You can

spend time getting the exact word and deciding whether or not you need a comma - such details now

won't distract you from the papers over all flow since you already established that during the writing

stage. You can also worry about the larger matters. Most good writers like to set their work aside for a

while - hours perhaps, but sometimes days if practical (which it often isn't). By setting your draft aside,

you allow yourself to take a fresh look at it later, almost as if someone else had written it. You can then

spot some amazing things that you hadn't even noticed before. This stage, rewriting, is a good time to

fiddle with the writing. It's probably the least demanding, mentally of all three stages, but it is also very

important.

Written Communication

Objectives:

At the end of the Module, the reader will

1. understand the significance of writing,

2. will come to know about a model for writing,

3. know what is the importance of communication,

4. know what is the importance of written communication,

5. know what is the importance of professional writing,
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6. know what Is the main features of written communication,

7. learn how to make use/choose the words and phrases,

8. know about the principles of effective written communication,

9. learn how to adopt a good writing style,

10. learn what precautions to be taken while preparing drafts for notices, agenda items, minutes,

examples, handbooks, manuals, articles, advertising or notifications, and job descriptions, etc.

(Punctuation, capitalization, abbreviations and numerals).

Introduction

Man has been using language as a tool of communication for centuries. It has enabled him to

interact with the environment and to regulate his social behavior. Though there are a number of means

of communication, language is the most widely used instrument. Man communicates meaning through

a sophisticated system of symbols. The sophistication which has been attained in devising this complex

system of meaning - sharing activity has left the making too active and busy. There is no progress in the

society without language and without the system of communication either. Social advancement has to

be matched with the development efficient techniques of communication to sustain the tempo of

growth. In modern professional organizations a great deal of importance is therefore attached to

devising and maintaining an efficient system of communication. It enables the gathering and

marshalling of data which is necessary for decision making. Researchers in this area have shown that

70% to 80% of the total working time of a professional is spent on communication. In india where other

languages are also used for this purpose, out of the total time spent on communication, 64.14% is on

communicating in English as against 27.22% in Hindi and 8.64% in regional languages. Thus the role of

English in the professional world is still dominant and we have therefore focused our attention on the

conventions of communication in English followed in India. Therefore, 'communication' is one of the

I 9
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most important words in the English language. Lack of communication skills in English, and the inability

of teachers to communicate effectively, causes a large amount of stress, frustration, anger, resentment,

misunderstanding and disappointment. On the other hand good communication skills are absolutely

vital in teaching profession. The ability to impart information and instructions clearly and concisely and

so that they are easily understood can determine whether or not get your message across to the

audience.

More change has taken place in the past 30 years than in the whole history of humankind. This

change has included ever increasing technological advances to enable us to communicate faster, more

efficiently and more effectively.

Technological changes have indisputably led to faster and more efficient communication. We

have e-mail, text messaging with its abbrevational language (in fact a whole new language), fax

machines, telephones, telephone conferencing, video conferencing and pagers, but are we

communicating more effectively? No.

We have TV and Radio stations that transmit news immediately, newspapers, journals, trade

magazines, newsletters, books, direct mail, specialist publications and the worldwide web. We are

getting to the point of information overload, but are we communicating more effectively? No.

The Worldwide Web (WWW) and e-mail of course have great value and use. The majority of

people use the web wisely to gather information which saves vast amount of time and energy and there

is a massive range of information and sources to choose from that enables us to speak to the right

person for the right solution.

Everything that we do through out each day involves communication in one form or another at

working place and at home in politics, commerce, education sports, entertainment and the financial

world. Communication touches every sphere of our lives. Yet communication is a largely undervalued,

untaught asset in the modern world, often with disastrous results. When communication breaks down,
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the bombs and the brickbats start flying about whether in the home environment, the work place or the

global political arena. The world's problems could be solved through proper communication.

Importance of Professional Writing:

Professional Writing is an extension of our responsibility. It is hard work, requiring enormous

patience and rigorous practice. The ability to communicate effectively is one of the greatest assets any

one can acquire, but the most common and perhaps the greatest communication problem today is that

many people are unaware that they lack communicative ability. The organizations also are unable to

realize what a heavy price they have to pay because of miscommunication. (If we read what a person

has written but fail to understand properly what he means, it is a case of miscommunication.)

Communication inefficiency exercises negative effects on productivity and staff relations, and

can result in concealed orders, strikes, loss of customers, frequent complaints, etc.

Written Communication:

"You must write not so that you can be understood, but so that you cannot possibly be

misunderstood"

Written communication has a long lasting effect because it can be read over and over again, it

can re-ignite joys or bitterness. In some cases the written word causes more aggression, drama, and

strikes than any other means of communication. The written word, if there is any ambiguity, will always

be read negatively.

"The written word is more powerful than the spoken one."

Although communicating by letter has decreased considerably in recent years, using e-mail,

which of course also requires people to spell and use grammar correctly, has increased. In addition,

i
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copy writing has become an increasingly sophisticated skill. Therefore, getting written communication

right is still vitally important.

Principles: Keep it Short

Time is at a premium in the workplace today, so if you want your letter to be read and have

impact, keep it short. Most people opening mail in the work place will first open those envelopes that

seem of immediate interest. They will look to see who the correspondence is from, will read a PS (post

script) if there is one and will then read the letter itself if it is short. A long letter will perhaps go to the

bottom of the pile.

Attract Attention:

In order for your letter to have impact - to stimulate the recipient's attention and be read - the

first sentence is crucial.

"The first sentence of a letter must attract attention and stimulate the reader to read on."

In the advertising world it is the catch phrase that draws the eye's attention, in the newspaper world it is

the headline. The first sentence of a letter must speak directly to the reader and appeal to his or her

interest.

Your colleague, Mr. Jones, suggested I write to you.

Here is some good news!

It's pleasure to have an excuse for writing to you.

!t was great to meet you last week.

I don't know whether you realized it or not.
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"Any form of written communication must demonstrate complete clarity."

When writing, say it as it is and how it is. Make sure there is no ambiguity. Avoid flowery words and

phrases. Make sure that you:

• Use short words, not long ones;

• Use everyday words and phrases, not jargon;

• Keep it plain, not fancy;

• Keep it short, not padded.

The idea here is to try to write as you speak - within reason. Communications such as official and

business letters and reports must remain formal, whereas an internal memo can be written in a more

relaxed style.

Avoid Negative Writing:

One golden rule of communication is:

Never write negatively.

When the subject is someone's behavior or performance, no letters, faxes, inter-office memos, e-mails,

notices and so on should be written in a way that could be construed as critical, condemning or

complaining - in other words, negative.

"If you find fault and have cause to criticize, always speak to the individual first."

Reread before sending:

Before sending your written communication, re-read it, ask yourself what your reaction would

be if you received it.

"Always re-read any written communication before it is dispatched."

i G
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This also applies to e-mail, where the consequences of a badly worded communication can be

even worse than when it is in a letter - a letter is usually read by just one individual, whereas an e-mail

can upset countless people.

Use Key Words:

There are certain key words that have great power when we read. They will also generate

pleasure in the reader, and they will help build a relationship and drew the reader more closely to the

writer. These words are often undervalued. They are 'you', 'your', 'yours'. The reader, of course reads

them as 'I' or 'me', 'my', and 'mine'. They are great words to se and can't help but concentrate your

own thoughts in putting your message across to your reader, and prevent you from talking too much

about yourself.

If you are going to use a PS, make it a very strong, loud benefit statement."

A PS should not be used for the purpose for which it was actually designed, that is, to communicate an

after thought. Use a PS knowing it will be read before the main body of the letter - if it is strong enough

it will attract the reader to the letter itself.

When to Write:

Some people write far too much and waste a lot of other people's time. Only write when

necessary, but, that said, bear in mind also that unnecessary letters of praise or congratulations are

often the most appreciated.

When did you last send a congratulatory letter or card to some one you didn't?

really need to communicate with? (Perhaps they had been promoted, or achieved

something within the community). This is one of the best ways of using the written

word in communicating to win.

IV
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“A congratulatory note takes only a few minutes to write."

Be Positive:

Be really positive in written communication.

Though the message of the communication is negative one can improve what at first sight

appears to be a positive communication. The following expressions can be considered as examples:

• We are greatly honoured by your letter.

• We are delighted to hear from you.

• We regret our inability to be more helpful.

• I am sorry we can't be more helpful, etc.

Instead of telling customers/people what they are not entitled to, or what you cannot do, try to tell

them the same thing positively.

Negative: Owing on the fact that printing charges are quite high, we have no alternative but to

make a slight charge of Rs.25O/- for this booklet.

Positive: Although printing charges are quite high, you can still get this excellent booklet for only

Rs.250/-.

Negative: We regret that we cannot comply with your request regarding supply of literature, as

we are in the process of revising all our published material.

Positive: Our literature is currently being revised. As soon as our printer delivers the latest

versions, we will send you a copy.
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Writing Style:

Why do we write differently to the way we speak? If you look at the correspondence you

receive, you will notice that the way people write to you is often totally different to the way they would

speak too you on the telephone or fact to face.

Those in the public sector are perhaps the worst exponents of poor communication. Not only

do these people seem to speak a different language from the rest of us, but in a vast majority of cases

their written communication is truly appalling. You have probably come across this yourself, and there

are books about "government speak", but let's list some of the phrases that are particularly tired and

tedious.

• Under the aforementioned circumstances

• Attached hereto

• As per your letter of the 15th at hand

• Would you kindly be good enough to send me

-» Your cheque in the amount of Rs.15,000/-

• We are this day in receipt of

• At your earlier convenience ...

You might like to think of some of your own improvements to these.

There is also the controversial subject of how to address the person you are writing o. Is it right

to address some one as 'Dear7, or is this habit a relic from a bygone age? And, after all, you don't start a

conversation with the word 'Dear'. You may like to try some alternatives:

• Hello, Rao

• Thank yOu Reddy for your

Good morning Hari
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E-mail is one of the greatest inventions, but it is becoming the world's biggest time-waster. There 

are numerous stories of people receiving literally hundreds of e-mails a day, people going on a week's 

holiday and coming back to 20 hours of work in their inbox and may be only one or two items of 

importance. Here are a few tips on effective e-mail management:

• Be careful who you give your personal e-mail address to.

• E-mail is not a management tool.

• Talk more e-mail less - in some cases people who set back to back send each other e-mails.

• If it is your responsibility, e-mail lists should be compiled by job title rather than by name.

• E-mail is a dangerous form of communication - as I have already said, the written word can be

so easily misinterpreted - be careful.

You give your personal e-mail address (ID) to only a selected few. You are fortunate to be receiving

only 10 e-mails per day and they are one that you want to receive. This does not mean to say that you

do not want to hear from your readers or clients - You do - but you are fortunate that you have a help

and you are therefore able to allocate time to reply personally to even/ individual who has the courtesy

to make contact. So, do make every attempt to manage your e-mail more effectively - make it a time

saver, not a time waster.

Keep in Contact:

Let's now look at specific opportunities to contact people in writing.

We will be using Greeting Cards - on certain special occasions like Festivals, New Year, and

Christmas. We have to take enough care in selecting the right card for a right purpose to be sent to right

person. These are nothing but our personal messages which have their impact for person, the sender

and the receiver.

5> C
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Now-a-days we are keeping in contact regularly by means of variety of electronic gadgets. 

Another thing we can make use of is 'Thank you' letters, e.g., Thank you for your order, Thank

you for your phone call, Thank you for your help, etc. Look for an opportunity to send a thank you

letter; now an e-mail or SMS. They are always appreciated, as well as being a great way to keep in

touch. And finally, with a letter of recognition. These letters cement relationships, build your

reputation for being a good communicator, and demonstrate your care and interest. You must read a

local newspaper or watch TV in which one of your friends has been promoted or won something or

received an award in his profession.

Don't read the story and do nothing; send the person a note of congratulations - you'll be

surprised at the response.

It's not what we know; it's who we know and what we do with who we know that

really matters.

Pocket Reminders:

• Make an impact introduction

• Say it as it is and how it is

■» Always write positively

• Re-read before dispatch

• Great words - you, your, yours

• Send a congratulatory note to someone TODAY.

i
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Features of Written Communication:

At this stage it would be helpful to review briefly the main features of written communication.

Often the written communication is the only link between the writer and the reader and thus it

determines the reader's attitude towards the writer. Once it leaves the writer's hands, for all practical

purposes, he has no control over it. He cannot clarify or amplify what he has written, neither can he add

nor delete. Further, in written communication there is no effective substitute for gestures, facial

expressions and modulation of voice which make oral communication vibrant. To be an effective writer,

a professional should cultivate certain habits, attitudes and qualities of mind. The following are some of

the important ones:

Visualize what you wish to say. If the picture you want to communicate is clear to you the words would

automatically follow to express it. Remember, clear thinking and clear writing to together.

Adequate preparation - organization of data and their analysis, generalizations based on them, and the

plan of writing as manifested in your outline - would certainly help you in attaining clarity of thought.

Prepare the first draft without caring much for the mechanics of writing. Attention to such details

disturbs the flow of thought. The sole concern at this stage should be present your ideas.

Stop when you have finished saying what you wanted to say. There is no need to add the so-called

concluding sentence. Remember, a professional writer to express and not to impress.

Revise the draft carefully, this time taking care of all the required details. And have the courage to

delete a word, phrase, sentence or paragraph which does not add any meaning to the point under

discussion.
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Approach the problem with a scientist's objectivity, detachment and passion for truth. This would help

make your writing plain, concise and precise.

Don't belabor a point unnecessarily, to keep your writing crisp and sharp.

Choice of Words and Phrases:

Choosing the right words and phrases is the first important step in writing words has different

meanings in different contexts. Their poly-semantic nature makes the task of selection appear to be

suitable in the first instance. To perceive their aptness requires a sophisticated sense of language use.

DO's

Prefer concrete to abstract words. Look at the use of words in the original sentences given below and

notice how the suggested revision improves communication.

Original Sentence Revised Sentence

a) Fuel tank deformation was present. a) The fuel tank was deformed.

b) There is adequate access to the site for 
men and material.

b) Men and materials can reach the site 
easily.

c) The reason for the popularity of slides is 
the simplicity of their preparation.

c) Slides are popular because they are easy 
to prepare.

d) Ravi failed because he did not fully 
understand the physical and operational 
environment of manned flight.

d) Ravi failed because the waxen wings 
melted.

e) Accident frequency depends on the 
adequacy of road way visibility.

e) Accident frequency depends on how well 
the road can be seen.
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Words such as 'nature', 'condition', 'character', 'situation', 'progress', 'ideas', 'excellence' convey

abstract meaning and yet we cannot avoid using them. We can make them less abstract by providing

proper context. E.g., 'His ideas' are less abstract than 'ideas'. Similarly 'Human nature' is less abstract

than 'nature'.

Prefer specific to general words:

The use of specific words makes the writing clearer and immediately creates an image in the

mind of t he reader. Often specificity and concentration go together. A few examples are given below:

General Specific

countenance face

reside stay

volume book

employ use

compensation pay

activate start

ramification branch

conflagration fire

endeavour show

demonstrate stop

discontinue part

component name

appellation end

terminate stress

accentuate total

aggregate

J**.
X
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The above list is only a small sample to show the point we are emphasizing. Some examples are

given here under:

1. The company has brought out forty publications this year (books).

2. They have produced a book on style (written)

3. She has developed a new gas lighter (designed)

4. He has prepared a plan of action after critical examination of all factors (study)

5. Transfer the liquid into breaker (pour)

Observe the effect if we replace the general word by a specific one given in bracket.

Prefer plain and familiar to long and unfamiliar words:

Long and unfamiliar Plain and familiar

effectuate effect

facilitate ease

expedite hurry up

initiate start

utilization use

resource centre library

articulate pronounce

viable practical

metropolis city

recapitulate sum up

accentuate stress

discern see

appropriate suitable

optimum best

endeavour try

transmit send

personnel workers, staff
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subsequent to later, after

purchase buy

verbose wordy

commerce begin

dwell live

envisage foresee

residence house

DON'Ts:

1. Avoid cliches: A cliche is a faded word or a phrase which has lost its effectiveness because of

overuse.

2. Avoid excessive use of jargon: A jargon is the technical terminology.

3. Avoid using foreign words and phrases: Foreign words and phrases also like jargon are often

used to impress and mystify the reader or to parade one's scholarship.

4. Avoid redundancy: Redundancy is the part of a message that can be eliminated without loss of

information.

5. Avoid monotony by varying the structure and length of your sentences.

A piece of writing containing a number of sentences with expressions such as:

It is observed that................

It is seen that..................

It is found that............... , etc

Would make the reader yawn with boredom.

9



ASSIGNMENTS

I. The following extracts have a number of round-about expressions. 
Rewrite to make them direct and plain.

(i) After the completion of this methodology and protocol, a conference was 
held.

(ii) The initiative and enthusiasm requisite to ultimate success of the 
programme must perforce come from the employees.

(iii) The amplifier has been used continuously, but the reliability of operation 
that is desired has not been achieved.

(iv) It was a evident to the research team that when a driver is becoming 
familiar with a strange automobile any tendency to collision involvement 
would seem to be enhanced during an adjustment period.

(v) In an effort to consolidate purchases of consumable goods by different 
departments, the chief buyer should screen all purchase requisitions for 
the same with a view to reducing the quantity of orders for similar items.

II. The following extracts contain redundant expressions. Rewrite to make 
them concise and precise.
(i) Broadly speaking, this may have the ultimate effect of doubling in 

numbers the total of bills dispatched outwards in a single day.
(ii) In the main, the majority of the staff are in general agreement with 

the principal features of the scheme so far as can be judged from 
the individual replies received to date.

(iii) This knowledge is of peculiar importance in the operation of a 
system like the one described in this report. This can be realized 
when attention is directed to the fact that a single error can render 
such a system worthless.

(iv) Many laboratories here in this country and in other countries 
abroad are trying to develop techniques for culturing embryos. 
The goal they are working for is nor particularly so much to 
produce test-tube babies as to understand what factors there are 
that are involved in control of the gestation process. It is probable 
this information would help to explain what some cases leads to 
individuals who are bom with birth defects. It would also allow 
researchers to test what effects certain drugs and food additives 
have on the development of unborn embryos and if they lead 
eventually to birth defects.
in todav's world we hear a lot of things about the generation ran. 
The age factor is supposedly responsible for the course of recent 
strained events between parents and children. The young assume 
that their parents are of a hostile character due to the fact that 
they are of an irresponsible character due to the fact that they are 
under fortv.



III.

IV.

In the following extracts cliches mar the effectiveness of communication. 
Rewrite to make them simple and effective.
(i) Our universities have today become hot-bed of politics which has 

become part and parcel of their function./ We must explore every 
avenue to remove this evil and use the iron hand of the law to 
achieve this sacred purpose.

(ii) An extensive evaluation of the field operations department has 
effectively demonstrated beyond a shadow of doubt that it has 
mammoth administrative organization that is grossly out of 
proportion to the productivity of the department.

(iii) Unfortunately, students seek inappropriate rewards for their 
endeavors in the pursuit of academic knowledge. They desire high 
grades because these are indicative of scholastic success. 
However, they are unaware that they have attained the pinnacle of 
success if they have acquired a skill. They are unaware that the 
reward is the knowledge itself and nor the academic evaluation.

(iv) Who would believe that the sacred river Ganga venerated all over 
this country suffers from heavy pollution, so much so that over 
long areas its water is too polluted, for human beings to use it. 
What an irony indeed! We can however rightly rejoice now that the 
Central Government has awake end last from its long slumber and 
constituted the Ganga Authority which is to cleanse the Ganga of 
its pollution. The cost of this operation will be huge. It will run 
into several hundred crores of rupees.

(v) It rained cats and dogs incessantly for several days without any 
break in this district. As expected, the consequence was that it 
resulted in extensive damage over larger areas to houses all over 
the district. There was dismay, grief and despair everywhere. The 
state government did however discharge its duty by coming to the 
succor of the flood affected people. In this connection, the 
Ministries of Industry and Agriculture did Yeoman service by 
doing their level best to help the people in need.

The meaning is not GeUer in the following extracts because if redundancy 
and cliches. Rewrite to make them more easily readable.
(i) The firm was in desperate need of several competent engineers.

The General Manager summoned the Chief of the Personnel 
Department and discussed the problem threadbare, leaving 
nothing out of the discussion. Two secretaries were also in 
attendance- one was from the office of the General Manager and 
the other was secretary to the Personnel Chief. As per protocol, 
the secretaries kept mum during the show of the discussion. They



however expressed their opinion only when their views were 
solicited by either of the two dignitaries.

(ii) The monsoon became furiously active in the middle of August 
after August, 13 this is time of the year when it usually year after 
year shows virulence. The heavy downpour incessantly day in and 
day out persisted for week in northern parts of India. The 
consequences were what could be expected. All the rivers in the 
area vied with each other in wreaking havoc on the area by 
flooding vast tracts of land. The state awoke to its duty, but it was 
like crying over the spilt milk.

(iii) We know that, if we were to see your face as you read this report, 
you would be smiling. You would be smiling because your 
company has managed to do more than just to keep its head 
above water in this time of recession. You would be smiling 
because you can expect a dividend of 60 paisa per share at the 
end of the second quarter. Although expenses have gone up 
because of cost-of-living wage increases (8% this year) and higher 
fuel cost, sales have rise, together with higher prices of our 
products, has enabled us to declare this dividend.

(iv) When the proposal for the new project was mooted, they all 
without exception gave their acceptance to it. Each one of them 
fully believed that it would prove a gold mine to them, as they 
believed that for its profitability the sky was the limit. So none of 
them bothered to investigate whether the project would be viable 
or not. However, to their consternation, gradually it dawned upon 
them that the project was simply a white elephant. Like a giant 
whale with insatiable hunger, it would simply devour all their 
resources and would make a mess of their whole industrial 
venture.

'v) After a long period of rapid expansion and record sales which give 
so much pleasure to shareholders in the past, I have the difficult 
and unenviable task of setting before you a considerable setback 
in the company’s fortunes for the year under review. In the last 
annual statement I issued, I indicated that sales had leveled off 
and at the time of the interim dividend announcement I also 
predicted that, much likely to be lower than could reasonably be
___ x . _i t t i „ ’i __ .  ................ r.. .1. f v •'

this prediction is not only true but something of an 
understatement in that mere has been a sharper decline m 
profitability during the last slx months than anyone could have 
foreseen at the time when 1 made my announcement of the interna 
dividend.



ENGLISH FOR FACILITATING GROUP TASKS
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A.OBJECTIVES:

As a facilitator of group activities, the classroom teacher

i) activates and extends linguistic competence

ii) sharpens strategic competence in face to face

interaction in a teaching-learning environment

iii) develps confidence in communicating in English

iv) communicates fluently and appropriately in giving 

introduction to group work, managing the group tasks 

and in editing the product.

B. Introduction:

The functional approach views language as a set of speech 

acts for doing things and the interact ional view presents

language as a tool for social interaction. Communication
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studies syllabus is based on real time performance- what is 

relevant for a culturally and socially accepted style of 

communication is to be mastered. Different professionals 

require different skills and presentation skills as pre-requisite 

for efficient teaching. The general areas of communication 

skills spiral on ‘working in groups’ and 'working with groups’ 

in a collaborative learning context. When the medium of 

instruction switches over to English- a foreign language, the 

teacher is expected to master ways of effective 

communication in English.

C. Content

Teacher and Communication Skills in English

When teachers think, act and speak for guidance 

through an activity, they always prefer a language easily 

available to mediate the task. In Telugu medium classrooms,

the teachers and students are at ease to communicate in the

same language. Since a shift from Telugu medium to English 

medium has been proposed, with the primary focus on the 

quality of instruction, the authorities are expected to prime 

the teachers with the target language so that they would
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know exactly how to say what they need to say, the 

classroom manager should know how to articulate the words 

clearly regulate the speed of speech and intervene 

appropriately for sustained attention and interest.

The module on ‘Communicative English for facilitating 

group tasks’ will enable the tag\rget group study, teach and 

communicate efficiently in-group discussion session. It is 

hoped that the interact ional strategies will help the teacher 

get the message across.

Group Works:

Group works are tasks performed by small groups of 

pupils ort students from within a class, perhaps in connection 

with topic works, projects or a practical exercise” (Dictionary 

of Education, 1981). The members through free oral 

interaction, exchange information, arrive at a decision or 

conclusion and finally present it to other groups. In a learning 

centred classroom situation, learners in a heterogeneous 

environment experience variety-learning process by 

engaging in content-based tasks.

30



Phases of a Group Work.

There are four phases in a group work: introduction to 

group work, organization of the group, managing the task 

and editing the product. The teacher as a resource person 

has to provide a clear picture of the task at hand with his 

Meta talk (talk about talk) and talk about the task. In the

introductory remark he/she should explain the purpose and 

process of grouping, the nature of the activity, the role of the 

members in the group and the like. The teacher has to justify 

the dos and don’ts of a group discussion session. Prior to 

the activity, the teacher is at liberty to select initiators or a 

floater (an intermediator of all groups). Organization of the 

group is based on the assumption that usually classroom 

consists of below average, average and above average 

learners with respect to content knowledge and other 

abilities. Therefore there can be no different types of 

grouping namely, homogenous and heterogeneous. Based 

on the nature of the activity, the strategies can be paired,

small group, large group or lock step.
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During the course of classroom discussion, the teacher 

has to take up the role of a facilitator and act both as a 

process observer and a resource person. As a manager

he/she has to circulate around the room to monitor the

progress of the work, manage the time, decide on the 

content and length of the product. This is the stage when 

clear on time instructions promote active participation of the

members. The teacher has to see that ail the learners are

taking part in the group work, passive listeners are motivated 

and clarifications are provided. He/she has to alert the group 

and give appropriate instructions and interrupt when the

situation demands. The facilitator must be sensitive to the

dynamics of the group process and channel the thoughts 

directly or indirectly and evaluate member participation. At 

the conclusion of every task, the groups will turn up with their 

products for presentation. At this stage, the teacher’s role 

turns out to be that of an editor-editing information, ideas, 

opinions, expressions, styles etc. the debriefing by the

teacher will reflect the essence of the task.

Giving Instructions:



In order to make the group work systematic during the 

introduction phase, the teacher should give clear instructions

and definite directions.

Language Expressions.

First of all.......................

The first step is..........................

To begin with...............................

Subsequently..........................................

The next step is...............................

Prior to this..............................

In such a way that..............................

While at the same time..............................

Example:

Teacher: We are going to form four groups. We have to 

select group leaders also. Then each group can select a 

proverb for expansion. You have to develop a paragraph of
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about ten sentences. Prior to this, the group has to note 

down the main points.

Asking about Preference.

Once the topic of discussion has been fixed, the 

teacher may give hints about sub topics. While distributing 

the sub topics among the group, it is better tp seek the 

preference of the learners.

Language Expressions

Which would you prefer.......................?

Would you like.......................... ?

Which appeals more,..................or.......................

The choice is yours

Which would you like best......................

We could.................... or............... i leave it to you.

What do you think of.........................

Example
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Teacher: Children, tomorrow you have to bring the picture of

a carnivorous animal

Learner: Which animal, madam?

Teacher: The choice is yours.

D1: Self assessment Questions

1. You are the coordinator of the school tour programme. 

There are four tourist spots in your list. How will you get 

to know the preference of your students? Use 

appropriate language item.

2. You are the Headmaster. The school is celebrating 

Independence Day. Give clear instructions to the school 

leader on the day’s programme.

Asking for someone’s Opinion:

Once the topic of discussion is finalized, there can be a

brief interactive session to collect students’ opinion on the 

problem. Again, when students present their viewpoints

the teacher can intervene in many ways.

Language Expressions:
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What do you think/feel about............... ?

What is your opinion/reaction.....................?

What are your views about............................?

Have you got any comments on............... ?

Do you have any particular views on.................. ?

Example:

Teacher: Today we are going to learn about good food 

habits. Have you read the news report on food poisoning 

in today’s daily?

Learner: Yes, teacher. There was a picture of the small

child also.

Teacher: yes, she is one of the victims of food poisoning. 

Today our discussion can be on the newspaper report. 

What is your reaction to the report?

Questioning:

A teacher asks questions in very many occasions like 

seeking specific responses, clarifying, stimulating 

linguistic and scientific creativity, checking comprehension
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etc. the forms of questions differ with respect to the

purpose.

Language expressions

introducing a question:

I’ve got questions about....................

Clarification:

What do you mean when you said.............. ?

Can you give me an example of..................?

More information:

I was interested in what you were saying

about...............

Could you tell me more about.................?

Checking comprehension:

So you mean?

So you’re saying?

Can I just check you’ve understood?

Example
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Teacher: Now you may please give the message of this 

paragraph, which you’ve prepared.

Learner: From the part of the Government, it is not now 

very difficult to impose certain laws because of the

changing social structure.

Teacher: So you’re saying that the government has to

reformulate those laws?

Explaining:

Teachers from all disciplines have to explain concepts, 

principles, theories, process. Situations or ideas when the 

learners feel difficulty in assimilating them. Giving reasons 

along with a description is a complex linguistic activity.

Language expressions:

Identifying causes/reasons

The reason(for...) is(that...........)

That’s because............

That’s because of...................
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One explanation (for) is (that)..............

Expressing certainty

I think................... that’s because of................

It’s likely that...................

I’m certain.......................

I’d say............

It could be that...................

Example:

Learner: I have a doubt, teacher. It is said that the exhaust

gas helps a rocket propel forward. Why is it so?

Teacher: An explanation for that is Newton’s third law. 

Rephrasing:

While giving instruction and direction on the task at

hand and while explaining the topic, the teacher has to be

quite sure that every member has understood the details 

of the entire process. For the average and below average 

learners, rephrasing what is already said will be of much
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help. This technique will prompt the learners during the

management also.

Language expressions:

• To put it in another way

• In other words.............

• To make it simple.................

• It can be said as...................

• To be clear............................

• To be more specific......................

• I mean...................

Teacher: I’d like to begin the session with a general 

question: ‘Why shold we learn different subjects at school? 

To make it clear, we learn languages, pure science,

mathematics and social science. To be more specific, we

learn Telugu, English, physics, biology, history etc.

Asking for information:

Introduction to a group work is meant for initiation of the 

topic of discussion. Here the teacher has to create the basic 

background for the activity through an interaction with the 

students. He may elicit their previous knowledge, which will 

help him lead the activities of the group. When the teacher
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edits the product, again there will be instances of seeking 

information from the presenter.

Language Expressions:

Can you tell me.............please?

Could you tell me please?

Do you know......................?

I’d like to know.................?

Do you have any idea......................... ?

Example:

Today we are going to learn about equilateral triangles. Do 

you have anny idea about triangle?

D2 Self Assessment Question:

1. You propose to give two assignments to your students- 

a seminar and a project. How will you ask for your 

students’ opinion on this?

2. You are going to introduce a poem, with the theme 

‘Nature’. You want to check the prerequisites of your

students. How will you express this?

3. What, do you think, are the reasons for global 

warming? (Answer in one sentence)
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4. Why is Mathematics considered as a difficult subject? 

(Give the response in one sentence)

5. Select an explanatory passage on any major concept 

from the Course Book. Frame a few relevant questions 

to check comprehension.

6. Go through the descriptive product of a group 

discussion on a specific topic. Frame a few probable 

questions to check comprehension of the content.

7. You are giving an introduction to group discussion on

‘Environmental Protection: the need of the hour’- You

came to know that majority of the learners could not 

understand the topic clearly. How will you re-phrase 

your point of focus? Suggest a few ways.

Warning someone:

In order to channel the thought, ideas and language of the 

group, the teacher will have to intervene during the process 

and at the time of editing. He/she can make use of certain 

linguistic expressions to warn the group.

Language expressions:

Mind your...............

42



You’d better............................

I don’t think that is very wise/ advisable 

It doesn’t sound like a good idea to me 

I think you’re making a mistake.................

Example:

Teacher: your presentation was good. But the concluding 

remarks are not up to the mark. You’d better add a few more 

points.

Encouraging responses:

Usually learners find it difficult to express their ideas in 

English in-group discussions. The teacher will have to 

motivate them constantly.

Language expressions:

Carry on.......

You are on the right track.......................

Yes, you have done this part well. Move on to the

next..................

Perfectly all right, do it.............
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Wonderful! See the next item......................

Nice! Move on to other aspects...................

Example:

Teacher gave a problem in mathematics. When he observed

that the students have applied the correct formula and

completed the first step, she encourages them by saying, “ 

Yes, you have done this part well. Move to the next."

D3 Self assessment Questions:

1. One student is explaining the diagram of human 

respiratory system. He is halfway and is hesitant. 

Encourage him to complete the task.

2. in the chemistry laboratory, the students are doing an 

experiment. One student is not on the right track. How 

will you react?

Making Suggestions:
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During the process of group wok, beginning with the 

introductory remark and ending up with editing, the teacher 

has to make suggestions throughout.

You may/might like to.............. ?

Why don’t we/you......................... ?

Why not.................... ?

How about.................. ?

Shall we.................... ?

Example:

Teacher: I will engage this period. I know that this is a free

period for you. Let’s have a quiz competition based on the 

chapter ‘Oceans’. John will be quiz master. There can be 

five pairs of contestants. Take 15 minutes for preparation. 

We can start at 10.15. what about my idea?

Agreeing and disagreeing:

The easiest way to agree with someone will be with an ‘yes’, 

but always we will have to explain why we disagree. One 

has to be very careful while selecting expressions to signal 

disagreement especially in the formal classroom situation.
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Language expressions:

Agreeing:

Yes, that’s right...........

Yes, that’s true......................

Yes, you’re right....................

Yes, I agree....................

That’s a good point...................

That’s what I think....................

Absolutely......................

Partly Agreeing

Yes, O.K., but..................

I see what you mean, but.......................

I take your point, but.................

I accept that, but..................

That may be true, but....................

Weak disagreement

I am not sure about that.................
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Is there any evidence for that....................

Disagreeing:

But..................

But surely....................

But don’t you think?

But there is no evidence for that

But that goes against..............

I don’t think that’s right...............

I don’t see how you can say....................

Example

Learner: The urban people are responsible for environmental 

pollution. The poor rural people are victims.

Teacher: that may be true, but the rural people also cause 

environmental pollution.

Giving opinion:

47



While managing the group activities and at the time of 

editing the products, the teacher has to give his personal 

opinions on the content and presentation aspects. In order to 

express and justify one’s points of view, variety expressions 

are being used.

Language expressions:

It is my view that...........

I take the view that...................

I believe.........................

As far as I am concerned...................

To me...................

I think....................

What I think is..........................

I’d say that..........................

It seems to me that......................

It seems clear.......................

I’m persuaded that............................

Example:
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Learner: Thus the conclusion of our discussion is that the

parents are not the role models to their wards.

Teacher: I take the view that there are such instances, but

we cannot generalize the situation.

D4 : Self Assessment Questions:

I. Quickly give your opinion about

i) Internet in science classrooms

ii) The shift from Telugu medium to English

medium classrooms

II. Respond

i) Anybody can master communication skills in 

English by studying grammar. Do you agree?

ii) Mathematics is the queen of all sciences. Do 

you approve of this idea?

Ask someone to say something again

During the presentation stage, when the teacher feels that 

there is difficulty in comprehension, or when the presentation 

is not audible, he can ask the presenter to repeat.
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Language expressions:

Pardon..........?

I am sorry. What did you say I was it?

Would you repeat what you said...................

Would you mind repeating...................

Example:

Teacher: (makes the group leader present the activity) 

Learner: (Presents the story)

One group member: The message of the story is not clear to

us.

Teacher: would you repeat what you said (to the presenter)

Interrupting:

Sometimes during the editing process, the teacher interrupts 

the presentation to call attention, add a point, illustrate,

contradict and seek clarification.

Language expressions:
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Seeking Clarification:

Sorry to interrupt you, but I need a clarification one 

second, help me understand.............

Contradicting:

I’m afraid that doesn’t work

Illustrating:

I agree with what you say....................

Absolutely!

That’s true. I had such an experience........................

Calling attention:

Excuse me........................

May I.................................

I would like to share.............................

Adding a point:

Let me add.....................

Let me bring to your attention to.........................
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Just to add to said..................

Example:

Teacher: when we are in the company of our old friends, we 

forget all our sorrows. Don’t we?

Pupil: yes teacher. We feel refreshed, then. We forget all our

problems and............

Teacher: that’s true. I had such an experience with my friend

last week.

Debriefing:

Any activity must be concluded in a meaningful way which 

should help realize the objective of the task.

That’s all...................

As a conclusion..........................

At last.................. we could arrive at the solution

To conclude..................

We have arrived at the conclusion that..................

That’s the nend...................



Example:

Teacher conducts a small experiment with the petals of 

hibiscus, an ant and white paper. The petals when crushed 

over white paper turns it into litmus like blue and when an 

ant is crushed on it, the acidity turns the litmus into red. The 

teacher asks the learner to explain the process.

Pupil: (explains the process)

Teacher: we have arrived at the conclusion that acids turn

blue litmus red.

D5 Self-Assessment Questions:

1. You feel that the leader of a discussion group has not 

covered a few important point in his presentation. How

will you interrupt the situation?

2. When you find that a presentation is not clear, how will 

you interrupt with an example?
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E.Evaluation

Complete the spider gram

Encouraging responses



3. List a few classroom situations which demand your 

communication skills in English. Find out appropriate 

expressions.

SI.No Situations Language expressions

1

2
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3

4

5

6

7

8

9

10

F.SUMMARY

During the four phases of a group activity, the classroom 

teacher has to express opinions and interact with the group
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using variety language expressions. The most frequently 

used expressions are:

giving instructions

asking about preferences

asking for someone’s opinion

explaining

re-phrasing

questioning

asking for information

warning someone

encouraging responses

making suggestions

agreeing and disagreeing

giving opinion

asking someone to say something again

interrupting

debriefing
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A. OBJECTIVES

The teacher

• develops the habit of referring to the English dictionary, 

index of books and glossary

• reads a passage and makes note of it

• transfers the information from the text to other forms

• listens to a lecture and takes notes

• reads an article on a chapter and prepares the

summary.

B. INTRODUCTION
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English the queen of languages has been established as 

a language of global communication and a language of 

opportunities. Ability to communicate in English is one of 

the criteria of quality education. As any other profession, 

teaching also demands contextualised communication 

skills in English, especially when the medium of instruction 

is English. Efficient teaching involves the process of 

imparting, transmitting and passing along or making 

known some idea along with higher abilities and creativity. 

Resourceful teachers are good learners too. Developing 

self-learning skills is pre-requisite for meaningful teaching. 

Mastering the techniques of use of dictionary, preparing a 

summary, taking notes etc help the teacher acquire 

communication skills in English.

C. CONTENTS

WHAT IS STUDY SKILL?

Study means close examination of subject or learning 

by oneself. For this purpose, one would possess certain 

skills known as ‘study skills’. Thus through independent 

learning, the individual learns ‘how to learn’. Four processes
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involved in ‘study’ are: Perception (perceiving what is 

relevant or significant), comprehension (understanding in 

short term memory), retention (the comprehended material 

entering long term memory), retrieval (getting into use 

whenever needed). Survey of materials with some questions 

in mind, reading to locate relevant areas, review (to go over 

again in mind), recite (retainO (SQ3R) are the five steps 

involved in any type of study. The major sub-skills are:

• Location: to find information to solve the present

problem/source

• Comprehension: to understand the question/content

read and review

• Organization: note-making, oral report

• Interpretation: to interpret from a specific point of view

• Retention: reciting, drill etc.

Study Skills can be developed through gathering 

skills/reference skills, storage skills and retrieval skills.

(i) Gathering Skills

61



Information is to be gathered quickly, for which one has 

to locate what is needed and then comprehend. 

Knowledge of what to refer to or the sources available 

is a pre-requisite. One should know how to make use of 

a library catalogue or how to get information from a 

computer etc. once he locates the source by glancing 

through the ‘Contents’ or ‘index’ he can skim or scan for 

relevant sections. Library search and Dictionary 

reference are the major gathering skills.

(ii) Storage Skills

What is comprehended is to be stored for ready use. All 

that we listen or read will not be stored automatically. It

needs an effort from the part of the participant. The

relevant information, which will have to be used later, can

be stored on a permanent basis in the brief form. While

listening to a lecture, talk etc, the listener can involve in

‘note-taking’ and while or after reading, the reader may

make notes. Later he will have to refer to these notes

alone and needn't go over the original source again. To 

give a few examples, filling a diagram, filling in notes after
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reading a passage and information transfer (re-statement 

or verbal information in non-verbal form and vice-versa)

(iii) Retrieval Skills:

The skill is reflected when the reader/listener summarizes

what he has stored or reports what he has stored or 

reports what he has comprehended and stored. The text 

is to be analysed, judged and presented with clarity and

brevity.

A few study skills that will help the teacher gather, store

and retrieve information are discussed.

Note-Taking

Taking down notes while listening to the teacher, radio 

or such other sources is an important skill to be developed

because this will help classroom teachers. For intensive

listening one should plan the time, set the goal in mind,

create conducive atmosphere and have the right attitude 

to listening piece. Following tips will help the listener take

notes meaningfully.
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• listen with attention

• be on the look out for signals of importance

• write examples

• connect the ideas

• make use of abbreviations

• review notes

Note-making

It is technique to store information for ready retrieval and use 

while or after reading. Further uses of the notes, the speed 

with which notes are made are individualistic. The major 

processes involved in note making are,

• comprehension of content material

• identification of main point

• distintuishing main factors

• deciding order of priority of points

3 iuci iLii y ii ly li ic ui yai ii^-dlivi i ui pun no

• organizing the points into notes.

Teacher should go beyond the prescribed course books. 

They have to refer to different sources like encyclopedia,
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reference books, and pamphlets, Internet etc to enrich 

resourcefulness. Mastering textbook study system will help 

them through:

Previewing: have a bird’s eye view by studying the title, 

reading over quickly the first and last paragraphs, examining 

subheads and first sentences of some of paragraphs, italics,

pictures etc.

Marking: words to be emphasized, definitions, examples, 

enumerations etc can be marked using felt-tip highlighter.

Note making: go through the chapter a second time, re-read 

the important parts. Write the main ideas in simple outline

form.

Studying notes: Use the method of repeated self-testing by 

reciting the notes to oneself.

SUMMARIZING:

A summary can be a word or a sentence or more than

one sentence or a paragraph which corresponds to the
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original work. The length of a summary is 5% to 10% of the 

text. The process helps understanding by ‘getting inside’ the 

material. The steps involved are;

(i) Preview by a quick look

(a) Title

(b) Subtitle

(c) First and last paragraphs

(d) Other heads, italic writing etc.

(ii) Quickly read for general understanding mark off main 

and supporting points, enumeration etc

(iii) Re-read carefully the identified areas

(iv) Keep in mind while working on the rough draft:

(a) Author’s ideas in your own words

(b) No overtly detailed summary

(c) Present directly and not “the author

says II

(d) Preserve the balance and proportion of

original work

(e) Follow effective wiring principles (unity,

clarity)
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(f) Write the final draft

If a text is to be summarized,

Preview the title, table of contents, preface, first and last 

chapters, miscellaneous aspects like heading, numbering

etc.

Related Skills

Understand what is read

Express what is understood by reading

Organize in a coherent logical manner

Competency in constructing sentences and paragraphs 

Use vocabulary to condense and choose appropriate 

vocabulary.

Kids of Summary

a) Precis

Precis is a full-length summary. The origin is in French, 

which means ‘summary’. When used as a noun and means
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precise, accurate, definite etc. when used as an adjective. 

For writing a precis, get the gist of the content following the 

structure and form without loosing the spirit of the passage 

and the writer’s intentions. Select the key points, make a 

plan for precis by precising and polishing the first draft by 

checking the number of words, readability, title, errors etc.

b) Selective Summary

The required summary can be prepared by identifying the 

particular relevant points from the content. The same points 

may be occurring in various places or the major points may 

be occurring in a specific part of the passage. The summary 

is to be presented in one’s own words.

Referring to a Dictionary

A dictionary is a storehouse of information and good 

companion for learners and teachers. Frequently referring to 

dictionaries will make one’s language richer. While learning 

to use a dictionary, the preliminary step is knowing the main

entries.
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• words in a dictionary are arranged in the alphabetic

order

• the main entry (headword) is printed in bold type

• the pronunciation of the word is written in phonetic 

symbols

• when a word can be pronounced in two different ways, 

both are given

• American pronunciation is shown with ‘us’

• The grammatical category of the word is given in italics

• The formation of plural of noun words is cited with (-s) 

or(es)

• Plural form of other words will be shown in brackets

• The past tense form of irregular verbs will also be given

in brackets

• If a word has more than one meaning, the meanings 

are numbered within the entry

• Idiomatic expressions are given after meanings have

been listed.

• Compound words are listed after idiomatic expressions 

and are written in bold type.

• Derivatives are listed at the end of the entry, along with 

the grammatical category.
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Using Glossary and Index

Referring to the glossary and index of a text material is 

a library skill. Glossary is a detailed list of words peculiar to a 

subject. It appears towards the need of one chapter or after 

all the chapters. Those words, which the author thinks, 

cause difficulty for easy comprehension of the matter, are

enlisted.

Index is the list of important terms, concepts etc used in the 

body of the text. It helps the reader locate a concept in the 

text. The entries are alphabetically arranged and the 

corresponding page numbers are cited.

Describing places, people, process

People and places appear as reference points 

frequently in social sciences and languages and science 

teachers often describe processes, conduct experiments,

describe how things work and how things are done. In 

making the presentations effective and simple, the language 

used by the teacher counts much. A fairly detailed and
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accurate description will suffice. A collection of words and 

expressions will help the teacher meet the purpose.

Describing people: physical identifications, name, job, age, 

and home marital status, place of work, income, and

interests...

Describing places: in front of, opposite, by the side of, 

across, adjacent to, behind, on the right of, there is, by the

river....

Describing process: sequences (first, to begin with, then, 

finally, later, subsequently....)

Connectives: and then

Pronouns, Passive forms of verbs.

Information transfer:

Information can be presented in different forms like 

words, sounds, sentences, tables, diagrams, pictures, 

graphs, etc. one mode of representation can be transformed 

into another mode when the situation demands. When easy, 

fluent communication is the purpose, meaningful study of the 

material is the means. By developing the skills of information 

transfer, the teacher could implore reading and listening
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comprehension. During the stages of planning the lesson 

and also at the execution stage, teachers need to interpret 

diagrams, charts, maps and graphs. Again, textual 

information may have to be converted into graphical or 

tabular forms to facilitate comprehension.

D Self assessment questions:

I read the following passage carefully and prepare a brief

note:

Science teaching Versus Language teaching

Teaching of science and languages differ in many 

ways. Science is often considered as a knowledge subject. 

We get information and ideas about various concepts, facts 

and principles through science learning. But language is 

considered as a skill subject and we give importance to the 

four skills of language listening, speaking, reading and 

writing. When we explain Newton’s laws of motion, we state 

the laws first and then give appropriate examples. The 

students can recall and apply them as the situation 

demands. But when we say that language is the medium of
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ideas, feelings and beliefs it is inadequate. We have to 

enable the learner communicate appropriately. We have to 

concentrate on the use of language. Production of language 

or unreflective right utterances in appropriate contexts is the 

objective of language teaching. In the process of 

communication, thee type of words and the style of 

language. A good speech is determined by the speaker’s 

vocabulary, expressions and the presentation mode. Again. 

A good language test always tests the four language skills. 

Mastery over the sub skills makes communication 

meaningful and objective.

But when we ask questions in science, if they are 

based on description of an experiment or a principle, the 

learner can by heart and produce the answer. We do not 

give importance to the style of the language. In the 

laboratory, the learner can conduct experiment and report 

the result. Here also language plays a little role. 

Communication in a language classroom is quite different.

Language acquisition demands practice. Exposure to the 

language is essential. You can think about the acquisition of 

mother tongue. How you use it in different situations, in 

different places and while speaking to different persons can
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be thought of. Then you can compare this with the teaching 

and learning of principles, concepts and facts.

3. Watch an educational programme in English. Prepare a 

brief note on the programmer.

4. A dictionary is a very useful thing and we would be lost 

without it. But it is not always possible to refer to it. 

Following paragraph carries a few words in italics. You 

have to guess the meaning of these words. Then refer 

to a dictionary and check whether you were right.

Despite the evidence that middle-school learners are

different from their elementary and secondary counterparts, 

there is no empirical evidence that the grade level 

organization affects achievement. What is most important is 

the quality of the middle level programme in providing 

opportunities for learners to explore many subjects. Middle 

school of the 1990’s provide opportunities for students to 

explore content through a variety of experiences such as 

discussions, discovery, experimentation and co-operative 

learning. (Nerenz, 1990.p.95)
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5. Imagine that a 5-year-old girl child of your locality has 

been missing for the past few days. Write a description 

of the girl, which is to be announced on the radio. The 

description should mention the age, height, complexion, 

dress, the locality etc.

6. Your cousin who is new to your locality intends to visit 

you. Write to him how he could reach you. Be precise

but at the same time do not neglect the details.

7. Study the table carefully and answer the following 

questions.

Average scores of std IX students: Subject: English and

Mathematics

Standard

IX

Maths English

Boys Girls Boys Girls

A 85 55 75 90

B 90 60 55 75

C 60 60 70 80

Do you agree with the following statements? If not, give

reasons.
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A. In all the divisions girls scored high average marks in 

English than boys

B. The teaches in IX A are not as competent as those in IX

B

C. All the boys are better scorers in Mathematics

8. Go through Question No.1 and prepare a summary of

the paragraphs

D. EVALUATION:

Form a small group of eight teachers. Choose one of the 

topics that interests you.

Watching TV
Hunting wild
animals
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Ask one pair to develop a small passage on 

the selected topic and to present the same in 

the group. Let the other two pairs listen and 

prepare a brief note on the presentation. Give 

a copy of the passage to the last pair and ask

them to select a few unfamiliar words and to

collect the dictionary details of the words.

E. SUMMARY

The module on Study Skills discusses the following sub 

skills, which will help the teacher, learn and communicate 

effectively.

• note-taking
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• note-making

• summarizing

• referring to a dictionary

• using glossary and index

• Describing places, people, processes

• Information transfer
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Creating Awareness of Productive Skills and Receptive

Skills (L S RW)

-Dr.Madhavi

1.0 Objectives

On completion of all the activities planned and provided 

in the module, the teacher will be able to understand

■ what are the productive skills and receptive skills and

their importance

■ the subskills of LSRW

■ the three stages in reading a lesson

■ the five stages of writing

■ the two kinds of listening

■ the importance of fluency and accuracy in speech.

■ the key concepts related to LSRW skills.

1.1 Introduction

English has now been established as a language of 

global communication and a language of opportunities. A 

fairly high degree of proficiency in English and excellent 

communication skills enhances Teachers competency. A 

Teacher who is teaching at the high school level in rural and

urban areas in Telugu medium should have proper

communication skills to teach in English medium. For
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effective teaching a Teacher should have awareness on 

Productive Skills and receptive skills. By acquiring these 

skills the teacher develops the ability to support his/her 

knowledge.

Why are these four Skills necessary?

According to Henry Sweet (1889) a native speaker teacher 

was definitely a better teacher than a non- native teacher.

Recent research highlights six specific points that could 

make the non-native speaker teacher a potentially better

teacher.

■ makes effective use of the learner’s ‘strong’ (known) 

language

■ has a better understanding of learners' problems and

needs

■ helps to build appropriate language learning strategies

■ provides good learner modals for imitation

• supplies the learner with more information

• appreciates and prevents language difficulties better

A most notable advance has been a deepening knowledge 

of both what language is (language as an object) and of
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what it does (language as a tool).Language is a network of 

systems which need to be mastered and bought to use. 

Language that is used should match the context. It depends 

on setting, (classroom) and the participant’s relationship:

■ Teacher to students

■ Teacher to Student

■ Teacher to teacher

■ Student to student

■ Student to students

■ Student to teacher

Different sets of words related to the content and classroom

vocabulary - intonation is very important and a teacher 

should understand all these things. The knowledge of the 

four integrated skills is essential. Among the four Listening 

and Reading are considered as receptive skills as the, 

information has to be decoded, where as Speaking and 

Writing are considered as productive skills where the 

production takes place in mind (language, vocabulary and 

grammar are to be considered)
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The table of four skills

Reading

Skills

Speaking

Skills

Listening Skills Writing

Skills

1.Skimming- 1 accuracy 1. listening for 1.Formal

eg. Reading 2. fluency Specific Writing-e.g

a News 3. information- Academic

paper Intonation e.g. Listening writing.

2. Scanning- eg. to railway 2. Informal

eg. Scanning Creating a announcement. Writing-

Quickly for a Situation to 2. Listening for e.g. Writing

specific speak. general a letter to a

information Information-

e.g. Listening

to a Small talk.

friend.

1.2 Reading skill:

What is Reading?

Reading is one of the four language Skills. It is a receptive 

skill. It involves responding to text rather than producing it. 

Very simply we can say that reading involves making sense
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of a text. To do this we need to understand the language of 

the text at word level, sentence level whole- text level. We 

also need to connect the message of the text to the 

knowledge of the world. Look at this sentence for example:

The boy was surprised because the girl was much 

faster at running than he was.

To understand the sentence, we need to understand what

the letters are, how the letters join together to make words, 

what the words mean and the grammar of the sentence. But 

we also make sense of this sentence by knowing that, 

generally speaking, girls do not run as fast as boys. Our 

knowledge of the world helps us understand why the boy 

was surprised.

Reading becomes meaningful in the interaction between a 

readers understanding of what the writer seeks to convey 

through his perception or interpretation of facts, experiences 

or events. Much of such meaning- making is a result of the 

way a proficient teacher’s mind engages with the text.

Of the four language skills ‘reading’ has received a 

maximum attention. The process of reading takes place in 

reader's mind. Mind makes meaning from what the eyes
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see. Reading is incidentally visual. More information is 

contributed by the reader than by the print on the page. So a 

teacher should take stimulus beyond its graphic 

representation. Skill in reading depends on efficient 

interaction between linguistic knowledge and the knowledge

of the world.

A reading text in Class:

There can’t be ‘the one good way’ of organizing a reading 

lesson as there are differences purposes to serve at various 

stages (elementary, intermediate, advanced)of learning how 

to read. A lesson could be viewed as a three stage

operation.

Stagel

The pre- reading stage serves to stimulate where necessary 

introduces language or concepts which the pupil may not 

know. Use can be made of before questions and different 

ways of making the learner aware of the subject matter and 

the language of the lesson.

Stage2

The while- reading stage helps the teacher achieve the main 

aim by getting pupils to ‘engage with' the text (that is. look at
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it closely) in different ways. The teacher could devise 

different activities along with comprehension question to help 

them get meaning(s). text is source of enriching language. 

Stage3

The post-reading stage helps the teacher to engage the

student with the text. The teacher must use his/her own

judgment on when and how best to teach the new words and 

word meanings found in the text.

What makes reading easy?

■ Reading involves understanding the connection

between sentences.

■ Use the knowledge of the world to see the connection 

between two sentences (coherence)

■ The grammatical kinks between the sentences

(cohesion)

■ Fallow reading strategies- Skimming and Scanning

■ Remember why and how we are reading.

Our reasons for reading influence how we read, ie. Which 

reading skill sub skill (a skill that is part of a main skill) we 

use. For example, if you read a text just to find a specific
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piece or pieces of scanning. When we scan we don’t read 

the whole text. We hurry over most of it until we find the 

information we area interested in, e.g. when we look for a 

number in telephone directory.

Another reading skill is reading for gist or skimming, i.e. 

reading quickly through a text to get a general idea of what it 

is about. For example you skim when you look quickly 

through abook in a book shop to decide if you want to buy it, 

or when you go through a reference book to decide which 

part will help you write an essay.

A third reading sub skill is reading for detail. If you read a 

letter from some one you love who you have not heard from 

for a long time, you probably read like this, getting the 

meaning out of every word.

Another way of reading is extensive reading. It involves

reading long pieces of text for example a story or an article. 

As you read your attention and interest vary- you may read 

some parts of the text in detail while you may skim through

others.

If it is a language classroom, we use text to examine

language. These activities are some times called intensive 

reading. They are not a reading skill, but a language 

learning activity.
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We can see reading a complicated process. To understand 

a text a reader has to use his /her knowledge of the world 

and has to use the appropriate reading skill. Reading may be 

a receptive skill but it certainly isn’t a passive one!

Activity A

Follow-up Activity

Look at this text and activities. Match the activities and the

aims in the box.

Before reading

1. Do people eat out a lot in your country?

2. What different kinds of foods are there?

When people think of food in the Unite states, they think 

mostly of fast foods like hamburgers and hot dogs. In fact, in 

U.S cities like New York and Los Angeles, thereare 

thousands of different kinds of restaurants with foods from all

over the world.

So if you like to try different foods, the United States is 

the place for you. The United States has people from all over
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the world, and they bring with them typical foods from their 

countries. You can eat tempura in Japanese restaurants, 

tacos in Maxican restaurants, paella in Spanish restaurants, 

pasta in Italian restaurants and you can also eat America’s 

most popular food pizza.

Yes, pizza! Pizza! is originally from Italy, but today it is an 

important part of the U.S menu. There are about 58,000 

pizzerias in the United States - and all pockets. You can buy 

a hot dog on the street and pay one or two dollars. Or you 

can go to a four-star restaurant and pay $200for a dinner.

AFTER READING

A. Read the article and fill in the information:

1. Number of different kinds of

restaurants in the U.S

2. Cost of a meal at a very

i good restaurant

3. Cost of a hot dog on the

street

4. Number of pizzerias in the

U.S

B. Make typical menu from your country.
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(adapted from Super Goal 2by Manuel dos Santos, McGraw- 

Hill 2001)

Answer key

Before reading: to relate the text to our world knowledge, 

and to introduce the topic

After reading A: to practice reading for specific information 

After reading B: to relate the text to our world knowledge

Reflections

1. What are the easiest and most difficult things for you 

about reading in English?

2. what helped you most to read English well when you

were a learner?

Practice task

For questions 1-5, match the instructions with the ways of 

reading listed A-F.

There is one extra option which you do not need to use.
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Ways of reading

A reading for specific

information

B reading for detail 

C reading for gist 

D intensive reading 

E deducting meaning

from context

F extensive reading

Instructions

1 Find all words in the story of about pets.

2. Read the text. Decide which is the best heading for it.

3. Read the article to find out exactly how the machine

works.

4. Read the poster to find the dates of Annie’s Sam’s and

Julie’s birthdays.
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Answers: 1D 2C 3B 4F

5A

DISCOVERY ACTIVITY

1. Look through two units of your textbook. What is the 

purpose of these activities?

2. Look at http://www.learnenqlisq.org.uk to see lots of

different activities for developing skills and language.

3. Look back over this unit and find a type of activity that 

you have never taught before. Try it with one of your 

classes. Did it work well? Was it successful? Write up your 

thoughts.

1.3 Writing Skill

What is writing?

Writing is one of the four skills. Writing and speaking are the 

Productive Skills They involve producing language rather 

than receiving it. Very simply we can say that writing

9l
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involves communicating a message (some thing to say) by 

making signs on a page. To write we need a message and 

someone to communicate it to. We must be in apposition to 

write strong sentence.

(a sentence with coherence and cohesion)

Effective writing demands the mastery of a complex set of 

processes. Writing Skill gives the learner a personal voice 

and an individual style. Teacher must have an idea on kinds 

of writing, like academic writing, letter writing, note - making, 

story writing etc. teacher should learn fixed rules and 

conventions that often govern different types of written 

language.

Why skills are essential for academic writing?

What have you written these days?

May be a shopping list or a short message. These days we 

write very little. There are various types of writings like 

shopping list, short messages, paragraphs, special layouts, 

letters and essays.

How do you write and how it is different from speech 

language?
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When we speak to someone, we keep modifying what we 

say as we sense our listeners body landuage.the 

responsibility of communicating the right meaning in right 

language to the unknown reader and known reader are 

different. Their success in correctly guessing the reader’s 

knowledge helps them decide what and how much to 

include/exclude and how best to organize their intented

meaning.

■ All good writing is reader directed (or reader based); it’s 

success lies in conveying intended meaning to 

expected readers.

■ Writing is the permanent record of the events or 

happenings, its aim being to inform and educate the 

reader. Such writing has to be carefully planned.

■ Writing makes heavier demand on vocabulary than 

does speaking.

■ Every type of writing is governed by sets of more or

less established rules and conventions.

■ Writing will have punctuation and speaking has

intonation.

Writing involves several Sub Skills. Accuracy, i.e using 

the correct form of the language.
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spelling correctly, forming letters correctly, writing legible, 

punctuating correctly, choosing the right vocabulary, using 

grammar correctly, joining sentences correctly and using 

paragraphs correctly. But writing is not just about accuracy. 

It is also having a message and communicating it 

successfully to other people. To do this, we need to have 

enough ideas, organize them well and express them in an 

appropriate style.

Stages of writing which can be followed inside the

classroom as well as out side the classroom: It is a

TOWER model.

T - Think: thinking or brainstorming about the topic 

and making a note.

O - Organize: Organizing our ideas.

W - Write: Write a draft (a piece of writing that is not yet

finished, and may be changed)

E - Edit: Correcting and improving the text.

R- Rewrite: Final writing.

Key Concepts
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■ The sub skills of writing that we teach will vary a lot, 

depending on the needs of the target group.

■ When we teach writing we need to focus on both 

accuracy and building up and communicating a

message.

■ By encouraging learners to use the writing process in 

the classroom we help them to, and to develop their

message.

■ Some times in the classroom learners write by, for 

example, completing gaps in sentences with the correct 

words, note making for listening comprehension, writing 

one word answers to reading comprehension 

questions. These activities are very useful for teaching 

grammar, and checking listening and reading, but they 

do not teach the skills of writing. To teach the writing 

subskills we need to focus on accuracy in writing, on 

communicating a message and on the writing process.

ACTIVITY

Here are two writing activities. Can you find three teaching

differences between them?
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Activity 

Activity 2

1

Complete the sentences Write an invitation inviting

about yourself with can or your friends to a birthday

can’t party.

1. I.... .swim. ■ Invite them

2. I.... .speak Kanada. ■ Tell them:

3. I.... .play the Guitar. the date

4. I.... .use a computer. the time

5. I.... run very fast. the address of the party

V\/e can see that both the activities give learners an 

opportunity, to use language but in different way.

Activity 1

Activity 2
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1. is a controlled / restricted practice 1. is a

less controlled/free practice

Activity because learners can only use

activity because the language the

certain items of language

learners will use is not carefully

limited or controlled

2. focuses on accurate use of language

on communicating a message

3. is a gap fill exercise

2.focuses

3. is a task.

The same kind of differences can also be seen in other

activities for speaking, writing and learning new languages.

In freer activities the teacher or the materials do not limit the

language that learners use. Examples of these are: 

discussions; solving problems through exchanging ideas; 

sharing or comparing ideas, information or experiences; 

writing e-mails, stories, letters, invitations or compositions.

REFLECTIONS

Think about these learners comments:

1. I don’t like doing lots of exercises. It is confusing.
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2. I like doing a mixture of activities with some focusing on 

accuracy and some on fluency. That really helps me

learn

PRACTICE TASK

For questions 1-6 match the couse book instructions with 

the writing subskills listed A-G.

There is one extra option which you do not need to use.

Writing subskills

A punctuating

correctly

B planning 

C forming letters 

D linking

E using the

appropriate lay out 

F paragraphing 

G proof reading
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Course book instructions

1. Put your hand in air and write d-o-g with your finger.

2. Tick the correct place in this letter for the address of the 

receiver and put(x)in the correct place for the date.

3. This letter has no commas or full stops. Put them in the

correct places.

4. Join these pairs of sentences by using the best 

conjunction from the following; because, after, while

5. Look at this list of ideas for a composition. Number 

them in the order you would write about them in your

composition.

6. Check your work for language mistakes after you have 

finished writing.

1C 2E 3A 4D 5B

6G

1.4 Listening Skill
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What is listening?

Like reading listening is a receptive skill, as it involves 

responding to language rather than producing it. Listening 

involves making sense of the meaningful (having meaning) 

sounds of language. We do this by using context and our 

Knowledge of language and the world.

Reflect And Act

■ Think of some ways in which listening to the radio to a 

voice on television differs from listening to your friend 

or head teacher. Think in particular of the part(s) you 

as listener play in each of those events.

■ Make a list to show the types of listening you do on a 

single day in school and outside.

Two explanatory models

What do listeners do in listening for understanding? 

Listening involves understanding spoken language, which

is different from written language.

A number of both top- down ( from taking in a whole 

utterance to getting to know it’s elements and aspects ) and 

bottom-up (from individual sounds or letters, syllables,
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words, phrases and sentences ) process add up to a 

listeners purposeful efforts at making of what he/she hears.

1. In some every day situations people need to listen not 

so much to understand the message. E.g Stenographer, 

(here the listener stores the message as a tape- recorder)

2. Here the listener as a construction worker highlights the

listener’s active involvement. He uses lexical competency 

and grammatical competency.

When we listen, we need to be able to understand

different kinds of spoken text types such as conversations, 

stories, announcements songs, instructions lectures and 

advertisements. They contain different language features.

We need to understand different speeds of speech. We

need to understand different accents too. But we do not

listen to every thing in the same way. How we listen 

depends on our reasons for listening. We might listen 

for gist, specific information, detail, attitude (listening to 

see what attitude a speaker is expressing),or do extensive 

listening.

We can see that listening involves many things: dealing 

with the characteristics of spoken language; understanding 

different speeds of speech accents: using different listening

Sub skills.
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Look at this extract for lower secondary students of English. 

It shows many of these different aspects of listening.

■ Hearing the differences between common sounds

■ Identifying the important words in what some one has 

just said.

■ Understanding and responding to simple instructions

and commands.

■ Recognizing basic differences in the in information

■ Following a simple narrative spoken by the teacher with 

the help of pictures

■ Understanding and responding to simple requests and

classroom instructions.

■ Identifying main ideas.

(adapted from syllabuses for secondary school, English 

language, Secondary 1-5; the education department, Hong

Kong 1999)

KEYCOCEPTS

■ The classroom gives many opportunities to the learner

to listen, e.g. the teacher, other learners, cassettes

video, DVDs.
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■ While listening to CDs and cassettes is more difficult 

than listening to live speakers as the body language

fails.

■ Comprehension should be in easier language than the 

language in the written text

■ Teacher can develop learner’s listening skills by 

focusing regularly on particular aspects listening, e.g 

problem sounds, features of connected speech, sub

skill etc.

FOLLOW-UP ACTIVITIES

1. Here is a conversation between two learners of English. 

Find in it examples of contractions, repetitions,

hesitations and interruptions.

Yuko: what would you like your life to be like in 20

years’ time?

Hiroko: I’d like to be.... I want to have a family.... you

know, a husband, three children, my....

Yuko: would you e happy?

Hiroko: Erm, me, well, erm, er....  may be I’d like to

havea good ....you know, to do a really interesting job... 

with lots of pay, of course!
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educational practice. They can and are becoming an integral 

part of the teaching-learning process. They can and are 

serving as “engines of change”. They have helped 

knowledge-based society to set in today’s world.

Learners are now part of the Net Generation who are 

using / expected to use the new electronic technology to 

help create a culture of learning where the learner enjoys 

enhanced responsibility, interactivity and connections with 

others. The new media support shifting learning to the 

learner and away from the transmitter.

In this changing teaching-learning context, teachers 

need to know Information and Communication Technology 

(ICT) literacy. ICT literacy reflects the need for teachers to 

develop teaching skills to enable learners to think critically, 

analyze information, communicate, collaborate and problem- 

solve. Representative of the ICT literacy skills are the 

following areas critical to teacher’s success:

Communicate effectively: Teachers must have a range of 

skills to express themselves not only through the use of 

blackboard but also audio, video, animation, design software

as well as a host of new environments like e-mail, websites,

blogs etc.
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Analyze and interpret data: Teachers must have the ability to 

choose among the glut of data now available web-based and

electronic media.

Engage in problem-solving: Teachers must have an

understanding of how to apply what they know and can do

new situations.

Teachers should be provided with extensive training in 

order to acquire the skills mentioned above.

Self-assessment Questions:

1. What are the major technologies that have taken place 

in the history of human civilization?

2. What is the importance of electronic technologies? How 

have they changed the teaching-learning scenario?

3. What are the areas critical to teacher’s success?

Unit / Topic / Chapter:

What is multimedia?

Multimedia means many mediums. Media are the tools 

we use to store, process, and communicate information. In a
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-multimedia programme, media - of text, graphics, pictures, 

music, animation, interactivity content forms and video 

images - are combined to communicate information. The 

essential feature of multimedia is the variety of modalities in 

which information is presented. The constituents of 

multimedia may be presented graphically as follows:

Multimedia is usually recorded and played, displayed or 

accessed by information content-processing devices such as

computerized and electronic devices. In a nutshell,

11

animation and video that is delivered by computer.

How does multimedia help in education?
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Multimedia software can be used to enhance education.

When teachers select multimedia learning environments, 

they can increase learning in mathematics and science, 

create a more student-centered learning environment and 

help learners learn a second language more effectively.

Multimedia teaching is effective in large, crowded

classrooms. The utilization of multimedia materializes the

individualized and co-operative teaching. It goes beyond 

time and space, creates more vivid, visual, authentic 

environment for English learning, stimulates learners’

initiatives and economizes class time.

Self-assessment Questions:

1. How do you define ‘multimedia’?

2. How is multimedia helpful in the field of education?

Different types of technology and their educational

applications:

Various technologies deliver different kinds of content 

and serve different purposes in the classroom. For example,

word-processing and e-mail promote communication skills. 

Database and spreadsheet programs promote organizational 

skills. Modeling software promotes the understanding of 

science and mathematical concepts.
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It is important to consider how these electronic 

technologies differ and what characteristics make them 

important as vehicles for education. Two general distinctions 

can be made in this respect:

1. Learners can learn from computers — where 

technology is used as

Tutor and serves to increase learners’ basic skills

and knowledge .

2. Learners can learn with computers — where 

technology is used as a

tool that can be applied to a variety of goals in the 

learning process

and can serve as a resource to help develop higher 

order thinking,

creativity and research skills.

Student learning from computers is described as 

Discrete Educational Software (DES) programs such as 

Computer-Assisted Instruction (CAI) and Computer-Based 

Instruction (CBI). These software applications are also 

among the most widely available applications of educational 

technology in schools today.

Discrete Educational Software (DES) is used for the 

following purposes:
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• to learn concepts

• to introduce topics

• to enhance learners’ reasoning and problem-solving

abilities

• to supplement instructions

• to make self-study

Technology as multimedia has four different focuses:

1. media for enquiry, (e.g. access to online databases)

2. media for communication (e.g. e-mail, tutorials,

graphics software)

3. media for construction (e.g. robotics, computer-aided

design)

4. media for expression (e.g. interactive video,

animation software,

music composition)

However, learners cannot be expected to benefit from 

technology if their teachers are neither familiar nor 

comfortable with it. The primary reason for not using 

technology in the classrooms is that the teacher has no 

experience with the technology. Hence, teachers should be 

trained in using and choosing new technology and in 

providing meaningful instruction and activities in the

classroom.
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Self-assessment Questions:

1. What are the two ways for learners to learn using 

computers?

2. What purposes does DES serve?

3. What are the four focuses does multimedia have?

Application of multimedia to teach different subjects:

The rapid development of Information Technology 

offers a better pattern to explore it as the new teaching 

model. As a result, multimedia technology plays an important 

role in teaching languages as well as other subjects. Let us

observe this in detail:

Technology-aided teaching of English as L2:

If implemented properly in English teaching, multimedia 

technology leads to systematic training on learners’ LSRW 

skills, makes teachers’ instructions to great play, helps the 

learners’ expression ability in English and lays a 

fundamental basis for their English communication. 

Computers can

• bring the whole world into classrooms

• provide visual, verbal, and kinesthetic experience

• store the information



• help to teach Lower Order Thinking skills like drill and 

practice and Higher Order Thinking skills like critical 

thinking, analysis and scientific enquiry

• repeat the information any number of times

• offer specific need-based help

• engage the learners’ attention and motivate them to do

more

In language learning, computer can be used for the following

purposes:

1. Correcting spelling: Microsoft Word

As you type in Microsoft Word, the spelling mistakes

are underlined

in red. To correct them, you can click the word with

the right mouse

button and get the correct spelling.

2. Avoiding typing same word: MS Word

To repeat the same word a number of times in a 

sentence, press SHIFT and F7 together.

3. Learning new words from Thesaurus: MS Word

You can find synonyms and antonyms to choose

from.

4. Learning grammar: MS Word
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As you type, grammatical mistakes are underlined in

green indicating the need for rectification, 

e.g. He read newspaper everyday.

When you ask for grammar check, it will explain to

you what the mistake is and how it should be 

corrected. If you don’t agree with the suggested 

change, you can just click ‘ignore’ to keep the original

sentence.

Internet makes the following available for the teacher /

learner:

• online version of printed dictionaries and e-dictionaries

• websites to improve vocabulary

• word-a-day through e-mail

• word puzzles

® picture-based exercises

Further, CDs are available on the following for language 

learning:

■ Interactive Dictionaries

■ CDs for LSRW activities

■ CDs for vocabulary games

Following are some of the CDs useful for teachers’

reference:

o Readina Blaster
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o Adventures in Speaking English

o Learn to Speak English 

o Encarta Encyclopedia 

o Britannica Concise Encyclopedia

o World Book Millennium

Similarly, the following websites are useful for a language

teacher:

❖ www.courseuseek.com

❖ www.want2learn.com

*> www.eltcops.com

❖ www.teachingastvlesonline.com

❖ www.unleashenergy.com

❖ www.helpmedoc.info

Self-Assessment Question:

1. What are the several uses of computer and internet in 

teaching English 

language?

Teaching science subjects effectively with multimedia:

With the advent of Internet and the multiple formats that

can be communicated over World Wide Web, teachers of

science subjects now have several new and exciting ways to 

present information. The Web allows the incorporation of
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animation, moving pictures and sound into lessons, which

extends the teachers’ abilities to present materials that 

encourage the learner’s interaction with the subject matter. 

Pictures and animations help bring to life scientific principles

and multimedia allows the teacher / learner to take a more

active role in learning. They keep the learner alert and 

focused. Learners can watch experiments in action, see 

microorganisms, and use a mouse or keyboard to navigate 

images, simulations and interactive material.

Multimedia modules are also available in ready-made 

form that focus on core scientific principles in Biology, 

Chemistry, Earth Science, and Physics. They offer original 

photographs, scientific illustrations, flash animations,

educational videos, audio recordings, interactive quizzes, 

and ask-a-question areas. For example, the module

Scientific Method contains an interactive experiment in which 

learners are virtually transported to Pisa in Italy where they 

can simultaneously drop different-sized objects off the 

Leaning Tower.

Again, the module on Cell contains a link to a visual

tour of an animal cell. Videos of scientists like J.J.

Thompson, who has made key contributions in Atomic 

Theory, are also available. In the animation of the module
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“Ions, Isotopes and Electron Shells”, electrons can be 

manually ‘excited’ to higher energy shells by introducing 

energy to the atom, and then can be seen to ‘fall’ back to the 

ground state, giving off energy as bursts of light in the 

process. In a similar module, learners can also learn how 

electron energy bursts are created and utilized by NASA 

spacecraft. They can also watch the interaction between the 

electrons, neutrons and protons within an atom.

Further, computer-based multimedia also helps teacher 

/ learner to develop technical and research skills which they 

cannot get from reading a textbook.

Multimedia modules are available on many topics in 

every science subject. Some examples are given below:

Biology:

• Adaptation

• Cells

• Charles Darwin

• DNA

• Genetics

• Taxonomy

Chemistry:

o Acids and Bases

o Atomic Theory
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o Carbohydrates 

o Chemical Bonding

o Fats and Proteins

o Elements

o Water

Earth Science:

■ Earth Structure

■ Earth’s Atmosphere

■ Minerals

■ Live Volcanoes

General Science:

• Density

• Energy

• Temperature

Physics:

o Gravity

o Light

o Waves and Wave Motion

Interactive Animations:

■ Reaction of Sodium with Chlorine

■ Formation of Water

Nuclear Fusion



Self-Assessment Question:

1. How is multimedia helpful in teaching science subjects? 

Give examples.

Effective teaching of social sciences using multimedia:

One of the main reasons why learners struggle with the 

social sciences is that they are unable to visualize the 

material being presented. Teachers can aid in this 

visualization by using multimedia resources in the teaching

of social science courses. Videos, online simulations,

interactive diagrams and OHP transparencies can all be 

tremendously helpful in improving learners’ understanding in

these subjects.

In History, for instance, learners can make copies of 

blank map and practice map pointing with the help of an 

atlas. Still photographs of historical sites can help learners 

understand the subject visually. Videos and clippings made

on historical events like Freedom Movement and World

Wars make an indelible impact on the minds of learners in

remembering facts and expert comments related to the 

events. Audio / video recordings of speeches of important 

personalities can help shape the minds of young learners. 

Pictures and photos of relevant places and persons can be
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downloaded from Internet and used in the classroom to

reinforce content in the textbook. PowerPoint presentations 

(PPT) on important topics with animation will greatly help the

learners.

In the case of subjects like Economics, transparencies I 

slides can be prepared with graphical presentation of topics 

and displayed with the help of OHP to save a lot of time in

the classroom. Videos from You Tube can be downloaded

from the Internet on various subjects including G.K. for the

benefit of learners. In Mathematics, OHP is useful to show

symmetrical figures and graphs. Multimedia can be very 

helpful in displaying three-dimensional figures.

Self-Assessment Question:

1. How can multimedia help in teaching / learning social

sciences?

Limitations of multimedia:

In spite of its variegated advantages, using multimedia 

has its own limitations / disadvantages.

1 .It has potential to exclude who may not have access to it

or may not be

able to use it. Technology is of limited use if it is not

available to all
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learners.

2. Major means (Teacher) is replaced by the Assisting one 

(Video device). In a way, both the teacher and the 

learners are inevitably enslaved by the computer.

3. There is a loss of speaking communication between

teacher and learners.

4. There is a health hazard as eyes are glued on to the

computer.

5. Thinking in terms of images replaces abstract thinking.

Suggestions / strategies to overcome the problems:

1. Using multimedia does not suggest that teachers 

suddenly play lesser roles. They remain essential to the 

creation and structuring of the learning experience. 

They act as resource and consultant to the learners. 

They play the leading role in introducing each lesson 

and spoken communication.

2. The computer screen cannot substitute the blackboard.

3. PowerPoint cannot take the place of learners’ thinking 

and practice. Teachers need to encourage the learners 

to use their own mind, speak more, and actively join 

class practice.

4. Teachers should not overuse the courseware merely in

the hope of adding the modernized feature to class
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teaching. They should choose the right form of 

technology — audio, video, picture, animation, 

graphics, OHP, Internet — suitable to the context.

Self-Assessment Questions:

1. What limitations do you see in the use of multimedia?

2. How can teachers overcome the disadvantages?

Summary:

Electronic technologies are serving as “engines of 

change” in establishing a knowledge-based society in the 

21st century Information Age. Learners are now part of the 

Net Generation. In the changing teaching-learning context, 

teachers should equip themselves with ICT literacy.

Multimedia is a term used to describe (a) collections or 

groups of software in several media, (b) a composite 

presentation of text, graphics, pictures, voice, music, 

animation, video images etc. on a computer. It has a major 

role to play in imparting quality education to learners.

Learning from computers is the first step in acquiring 

lower order skills and knowledge. It leads to the next stage 

of learning with computers to develop higher order skills.



Technology as multimedia has four different focuses — 

for enquiry, for communication, for construction, and for 

expression.

Multimedia technology can be sued effectively in the 

teaching of English, science subjects and social sciences.

In spite of its many advantages, using multimedia has 

its limitations but there are strategies to overcome these

problems.

Evaluation:

1. Explain the factors leading to the changing teaching- 

learning scenario.

2. Do you think there is a need of ICT literacy for teachers 

of all subjects?

3. Define multimedia and its role and value in the present

classroom situation.

4. How can multimedia be applied to the teaching of

English language?

5. What role can multimedia play in teaching science 

subjects?

6. What are the ways in which multimedia can be used in 

teaching social sciences?

7. What are the limitations in the use of multimedia? Can

they be overcome in a positive way?
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The Sound System of English

Dr. Basanti Devi

Associate Professor, 
JSS Institute of Speech and Hearing

Objectives

This module will enable you to

learn how speech sounds are produced

understand the sound system of English

produce the sounds correctly

understand how the sounds function in the language

have an idea of transcription

learn how to use a pronouncing dictionary

look at errors as systematic and understand the potential 

areas of difficulty

1. introduction

English, being a Germanic language of the Indo European 

language family, differs greatly from Indian languages at all 

linguistic levels. Therefore, Indian learners of English
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encounter difficulties at various levels due to the influence of

their first language. However, this module is restricted to the 

sound system of English.

It deals with speech production mechanism in the beginning. 

Then the articulatory, descriptive and classificatory aspects 

of the speech sounds of English are discussed. This is 

followed by a section on phonology which deals with the 

distinctive sounds of English and how they are organized in 

the language. It also contains a small section on supra- 

segmental features of English like stress and intonation. A 

discussion of the possible errors due to interference from

mother tongue constitutes the concluding section of the

module.

2. Production of Speech Sounds

Speech sounds are produced by modifying an air-stream

somewhere in the mouth. There are different mechanisms to

provide an air-stream but the most widely used one is called 

pulmonic air-stream mechanism. All the sounds found in 

English are produced by using this mechanism. The air that 

we breathe out is expelled from the lungs and it passes
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through the vocal tract. As the air-stream is initiated by the

lungs it is called pulmonic air-stream mechanism.

2.1 The Organs of Speech

Three systems are involved in the production of speech 

viz. the respiratory system, the phonatory system, and the 

articulatory system.

2.1.1 The Respiratory System

It consists of the lungs, the muscles of the chest and 

the windpipe (trachea). The air that is expelled from the 

lungs due to contraction of the walls passes through the 

wind pipe and then the vocal tract in the form of an air- 

stream is modified to produce speech sounds. Thus the 

function of the lungs and the wind-pipe is to provide an air- 

stream required for the articulation of speech sounds.
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Fhe Organs of Speech

Figi. The Organs of Speech
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2.1.2 The Phonatory System

The larynx located at the top of the wind-pipe 

constitutes the phonatory system. The mouth of the larynx 

can be closed and opened at will with the help of the vocal 

cords or vocal folds. They are lip-like structures placed 

horizontally from front to back. The space between the vocal 

cords is called glottis. When the vocal cords are wide apart 

we say that the glottis is open and when they are held 

together then we say that the glottis is closed. When we 

breathe in and out, the glottis is open, with the vocal cords 

drawn wide apart. When we eat glottis is instantly closed in 

order to prevent food from entering the wind pipe.

During the production of certain speech sounds, the 

vocal cords are wide apart and the air passes through the 

glottis freely without any friction. These sounds are called 

voiceless sounds. For example, the first sounds in the 

English words pin and sin

But during the production of certain sounds, the vocal cords 

are loosely held together and the force of the passing makes 

them vibrate. The sounds thus produced, with the vibration
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of the vocal cords, are called voiced sounds. For example,

the first sounds in the English words bin and gun.

2.1.3 The Articulatory System

The articulatory system consists of the pharynx, the oral 

cavity (the mouth), and the nasal cavity. The air from the 

lungs passes out through the oral or nasal passage.

2.1.3.1 The roof of the mouth

The roof of the mouth comprises the teeth-ridge, the 

hard palate, the soft palate and the uvula. The hard convex 

part immediately behind the upper front-teeth is called the 

teeth-ridge or the alveolar ridge. The hard concave area 

behind the teeth-ridge is called the hard palate. The roof of 

the mouth then becomes soft and this soft portion is called

the soft palate or velum.

The soft palate can be lowered or raised at will. If the soft

palate is raised, so that it touches the back wall of the 

pharynx, the nasal passage gets closed and the air has to 

pass through the mouth. Sounds produced with the air 

passing through the mouth alone are called oral sounds.

Eg. All the sounds in English, except /m / /n / & / /

no



Nasal
articulation

Fig 2. Soft palate in the raised position, blocking the
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nasal passage

If the soft palate is lowered so that the nasal passage is 

open, and the oral passage is blocked at some point, air can 

escape only through the nose. Sounds during the production 

of which air escapes only through the nasal passage are 

called nasal sounds. Eg. the first sounds in the English 

words man, no and the last sound in king.
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Fig 3. Soft palate in the lowered position, blocking the 

oral passage of air

2.1.3.2 The Tongue

The tongue is the most flexible speech organ and it

plays a very important role in the production of speech 

sounds. The part of the tongue that lies opposite the teeth

ridge when the tongue is in a position of rest is called the 

blade of the tongue. The extreme tip of the blade is called
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the tip. The part of the tongue which lies opposite the hard 

palate when the speech organs are at rest, is called the front 

of the tongue. The part of the tongue which lies opposite the 

soft palate when the speech organs are at rest, is the back 

of the tongue.

2.3.3.3 The Lips

The lips play an important role in the production of

certain consonants as well as vowels.

Though two articulators are required to produce speech 

sound only one of them moves; the other one does not

move. The articulators which move are called the active

articulators and those which do not move are called the

passive articulators. The lower lip and the tongue are active 

articulators whereas the upper lip, the upper row of teeth, 

and the roof of the mouth are always passive. Thus, in the 

production of / f Z and / v / in English, the lower lip is brought 

towards the upper row of teeth. I p / and / b / are produced 

by bringing the lips together.

3. The Classification and Description of Speech Sounds
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Speech sounds may be broadly classified into two groups

- vowels and consonants.

3.1Vowels

Vowels are voiced sounds during the production of 

which the air escapes through the mouth without any 

interruption. For example, the first sounds in the words up 

and on. They are articulated with a stricture of open 

approximation, i.e. the active articulator tongue is raised 

towards the passive articulator, the roof of the mouth, in 

such a way that there is sufficient space between them for 

the air to escape freely and continuously.

Vowels can be classified based on (1) the part of the 

tongue that is raised, and (2) the height to which it is raised 

(3) the position of the lips. Based on which part of the 

tongue is raised, vowels can be classified into front vowels,

back vowels and central vowels. Front vowels are those

vowels in the production of which the front of the tongue is 

raised towards the hard palate with sufficient space for the

air to escape. English vowels / i: / as in beat and lei as in

bed are examples of front vowels. Back vowels are those 

vowels during the production of which the back of the tongue
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is raised towards the soft palate, leaving sufficient space 

between them for the air to escape without any friction. The 

vowel / u: /, as in school is an example of back vowel.

Central vowels are those vowels during the articulation of 

which the centre of the tongue (i.e. the part where the front 

and the back of the tongue meet) is raised towards the part 

of the roof of the mouth where the hard palate and the soft 

palate meet. The English vowel I 3: / as in girl is a central

vowel.

According to the degree to which the tongue is raised 

vowels can be classified as high, mid and low vowels. The 

vowels / i, u, e I are high vowels, / a / and / / are low

vowels .lei and / o /are mid vowels.

Vowels are also classified as rounded and unrounded

based on the position of the lips. If the the lips are rounded 

i.e. drawn together during the producion it is called a 

rounded vowel, during the producion of unrounded vowels 

lips are either spread or neutral.. / u, o /, as in good and 

stove are rounded vowels. / i, e / are examples of unrounded

vowels.
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The vowels of English RP

English RP (Received Pronunciation) has twenty vowel 

sounds, of which twelve are pure vowels or monophthongs 

and the other eight are diphthongs. Of the pure vowels 

seven are short and five are long. They are listed below with 

a description. Their symbols and words illustrating are also 

given.

Short Vowels

/I/ Front, unrounded, high h/t,

p/t

/e/ Front, unrounded, mid-high

met, pet

/ / Front, unrounded, low (close to mid-low) hat,

cat

// Back, unrounded, low hot,

pot

// Back, rounded, high full,

put

147



// Central, unrounded mid-low hut,

cut

/ / Central, unrounded, between low and mid-low

father, clever

Long vowels

/ i: / Front, unrounded, high

heat, meet

/ u : /

fool, cool

/ a:/

car, calm[

I I

port, short

/ : /Central, unrounded between mid and high-mid low

bird, g/'rl

Back, rounded,

Central, unrounded,

high

low

Back, rounded mid-low

Diphthongs

Diphthongs are sounds during the articulation of which 

the tongue stars in the position of a particular vowel and
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moves in the direction of the position of another vowel, within 

a single syllable. During the production of the diphthong I e I 

the tongue moves from the position of/e/ to the position of/I/ 

. English has eight diphthongs. They are listed below with 

examples.

/ /

/ /

I I

I I

I I

I I

I I

I I

make, pale

boy, coy 

high, sky

no, go

how, cow

here, mere

pair, care

poor, sure

3.2 Consonants

Consonants are produced by obstructing the air- stream 

in the oral cavity by means of a stricture of complete closure, 

partial closure or intermittent closure. The three important 

parameters used in describing consonants are voice, place
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of articulation and manner of articulation. A sound is called

voiced if the vocal cords are in vibrating position during the 

articulation of that sound. By place of articulation we mean 

the place in the oral cavity where the air-stream is obstructed 

and by manner of articulation we mean the manner in which

the air-stream is obstructed.

3.2.1 Places/points of articulation

Based on the place of articulation, consonants can be

classified as follows:

1. Labial. In the production of labial sounds, the lips are

involved. These may be sub-divided into bilabial and labio

dental. Bilabial sounds are those sounds in the production 

of which both the lips are involved, /p, b, I and /m/ are the 

bilabial sounds in English. The lower lip is the active 

articulator and the upper lip the passive articulator. Labio

dental sounds are produced with the upper row of teeth 

against the lower lip. I f / and / v / are the labio-dental 

sounds in English. The active articulator is the lower lip and 

the passive articulator the upper front teeth.
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2. Dental. The sounds produced with the tip of the tongue 

against the upper row of teeth are called dental. / 0 / as the

first sound in f/?ink and / / as the first sound in this are the

dental sounds in English. The active articulator is the tip of 

the tongue and the passive articulator the upper row of teeth.

3. Alveolar. These are sounds produced with the tip or 

blade of the tongue against the teeth-ridge (also called the 

alveolar ridge). 11, d, n, I, s / and /z/ are the alveolar sounds 

in English. The active articulator is the tip or blade of the 

tongue and the passive articulator is the teeth-ridge.

4. Post-alveolar. The tip of the tongue is the active 

articulator and the back part of the alveolar ridge (i.e. the 

part of the roof of the mouth that lies immediately behind the 

teeth ridge) is the passive articulator. The tip of the tongue 

is held close to, but not touching the rear part of the teeth

ridge. The first consonant in the English words right, record 

etc. is an example of a post-alveolar sound.

5. Palato-alveolar. Along with alveolar articulation (i.e. 

with the tip and blade of the tongue against the teeth ridge), 

the front of the tongue is raised towards the hard palate.
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Such sounds are called palato-alveolar. / / as in ship, /

/ as in pleasure, Z / as in chair and / / as in jam, are

the palato-alveolar sounds in English. The active articulators 

are the tip, blade, and front of the tongue and the passive 

articulators, the teeth-ridge and the hard palate.

6. Palatal. The front of the tongue is raised towards the 

hard palate. / j / as in you is the only palatal sound in 

English. The front of the tongue is the active articulator and 

the hard palate is the passive articulator.

7. Velar. The back of the tongue is raised towards the

soft palate (also called velum). The back of the tongue is the 

active articulator and the soft palate is the passive 

articulator. / k, g / and / / are the velar sounds in

English, as the first sounds in cat, get and the last sound in 

king respectively.

8. Glottal. Glottal sounds are produced in the glottis. 

The two vocal cords are the articulators (both active). / h /

as in he is the glottal sound in English.
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3.2.2 Manner of Articulation

Consonants can be classified on the basis of the

stricture involved i.e. the manner in which the passaqe of air

is restricted and the sounds produced. Based on the

manner of articulation, or how a sound is articulated,

consonants can be classified as follows:

1. Plosives. A plosive or a stop is a consonant in the 

production of which there is a complete closure of the air 

stream at some point. The articulators come into firm 

contact with each other, thus blocking the air-stream and 

causing the air pressure to increase. Simultaneously there 

is a velic closure, blocking the nasal passage of air. When 

the articulators are suddenly separated and the oral closure 

released, the air escapes with a small explosive noise. 

Sounds thus produced with a stricture of complete closure 

and sudden release are called plosives. Thus, in the 

production of / p / the lips are brought together, blocking 

the air-stream. The air pressure is built up and when the lips 

are separated, there is an explosive sound. The plosive 

consonants in English are /p, b, t, d, k/ and /g /.
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2. Affricates. In the production of affricates also, there is

a complete closure, the oral and nasal passage of air being 

completely blocked. But here the oral closure is removed 

slowly and instead of the explosive sound in the production 

of plosive consonants, an audible friction is heard. The 

release of air is gradual in affricates and sudden in plosives. 

The affricate consonants in English are / / as the first

sound in chair and / / as the first sound in jam.

3. Fricatives. In the production of fricatives the

articulators are brought so close together that the air has to 

escape through the narrow space between them. In the 

process it produces an audible friction or a hissing sound. 

The fricatives in English are / I and / h /.

The fricatives and affricates are also known as sibilants.

4. Trill or Roll. In the production of a trill or roll, the

articulators are brought into contact with each other a 

number of times, producing a series of rapid intermittent 

taps. If we say rrrr (the tongue tip tapping against the teeth

ridge), the sound produced is a trill. It is considered typical 

of Scottish English.
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Instead of a series of taps, if a single tap is made, by 

the articulators quickly coming together and going away, we 

have a tap or flap. For example, when / r I occurs between

vowels, as in very, sorry and hurry, or after / 0 / as in thrive

and thrift, it is pronounced as a tap.

5. Lateral: A lateral consonant is produced with the oral 

passage blocked at the centre, but open at the sides. 

English has one lateral consonant viz. / I / as in lake. For its 

production, the tip of the tongue is raised to the alveolar 

ridge, blocking the oral passage at the centre. The sides of 

the tongue are lowered allowing air to escape freely through

the sides.

6. Nasals. In the production of nasal consonants, the soft 

palate is kept lowered so that the nasal passage of air is 

open, while the oral passage is completely blocked at some 

point. The lung air, as a result, escapes through the nose. 

Thus nasals are articulated with a stricture of complete oral

closure. For instance, in the production of /m/, the lips are in 

firm contact blocking the oral passage and the soft palate is 

low, opening the nasal passage through which air escapes.

English has three nasal sounds /m/, /n/ and / /.
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7. Frictionless continuants (approximants). These are 

consonants which can be prolonged for a long time without 

any audible friction. The soft palate is raised, closing the 

nasal passage and the articulators are brought near each 

other but not close enough to produce friction. The /r/ in red, 

right, etc. is articulated as a frictionless continuant.

8. Semi-vowels (Approximants). Semi-vowels are 

gliding sounds in which the speech organs glide from one 

vowel position to another. The semi-vowels in English are / 

w / as in west and / j / as in yard. In the production of / w/ 

the glide is from the tongue position of approximately / u: / 

and for / j Z from the position of /i:/ to some other position. 

They function like consonants in the structure of a syllable, 

despite their vocalic quality.

The frictionless continuants and semi-vowels may 

together be called approximants, i.e. sounds articulated with 

a stricture of open approximation, the gap between the 

articulators being wide enough for the air to escape without 

any friction.

The following list contains the consonants of English 

RP with their description and illustration in words.
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The Consonants of English RP

/p/ voiceless bilabial plosive pin, pan

/ b / voiced bilabial plosive bin, ban

/1 / Voiceless alveolar plosive fin, to

/ d / Voiced alveolar plosive cfog, do

/ k / Voiceless velar plosive king, come

/g/ Voiced velar plosive gate, go

/ f / Voiceless labio-dental fricative fan, for

/v/ Voiced labio-dental fricative van, vain

/ 0 / Voiceless dental fricative th'\n, thought

/ / Voiced dental fricative fhis, that

/ s / Voiceless alveolar fricative saint, sin

/ z / Voiced alveolar fricative zoo, zip

/ f / Voiceless palato-alveolar fricative ship, shape

/ z / Voiced palato-alveolar fricative pleasure,

measure

/ h / Voiceless glottal fricative house, hope

/tf/ Voiceless palato-alveolar affricate church,

chair

/dz/ Voiced palato-alveolar affricate yug, judge

/ m / Voiced bi-labial nasal man, mat
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/ n / Voiced alveolar nasal nine, name

/ri/ Voiced velar nasal sing, ring

/j / Voiced palatal semi-vowel youth, yellow

/ w / Voiced labio-velar semi-vowel Water, with

/ r / Voiced post-alveolar frictionless right, ripe

continuant

/I/ Voiced alveolar lateral loud, leisure

The Sounds of Telugu

The following are the vowels found in Telugu:

Front Central

Back

i, i: u, u:

e, e: o, o:

(

)

j a, a:

It has eleven vowel phonemes including I I which is a 

unique sound not generally found in Indian languages. It is 

similar to the vowel in the English word ‘man’. It also has two 

diphthongs / / and / /.
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The Consonants of Telugu are listed below:

Labial Dental/Alveolar Retroflex Palatal Velar Glotta

Stops p.ph.b.bh t,th,d,dh t,th,d,dh k,kh,g,gh

Affricates

ch.jh

Fricatives F s s h

Nasals M n n

Laterals 1 1

Flap r

Semivowel W j

The aspirated stops and /f, h/ occur mainly in loan words 

from Indo-Aryan, Perso-Arabic and English (Krishnamurti

2003).

4. PHONOLOGY

Phonology deals with the functional aspects of speech 

sounds. Each language has its own phonological system 

which generally differs from the phonological systems of 

other languages. English RP has a system of 44 distinctive 

sounds all of which may not be found in other languages.
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Similarly some sounds found in other languages may not be 

found in English. For instance, the voiced alveolar / / of

RP as in zip and zone is absent in Tamil. The retroflex 

sounds like /1, d, n / found in Indian languages are absent in 

English RP. Similarly the sounds / 0 I and / / as found in 

the initial position of the words thin and that are not found in 

Malayalam. There are also differences in the way in which 

sounds are organized in each language. For instance, 

English permits /sk/ combination in word initial position, as in 

scooter but Punjabi does not permit it. Hence a Punjabi 

speaker will pronounce the word as /s kut r/ . English 

permits combinations such as /sp/, /st/ and /bl/, but several 

Indian languages do not, even though their phonemic 

inventory has these sounds. Thus, each language has is 

own system of sounds and also its own specific ways of 

organizing them into larger units, which together constitute 

its phonology.

4.1 Phoneme

A phoneme is the smallest distinctive unit of sound in 

the phonological system of a language. The phonemes of a 

language are distinctive or contrastive i.e. they stand in 

contrast with one another in the phonological system of that
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language. In other words, when one phoneme is substituted 

by another, it changes meaning. Thus, when /p/ is 

substituted by /b/ in the word pet I pet/, it becomes bet /bet/, 

a different word with a different meaning. Thus /p/ and /b/ 

are contrastive in English, and hence two different 

phonemes in English. The contrast between /p/ and /b/ is 

functional in English, effecting a meaning change, when it 

occurs in the same linguistic environment. Units which can

thus substitute for one another in the same environment are

said to be in contrastive distribution and those which do not

occur in the same linguistic environment are said to be in 

non-contrastive or complementary distribution. Phonemes

occur in contrastive distribution.

4.2 Minimal Pairs

The phonological system of a language can be 

determined by establishing the phonemes of that language. 

This can be done by discovering and collecting minimal 

pairs, i.e. pairs of words which differ from each other only in 

one sound segment. For example, sip I sip / and zip I zip / 

constitute a minimal pair in English, differing from each other 

in the initial consonant alone, and we can identify is/ and izi 

as two phonemes in English. They cannot constitute a
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minimal pair in Tamil as Tamil does not have the sound / z /. 

A Tamil speaker is likely to pronounce the word zip as sip.

4.3 Allophones

Each phoneme may have a number of variant forms 

called allophones, occurring in different contexts. The 

allophones of a phoneme have phonetic similarity between 

them i.e. they share some phonetic properties. They do not 

occur in the same environment. For example, English 

voiceless plosives / p, t, k/ have both aspirated (i.e. with a 

strong puff of breath after the release of the plosive) and 

unaspirated varieties, /p/ as in pin [ ]is aspirated but in 

spin I spin / unaspirated, the /t/ in tip [ ] is aspirated

and in step I I, unaspirated. The aspirated voiceless 

plosives, [ ], [ ], and [ ] occur initially in a stressed

syllable, whereas the unaspirated voiceless plosives occur 

immediately after /s I and in unstressed syllables. These two 

varieties are allophones in English and can never occur in 

the same phonetic environment. They occur in mutually 

exclusive, predictable phonetic environments. They are said 

to be in non-contrastive or complementary distribution. 

Where [k] occurs [ kh ] cannot, wherefp] occurs [ph] cannot, 

and where [t] occurs [th] cannot. The aspirated and
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unaspirated varieties of each phoneme are members of the 

same family; they are called allophones and the family is 

called a phoneme. Each phoneme is a bundle of similar 

sounds or phones which do not occur in the same

environment. From the phonetic context, one can predict 

which allophone will occur. It is also important to note that 

rules governing allophonic variation differ from language to 

language.

4.4 The syllable

A syllable is a unit higher than individual sound 

segments or phonemes. In every word made up of more 

than a single sound, at least one sound is heard to be more 

'prominent' (stands out more distinctly) than the 

neighbouring sounds. If there is only one 'prominent' sound 

the sequence is said to consist of one syllable. A word is 

made up of one or more syllables. Words like tree I tri: I hit I 

h t /, and bell /bel/ have only one syllable each. They are 

called monosyllabic words. Words like calmer I Z, 

letter / / and sister / I have two syllables

each and they are called disyllabic words. Words with more 

than two syllables are called polysyllabic. Examples are

centralize, centralization, etc.
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Usually syllable division is marked with a hyphen :

Centre I

Centralize I

Decentralize I

I (2 syllables)

/ (3 syllables)

/ (4 syllables)

In English a syllable can be formed with a maximum of three 

consonants in initial position and four consonants in final 

position. For example,

Strong /str /

Texts /teksts/

4.5 Consonant Clusters in English

A consonant cluster is a sequence of two or more 

consonants occurring within a syllable. For example, the 

sequence / pi / in the word play I pie / is a consonant 

cluster, because both the consonants forming the sequence 

belong to the same syllable. In the word split /split / the 

consonants /s/, /p/ and /I/ form a consonant cluster since 

they belong to the same syllable. On the other hand, in the

word tender I tend /, the two consonants /n/ and /d/ do not 

form a consonant cluster, since they belong to two different 

syllables. Consonant sequences of this kind are found in 

words iike ionger, hunter singer etc. Such sequences of
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consonants do not form a consonant cluster as they are 

constituents of different syllables.

In English, clusters upto three consonants can begin a 

syllable and upto four can end a syllable. Examples of 

consonant clusters commonly occurring in English are given

below:

A. Initial clusters of two consonants

/p/ as the first element /pi-/ plate, pluck 

/pr-/ prim, pray

/b/ as the first element /bl-/ blow, blame

/bj-/ beauty, bugle

/t/ as the first element /tr-/ trick, true

/tw-/ twelve, twist

/d/ as the first element /dr-/ drop, dry 

/dj-/ dew, duty

Combinations of /mj-/, /gl-/, /gr-/, /fl-/, /fr-/, /vj-/, / r- 

/, /sp-/, /st-/, /si-/, /nj-/, /hj- /, /kj-/, /kr-/, etc. are also 

available in English.

165



B. Initial clusters of three consonants

In English initial clusters of three consonants have /s/

as the first element.

/spl-/splash, spleen

/spr-/ spread, spring

/str-//stj-/, /skr-/and/skw/ also occur in English.

D. Final clusters of two consonants

/p/ as the final element/-sp/ lisp, clasp

/-Ip/ help, pulp

/t/ as the final element/-pt/ helped, kept

/-kt/ kicked, fact

/d/ as the final element /-bd/ robbed, clubbed

/-vd/ saved, paved

Final clusters of /-md/, /-nd/, /- d/, /-sk/, /-Ik/, /-If/, /-

v/, /-pt/, /-ps/, /ts/, /-bz/, /-lz/ etc. are also available in

English.

Final clusters of three consonants :

/t/ as the final element /-kst/next, context

/-mpt/ prompt, tempt

/s/ as the final element /-pts/adapts, corrupts
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/-kts/acts, contacts

Final clusters of/-dst/, /-skt/, /-nst/, Z-lvd/, /-fts/,. /-fts/, /■

Iks/, /Ivz/, etc. are also available in English.

E. Final clusters of four consonants :

/-ksts/ texts, contexts

/-mpts/ prompt, tempts

4.6 Suprasegmentals (Prosodic features)

Vowels and consonants, can be described as

segmental phonemes since they produce speech segments. 

There are also certain additional speech features, such as 

stress, pitch, length, etc. affecting speech sounds which may 

hence be called suprasegmentals. They are also referred to 

as prosodic features..

Stress

All the syllables in a polysyllabic word in English are

not articulated with the same force. Some are uttered with

greater force than the others. Stress may be described as 

the degree of force with which a sound or syllable is 

pronounced. Every syllable is uttered with a certain degree
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of force and the one uttered with the greatest degree of force

is called the stressed or accented syllable. Thus in 

cultivation / /, the stressed syllable is the

third. In the word examination / / all the five

syllables are numbered according to the degree of force of 

utterance, no.1 indicating the syllable with the maximum 

degree of force and no.5 the one with the minimum force. 

Although there is a number of degrees of variation in stress, 

we usually distinguish only one or two stresses, primary and 

secondary. The stressed syllable is said to receive primary 

or tonic stress or accent and the syllable next to that in the 

degree of force of utterance is said to receive secondary 

stress or accent. We mark the stressed syllable or primary

accent with a short vertical stroke on top at the beginning of 

the syllable. Secondary stress is marked with a short 

vertical bar below and at the beginning of the syllable. In the 

following : English words both primary and secondary

stresses are marked:

Examination I I

Misuse / /

Stress also plays an important role in deciding the 

grammatical category in English. If stress falls on the first
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syllable then it is a noun and if it falls on the second syllable

then it is a verb.

‘export (N)

exp’ort (V)

Intonation is another important suprasegmental 

phenomenon in English. Intonation refers to variation in the 

pitch of the voice during speech. The pitch of our voice rises 

and falls in structured ways during each utterance and the 

resulting pattern is the intonation pattern of the utterance. An 

intonational pattern can signal an emotional meaning, such 

as anger, delight, or sarcasm. It can signal a grammatical 

meaning such as statement or question. In English a rising 

intonation indicates a question and falling intonation

indicates a statement.

5 Transcription

Transcription is a method of writing down speech as it 

is pronounced using a specially designed script so that there 

is no one-to-one correspondence between the letters of the 

alphabet and the speech sounds represented by these 

letters. It is different from ordinary writing which follows a
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particular spelling convention. English spelling system is 

highly inconsistent and misleading due to lack of one-to-one 

relationship between spelling and sounds. There are 44 

phonemes in English but only 26 letters in the alphabet. 

Sometimes the same letter is used to represent more than 

one sound. For example, the letter /c/ in city stands for the

sound /s/ whereas in cat in stands for /k/. Sometimes one

sound is represented by several letters or several 

combinations of letters. For example, the sound/ as found in 

the initial position of the word ship is represented by the 

letter s in sugar, c in ocean and combinations like sh in shoe

ch in machine ti in nation sch in schedule etc.Sometimes

some letters are found to be silent i.e. they do not represent 

any sound as in the case of p in psychology. This problem is 

noticed in other languages as well. Phonetic transcription is 

a device which is useful in overcoming these difficulties. It 

can be called a kind of alphabetic writing in which each letter 

represents only one sound. Transcriptions may be 

phonemic ('broad') or phonetic ('narrow'). Phonemic 

transcription represents only phonemes and does not 

include any details whereas phonetic transcription includes 

all the details of pronunciation of a word.

6. Errors

170



Errors are part of the learning process of any language. 

Errors are different from simple mistakes._When a.mistake 

occurs repeatedly and regularly it is to be treated as an 

error. If one analyses the errors of a learner, one will find 

that errors are always systematic and there is always a 

pattern. If a learner of English says ‘I did not went’ and then 

*1 mean I did not go’ there is a mistake in the first sentence 

which the speaker realizes instantly and corrects. But if a 

learner regularly says, for example, ‘I not went there’ then it 

can be called an error. Even though such a structure is not 

seen in English the learner is still systematic in forming 

negatives as he /she puts the negative particle ‘not’ before

the main verb.

Any learner of a foreign language is likely to make 

many errors. The main cause of errors in second language is 

due to interference from the first language. Each language 

has its unique rules and structures which get transferred to 

the new language that is being learnt. For example, if the 

sound /b/ does not occur in the initial position of a word in 

the learner’s first language then the learner will fail to 

articulate that sound in that position in English. As a result, 

he/she pronounce is likely to pronounce the word ‘bill’ as [pil] 

instead of [bil].
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Any Telugu speaker learning English may encounter 

problems in various areas due to interference from Telugu. 

Some of the potential areas of difficulty are highlighted

below.

An important area of difficulty for any Indian learner of 

English is in the articulation of diphthongs as the number of 

diphthongs is very limited in Indian languages as opposed to 

English which has 8 diphthongs. Telugu has only two 

diphthongs viz. /a / and /a /. There is a general tendency to 

substitute the diphthongs by prolonging their initial 

segments. So, a Telugu speaker learning English is likely to 

pronounce the words like ‘gate’ [ge t] and ‘go’ [g ] a as [ge:t] 

and [go:] respectively.

Most Indian speakers of English have problems with 

the sound /r/. It is not articulated in RP English when it 

occurs after a vowel and also if the vowel is followed by a 

consonant. Words like ‘bar’ and ‘hard’ are pronounced as

[ba:] and [ha:d] respectively. Since there is no such 

restriction in Telugu they clearly articulate /r/ in these words 

and the words are pronounced as [ba:r] and [ha:rd] 

respectively.

No Indian language including Telugu has the vowel I I 

as found in a word like ‘girl'. As a result a Telugu speaker
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would substitute / / by /a/. Thus, when he/she pronounces 

the word as [garl] there are two errors in it - one is that of 

substitution of the vowel and the other is that of insertion of

/r/ which is silent in this position in RP English.

Telugu does not have the sound /z/ as found in the 

words ‘zoo’ and ‘zip’. Therefore, these words are 

pronounced as [ ] and [ ]instead of [zu:] and [zip]

respectively

In Malayalam a voiceless stop becomes voiced when it 

occurs after a nasal sound. For example, the word 

‘complete’ may be pronounced as /ko:mbli:t/ instead of /k 

mpli.t/

Similarly a voiceless stop becomes partially voiced when it 

occurs in intervocalic position i.e in between two vowels. 

Therefore, a words like ‘become’ and ‘warranty’ may be 

pronounced as /b g m/ and /warandi/.

There is also a tendency to pronounce the words like 

‘upper’, ‘yellow’ ‘surrender’, ‘summer’ etc. wrongly due to 

the influence of spelling. Though two identical consonants 

occur together in these words there is actually only one

consonant at the level of articulation. These words are

pronounced as [ p ]. [jel ], [s ],and [s m ] respectively.
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The sound /r/ is often pronounced by Telugu speakers like a 

trill as found in the language. Thus, ‘surrender’ is likely to be 

pronounced as [s ]

Errors can also occur at suprasegmental levels of stress and

intonation.

Morphophonology of English is another area where 

Indian learners encounter difficulty. For example, the plural 

marker /s/ in English is /s/, /z/ and I z/ depending on where it 

occurs. The plural of ‘cat’ is [k ts], ‘dog’ is [d gz] and ‘bus’ is 

[b s z]. Similarly the past tense marker /-ed/ is realized as /t/, 

/d/ and/ d/ depending on the environment in which it occurs. 

Thus, ‘missed’ is pronounced as [mist],’loved’ as [I vd] and

‘hunted’ as [h nt d].
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Glossary

Distribution - It refers to the total set of contexts and

environments in which a sound can occur in a language.

Environment - Environment of a sound consists of what

sound precedes or follows it and also the word position i.e. 

initial, medial and final position. Environment may influence 

the quality of a sound.

Inventory - Inventory refers to the unordered listing of the 

items belonging to a particular level or area of description in 

a language. ‘Phonemic inventory’ of a language consists of 

listing of all the phonemes of that language.

Morphophonology - It refers to the study of how phonological 

factors affect the form of morphemes.
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Received Pronunciation - It refers to the regionally neutral 

accent in British English associated with the educated and 

the elite class people.

176



Role Play

-Dr. C. Praveen,

Assistant Professor, Govt. CTE,

Trivandrum

"Walk a mile in my shoes" is good advice. Our children will 

learn to respect others if they are used to imagining

themselves in another's place.

-Neil Kurshan (Raising Your Child to

Be a Mensch, Ch .4 1987)

Content of the Module
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Teacher as facilitator

Benefits

Summary
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References

Websites

Part 2 : Classroom Transaction

Tips for classroom transaction

Sample Role Play Task for Standard V

Sample Role Play Task for Standard VI

Sample Role Play Task for Standard VII

Questions for self assessment for pupils after each Role 

Play

Part 1 : On Role Play

Objectives

After reading this module you would be able to :

• acquaint with the concept and principles of Role Play

• grasp the strategies that are employed for Role Play

• familiarize yourself with the role of the teacher in

organizing a Role Play in the class room

• use Role Play as a an activity in the English classroom

Introduction

Communicative Approach (CA) to teaching is found to be 

fairly successful. There are three phases in CA-
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presentation, practice and production. Role Play is one of a 

whole gamut of communicative techniques which develops 

fluency in students. Introduced properly, Role Play can aid 

in better performance during the production phase of CA. 

Empirical evidences derived from research (Wilkins 1976) 

and theories proved that Role Play is an effective technique 

to animate the teaching and learning atmosphere, arouse 

the interest of learners, and make the language acquisition

impressive.

Rationale

• Role Play provides an opportunity to rehearse English

in a safer environment. None of the risks of

communication and behaviour in the real world are

presented. Here the outside world is brought into the

class room and the world of the class room broadens,

thereby offering a wider range of language

opportunities.

• The opportunity to use real language in a situation 

which has the semblance of a natural setting, can 

result in language acquisition.
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• There is a wide consensus among teachers that 

learning takes place when activities are engaging and

memorable.

• Creating own reality and experimenting with knowledge 

of the real world leads to developing the ability to 

interact with people.

• Students who are generally quiet, get a chance to 

express themselves in a more forthright way.

Meaning

Given a role in a context, the student accepts and plays the 

part assigned. So the role can be seen as any speaking 

activity in which he/she enacts. (Eg; role of a doctor or a 

policeman). 'Play" here means that the role is taken on in a 

safe environment to enjoy (where there is adequate scope 

for initiative, imagination and variation).

Activity 1
1. What is 'role' in Role Play?

2. How does Role Play help in language learning?

Principles

• The topic chosen for Role Piay should be real and

relevant.
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Encourage pupils to take the initiative to participate.

• Input should be appropriate. It should have clarity,

conciseness and logical coherence.

• Scope for exercise of individual initiative, imagination 

and variation. (Note: Unlike Simulation, Role Play is

highly flexible)

• Role Play has to be an integral part of the classroom 

activity (not a ‘one-off event).

Practice

• Role Play is possible at the upper primary level, 

provided, pupils are thoroughly prepared by the

teacher.

• Real situations can be created and students practice 

language use. The situations should be familiar and

ideally it should be related to the Course Book.

• Realia and props can bring role-play to life. A strip of 

paper stapled together at the ends with ‘KING’ written 

on it when placed on the head would give the 

impression that the person wearing it is playing the role 

of king. Furniture in the classroom can be
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rearranged.(Eg; Two benches can serve as the cot in a 

doctor’s clinic)

• Correcting mistakes while the role play is in progress 

can demotivate pupils. Instead, common mistakes

could be written on the Black board for peer correction:

Alternatively, the teacher can note down common

mistakes and deal with them in future classes.

• If pupils fail to perform well and there is very limited 

language use, you can have ‘time out’ and provide 

sufficient help by supplying the appropriate language to 

be used or clarify the nature of role.

• There should be a sharing between students and 

teachers, the responsibility of the learning process.

Activity 2
1. How can props and realia be used during Role Play?

2. What can the teacher do if pupil performance during Role 
Play is not satisfactory ?
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Teacher as facilitator

• The teacher should be a facilitator. New language will 

have to be ‘fed’ in by the teacher. Words/phrases may 

have to be provided.

• Try to think through the language the students will need 

and make sure that such language is presented 

before the pupils take up the role play.

• Sometimes the teacher will have to use the first

language to explain the setting if it is unfamiliar.

• Exploit the natural ability of pupils to ‘play’. (We know 

for instance that children while playing with friends, 

pretend to cook/prepare food)

• At times, the teacher should be ready to assume a role 

and participate in the role play.

• Monitoring the class and offering assistance as and 

when necessary is essential.

• Provides constructive feedback at the end of the Role

Play.

Benefits
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• Role Play adds variety, a change of pace and 

opportunities for a lot of language production.

• Students can ‘become’ anyone for a short time- the 

Chief Minister, the Headmaster, a mother... the choices

are aplenty.

• Functional language for a multitude of scenarios can be 

activated and practiced through Role Play. ‘At the 

Railway station’, ‘Registering a complaint with the 

Police’ etc. are possible role plays.

• By practicing new vocabulary and structure in a setting 

which appears natural, language learning can become

memorable.

• The playing of a role will help build up self-confidence.

• Role Play goes beyond limits of group activities like 

conversation or group discussion and provide training 

for pupils in speaking skills in any situation.

• More than the transfer of specific information, Role 

Play helps in building social skills where students can 

engage in small talk and develop phatic forms of 

language.
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• The greatest benefit of Role Play is that once students 

have understood what is expected of them, they would 

give their imagination a boost and the activity becomes

'fun’.

Activity 3
1. What aspects of language can be practiced through Role Play?

2. When will Role Play become a 'fun' for the pupils?

Summary

Role Play can be seen as the imitation of a real situation 

where in students speak in line with the contexts and their 

‘roles’. The success of the Role Play depends on the shared 

responsibility of the teacher and the students. If proper 

practice is given, role play can serve as an effective 

technique for developing fluency in speaking.

Evaluation

1. Learners we know, do not like their mistakes to be

corrected while they are participating in a Role Play. 

Suggest ways of dealing with mistakes in language use 

during the Role Play without learners losing their

interest.
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2. How can the responsibility of the learning process in a 

Role Play be shared by the teacher and the pupils?

3. Suggest ways of making the content of the lessons 

prescribed in your Course Book interesting through 

Role Play.
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Part 2 : Classroom Transaction

Tips for Classroom Transaction

The following points should be borne in mind by the teacher

1. While introducing role play for the first time, it would be 

helpful if the teacher himself/herself takes up a role.

This can help get things off to a good start.

2. Keep role plays given at the beginning of the year 

short- say one or two minutes.

3. Talking with pupils about the situation and the nature of 

the role and actual writing down of the lines to be said 

during the role play will be essential in the early stages.

4. Let pupils enact a role play more than once. Allow new

pupils, after observing, to take up some role.

5. See that the pupil ‘acts out’ rather than merely ‘talks 

about’ during the Role Play. See that pupils gesticulate, 

change facial expressions, make appropriate body

movements etc.
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6. Ensure that those who engage in the Role Play and 

those who watch the performance find the performance 

both enjoyable and instructive.

7. Do not force a shy pupil to participate during the initial 

role plays

8. Do not forget to praise the performers and the whole 

class after each Role Play.

Sample Role Play Tasks (based on Unit 1 of Standard V)

1. Ansha is fond of squirrels. She pleads with her mother 

and manages to get some money. She goes to the pet 

shop to buy a squirrel. Engage in a role play. (The

shopkeeper and Ansha)

Note: A situation in which Ansha expresses her interest in 

squirrels can form a conversation writing task prior to the 

role play

2. Seeing the boy use a computer, makes Ammu and 

Ansha curious. They have heard about the Akshya 

centre in their village. Act out a role play in which both 

Ammu and Ansha meet a staff of the Akshya Centre 

and gets admitted to a course after some preliminary 

inquiry.
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Note: Before commencing the Role Play ask the pupils to sit 

in groups. Let them list down the following:

1. The kind of questions which a person is likely to ask 

when joining for a course.

2. The kind of anxiety they have when joining for a new 

course such as teachers who punish students and

classmates who are mischievous.

Sample Role Play Tasks (based on Unit 1 of Standard

VI)

1. Sujatha knows Sudharman’s life is in danger. She 

decides to meet the forest officials. Engage in a Role 

Play - The forest officials and Sujatha.

2. While trying to drive away the tusker, the villagers saw 

how it treated Sujatha. They are annoyed and 

confused. The village Moopan’s men, drags Sujatha 

and her mother to the village panchayat. Engage in a

Role Play.
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Note: Prior to assuming the roles engage the pupils in a 

group work to list down the following

1. The tusker’s treatment of Sujatha after escaping.

2. The things which made the villagers angry.

3. The reaction of Sujatha to the treatment of the villagers

4. The likely reaction of Sujatha’s mother.

5. The likely reaction of the village Moopan’s men.

Sample Role Play Tasks (based on Unit 1 of Standard

VII)

1. Mani did not like his first day at school. His mother who 

is illiterate, accompanies Mani to the Headmaster’s 

office the following day. Engage in a Role Play.

Note: Prior to commencing the Role Play, ask the pupils to 

work in small groups to list down the kind of things the three 

people (Mani, his mother and the Headmaster) are likely to 

say/ ask.

2. Mani has read about Dileep Tirkey and considers him a 

hero. After winning the race in the school Sports Meet, 

Mani expresses his desire to meet Dileep Tirkey who 

has recently been transferred to the Calicut office of 

Indian Airlines. Mani’s Physical Education teacher
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accompanies Mani. Engage in a Role Play - Mani and 

the Physical Education teacher meet Dileep in his

office.

Note: Before commencing the role play make pupils sit in 

groups and list down the following.

1. What does Mani feel? What is he likely to say?

2. What impression does the Physical Education teacher

have about Mani?

3. How will Dileep Tirkey react when he learns of Mani’s 

background? What is Dileep likely to say?

Questions for self assessment for pupils after each Role 

Play

1. I could speak naturally without hesitationYes/No

2. My classmates could follow me Yes/No

3. I could ‘play’ my role well Yes/ No

4. My class mates liked my role play Yes/No
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Non Verbal Communication

-C.Praveen, Assistant Professor, Govt. CTE, Trivandrum 

Communication depends heavily on the actions,

postures, movements and expression of our bodies

Desmond Morris(1979)

❖ Objectives

•> Introduction

❖ Content

❖ Self assessment questions/exercises

❖ Summary

❖ Notes

<• References

•> Additional Reading/viewing

Objectives

After reading this module you would be able to:

- Identify key aspects of Non verbal communication skills
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- Recognize effective Non verbal communication skills

- Complete the activity designed to reflect, recognize and

evaluate effective Non verbal communication skills

Introduction

At its simplest, communication is a process through which 

thoughts or ideas are exchanged from a source to the

receiver. Communication becomes effective when the

receiver of the information interprets and understands the 

sender’s message in the same way the sender intends it. We 

know that individuals often communicate feelings or thoughts 

not by talking or writing, but with their body. In fact, research 

shows that the majority of our communication is non-verbal. 

“When we speak (or listen), our attention is focused on 

words rather than body language. But our judgment includes 

both. An audience is simultaneously processing both verbal 

and non verbal cues”(Givens,2000,p.4) When we interact 

with others, we continuously give and receive countless 

wordless signals. All of our non verbal behaviors- the 

gestures we make, the way we sit, how fast or how loud we 

talk, how close we stand, how much eye contact we make- 

send strong messages. The ability to understand and use 

non verbal communication is a powerful tool that will help
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one to connect with others, express what one really means 

and even build better relationships at home and work.

Activity # 1
When is communication effective?

Content

Language is rooted in culture and culture is reflected and 

passed on by language. Emmitt & Pollock(1997) Facial 

expressions, gestures and posture form part of our culture 

and language. An awareness of non-verbal communication 

can help improve our use of natural language and avoid 

inter-cultural misunderstandings.

Good communication is the foundation of successful

relationships, both personally and professionally. Those who 

are experts at communication know that how something is 

expressed may carry more significance and weight than 

what is said, the words themselves. And while receiving
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messages, the way one is listening, looking, moving and 

reacting tell others whether one really cares about the 

speaker or how well one is listening. That is to say, non

verbal communication has a huge impact on the quality of 

our relationships. Knowledge of non-verbal communication 

would help us in the following ways:

• Read accurately the unspoken messages which people

send.

• Respond with non verbal messages that show that you

understand, notice and care.

According to Argyle(1988) there are five primary functions of 

non verbal bodily behaviour in human communication:

> Express emotions

> Express interpersonal attitudes

> To accompany speech in managing the cues of 

interaction between speakers and listeners

> Self-presentation of one’s personality

> Rituals (greetings)

Activity # 2
Is the way we express something important? Why?
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Types of non-verbal communication and body language 

Facial expressions

Countless human emotions such as fear, anger, surprise, 

disgust, happiness and sadness can be effectively 

expressed through the human face.

Body movements and posture

A person’s bodily stance, the way one moves about and

carries forward communicates a wealth of information. A

slouched or cringing stance does not give the same 

impression as one displaying a towering or angled torso.

Gestures

Together with facial expression and hand movements, we 

communicate with people. We wave, point, beckon or argue 

animatedly often without thinking. However, it is worth 

remembering that the meanings of gestures can be very 

different across cultures and regions. For instance, the 

thumps up gesture commonly means OK, in Japan it means 

five and in Turkey, the Right wing political party.

Eye contact
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The way you look at someone can communicate many 

things, including affection, interest or even hostility. It should

however be noted that some cultures raise children to

minimize eye contact especially with authority figures, lest 

they be perceived as arrogant.

Touch

Even touching communicates! A gentle pat on the back, a 

warm bear hug or a handshake which is firm or appears 

grabbing can tell us a lot about the person who 

communicates non verbally through touch. It has also been 

found that adolescents are particularly sensitive to any 

touching that could be interpreted as patronizing or undue 

familiarity.

Space

The physical space one maintains while speaking to another 

person also communicates. It can signal intimacy, 

dominance or aggression. It has been found that people

from certain countries such as the Middle East often feel

comfortable standing closer to each other, while persons of 

Northern European descent tend to prefer a relatively 

greater distance.

Voice
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When one speaks it is possible to ‘read’ our voices. The 

tone, pitch, rhythm and pace of utterance also help in 

communicating. These non-verbal speech sounds provide 

subtle clues into our true feelings and what we really mean.

Activity # 3
In a burst of anger when someone is ordered to go out, what kind of body 

movement is likely to be employed by the speaker and the person who obeys?

Paralanguage: Non verbal cues of the voice

Paralanguage, technically known as vocalics is the study of 

non verbal cues of the voice. It focuses on how something is 

said. They include:

❖ Vocal qualifiers : volume, pitch, rate, tone, rhythm and

resonance

❖ Vocal segregates: non word filler- Eg; hmmn, uh-huh

The proper study of Paralanguage can assist us in drawing 

conclusions about the speaker’s emotional state, 

socioeconomic status, height, weight, age, intelligence, race, 

regional background, and educational level. 1

Activity # 4
What information about a person can you draw by studying his/ her 

•voice’ ?
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Non verbal behaviour and their interpretation

Some Nor verbal

behaviour
An interpretation of tl e behaviour

Brisk, erec walk Confidence

Standing v th hands on

hips
Readiness, aggressior

Sitting with legs crossed,

foot kicking slightly
Boredom

Sitting, leg apart Open, relaxed

Arms crosi ed on chest Defensiveness

Walking wi h hands in

pockets, si oulders Dejection (sad and dis; ppointed)

hunched

Hand to ch 5ek Evaluation, thinking

Touching, lightly rubbing

nose
Rejection, doubt, lying

Rubbing th 5 eye Doubt, disbelief

Hands clas oed behind Anger, frustration, appi shension
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back

Locked an les Apprehension/ worried

Head restii g in hand,

eyes down :ast
Boredom

Rubbing h; nds Anticipation/ preparatic i

Sitting with hands clasped

behind he? d, legs crossed
Confidence, superiority

Open palrr Sincerity, openness, in locence

Pinching b idge of nose,

eyes close 1
Negative evaluation

Tapping or drumming

fingers
Impatience

Steepling f ngers Authoritative

Patting/fon Jling hair Lack of self-confidence insecurity

Tilted heac Interest

Stroking ct n Trying to make a decis Dn

Looking dc A/n, face turned

away
Disbelief

Biting nails
I

Insecurity, nervousnes
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Pulling ort igging at ear Indecision

Activity # 5
What kind of body movement does a confident person display in situations?

Summary

Understanding is communication’s soul. What we are trying 

to deliver to the one whom we are communicating through 

verbal means, might not be exactly similar to the one which 

we are delivering from our non verbal means. A good 

knowledge of the ways people employ to communicate 

through physical behaviour becomes essential. In any 

profession, to be successful one has to incorporate a 

conscious sensitivity to both the manner of speech and

non verbal communication.

Evaluation

1. Imagine you are about to communicate to a person 

something he/she is not likely to be interested in. What 

should be the care you should take regarding the non 

verbal aspects of your message?
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2. Suppose you have to communicate with people who 

deserve constant support, warmth and care. What 

aspects of non verbal communication should you focus

on ?

Notes

1. The linguist George L. Trager developed a classification

system which consists of the voice set, voice qualities,

and vocalization.

The voice set is the context in which the speaker is 

speaking. This can include the situation, gender, mood, 

age and a person's culture.

The voice qualities are volume, pitch, tempo, rhythm, 

articulation, resonance, nasality, and accent. They give 

each individual a unique "voice print".

Vocalization consists of three subsections:

characterizes, qualifiers and segregates. 

Characterizers are emotions expressed while speaking, 

such as laughing, crying, and yawning. A voice qualifier 

is the style of delivering a message - for example, 

yelling "Hey stop that!", as opposed to whispering "Hey
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stop that". Vocal segregates such as "uh-huh" notify the 

speaker that the listener is listening.

[Quoted in Floyd, K., Guerrero, L. K. (2006), Non verbal 

communication in Close Relationships, Mahwah, New 

•Jersey: Lawrence Erlbaum Associates]
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Authors' Note:

Having served as a teacher educator at various levels (from 

the Primary tc the Post Graduate), the author has found 

that training is seldom given to students to polish their non

verbal skills. The result has been that many students,
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though they may be good at language, fail to create an 

impression. But teaching non verbal communication one 

must admit, is not an easy task because gestures and body 

movements do not carry the same meaning in all cultures. 

Along with the module, I have also prepared slides on 

PowerPoint for the reader to check his/her understanding of 

the content of the module. Tasks for group work with printed 

dialogues and visuals (both still and moving is also included) 

Kindly note that all the visuals and video clips are copyright 

materials and should not be used for commercial purposes.
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COMMUNICATION AND GRAMMAR

COMPETENCIES

Prof.C.Subba Rao

English as a medium of instruction has come to stay 

with us in India. In this context, the English Medium Teacher 

of Science and Humanities is expected to have a working 

day knowledge of the basic functions of English grammatical 

forms. Those who teach English as a subject in itself do 

acquire necessarily a good knowledge of the language, or at 

least they are supposed to have done so. This part of the 

module, therefore, deals with the grammatical forms of 

English with a view to keep the teachers informed so as to 

enable them to put across to his pupils the subject he 

teaches in a proper way. It does not, therefore, expect to 

impart expert knowledge but only a working knowledge of 

English.

The hardships a teacher faces in Andhra Pradesh are 

of a linguistic nature which implies differences cultural and 

sociological between the native Telugu language and the
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received English language, both belonging to totally 

different approaches, the one being of Dravidian family and 

the other, of Indo-European family. To bridge this gap, the 

teacher may use sparingly, of course, Telugu parallels or 

equivalents. And it is not practicable in this module to make

a list of these differences.

I. Objectives:

To create an awareness of the need of grammar, in the

teacher as a toolsd in effective communication.

II. Introduction:

The English Medium teacher should speak English 

sentences. It presumes a good knowledge of English 

grammatical structures and forms. The teacher must also be 

aware that grammatical correctness is only a means in 

presenting his subject effectively to his students. The 

teacher should form in his mind a clear picture of what he 

wishes to say. Then he finds an appropriate language form 

to put it across to his students. His language should be like a
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conveyor belt reaching his thoughts to his pupils. Thus his 

grammar competence becomes one with his communication 

competence, which is the ultimate goal of this program.

III. Content Outline:

3.1. The sentence as a vehicle of thought/ 

feeling/information-

3.2. 3.1.A . Kinds of sentence: Subject, Predicate-

3.3. Structure of Sentence: Subject and Predicate

3.4. Sentence and Components: Word, Phrase, Clause

3.5. Parts of Speech

3.6. Nouns and Pronouns

3.7. Adjective and Adverb

3.8. Verb and Tenses

3.9. Link words

3.10. Interjections

3.11. Exercises

3.12. Common Errors.
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The sentence as a vehicle of thought/ feeling/information- 

Information/thought/emotions in the form of a sentence is 

expressed. This information/thought or emotion centers on 

an object, abstract or concrete, like ‘equality’ or ‘dog’. This is 

the natural subject of the sentence, and what information is 

to be passed on or what thought or emotion to be put across 

the other, is the predicate of the subject.

Kinds of sentence: Subject, Predicate- Thus subject and 

Predicate of grammar, like the sentence, are there by a 

natural need and selection. They are a natural part of our life 

day after day. Sentences like

The book is torn

Who tore the book?

Don’t tare the book

You tore the book !

It is observed that a sentence not only passes on dry 

information but also asks questions, issues orders or advice 

and also expresses wonder or anger or disgust while 

mentioning a fact. Thus we have four different kinds of

sentences:
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1. A factual statement

2. A question expecting an answer

3. A prohibitory order or advisory statement

4. An emotional outburst

These are respectively called

1. Declarative sentence/statement

2. Interrogative/ Questioning Sentence

3. Imperative Sentence

4. Exclamatory sentence.

But emotional intonation can exchange one kind of

intonation, like;

1. The book is torn (Declarative)

2. The book is torn! (Exclamatory)

3. How many times do you drink coffee a day? 

(Interrogative)

5. How many times do you drink coffee a day! 

(Exclamatory)

210



The meaning of a sentence depends on intonation more 

than on the structural form of the sentence, in such cases.

Structural Classification of Sentences:

Structurally, sentences are classified into three kinds:

1. Simple

2. Compound

3. Complex

The simple sentence contains only one subject and one 

predicate. Let us remember that the subject and predicate 

are real and natural. Drawn from our need by choice. If thus 

we wish to speak about ‘birds’, ‘birds’ is our subject and what 

we have to say about birds is the predicate. So we have a 

simple sentence, putting them together, as ‘Birds fly’. 

Subject+Predicate is thus the simple structure among the
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sentences. Sometimes the Predicate has an object also, as

in eg. * Boys fly kites’

If two or more such simple sentences are joined with a 

link-word, the sentence is called compound sentence.

Eg: Boys fly kites but birds fly

The complex sentence is a simple sentence plus one or 

more clauses, which add some details to the meaning of the

sentence, as in

1. It is natural / that birds fly

2. Boys fly kites/ which are colourful

This brigs us to clauses.

Sentence Components:

Sentence is the largest unit of meaning. Therefore it contains 

component parts. The smallest of them is ‘word’ which is a

combination of sounds when spoken and letters when 

written. It has an independent meaning called denotative
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meaning, which is found in the dictionary. A group of such 

words is called a Phrase. Like the word, the phrase also is a 

group of words. It makes complete sense as word or phrase 

does not. Clause is another group of words sometimes as 

large as the sentence, but it does not make full sense while 

adding important details to the meaning of the sentence, 

which is called simple sentence. As parts of a sentence

phrases and clauses of a compound sentence are equal in

grammatical status. They are called coordinate clauses 

because they work together but independent. In a complex 

sentence, clauses are called subordinate because they work 

together with the main sentence and depend upon it for 

completion of their sense

Parts Of Speech:

Just as the sentence is functional in encouraging a 

meaning, the word, the phrase and the clause are also 

functional within the sentence frame of meaning. The duties 

discharged by them in the sentence are given functional

names as-

1. Noun
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2. Pronoun

3. Adjective

4. Adverb

5. Verb

6. Conjunction

7. Preposition

8. Interjection

Noun and Pronoun:

Noun is and name of an object and pronoun is its 

representative word. They are when countable, a singular

number form and a plural number form. The pronoun has

two forms:

1. Personal

2. Non-personal

Personal pronouns are three in number:

1. First Person -l/We

2. Second Person -You

3. Third Person - He, She, They, It
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Nouns like dog, man, cat are all third person. The speaker is 

the First person. The listener is the Second Person.

Adjective and Adverb

They are descriptive in fuction. Adjectives describe the 

quality and quantity and number of the objects denoted by 

nouns. Adverbs describe the time, place, manner, reason, 

source etc. details of an action mentioned by the veerb. 

Though separately mentioned, the articles, divided into 

definite and indefinite are functionally adjectives. The definite 

article ‘the’ shows that the noun it precedes is already

familiar. The indefinite articles ‘a’ and ‘an’ indicate that the

object is not clearly specified. ‘A’ is used before nouns 

beginning with consonant and ‘an’ is used with nouns 

beginning with vowel sounds. ‘The’ is used with both.

Verb

The verb is centrally important word in a sentence because it 

tells us the real story while the other parts of the sentence 

only answer questions about details of the story. Basically, 

any speaker wishes to talk about ‘the being of a thing’ or ‘the
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having of a thing’ or 'the doing of something’. So the basic 

verbs are, conceptually, BE, HAVE and DO. Most verbs 

come under the verb or doing. Because of their primary

nature, these verbs are used as both main verbs and

auxiliary or helping verbs.

Verbs are somewhat complicated because their

features include the features of nouns, which are number

(singular and plural) and Person. The tense form of a verb

indicates the person of a subject, the number and also the 

time and status of the action denoted by the verb.

The forms that the basic verbs assume in a sentence, 

depending on the subject, are as follows:-

Verb: Be

First Persons singular No.1 Present- am

Past- was

Future- shall be

First person plural No. we- present-are

Past- were

Future- shall be

Second Person Singular you present -are

Past-were
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Future- will be

Second person plural no. you present -are

Past- were

Future - will be

Third person singular No he,she,it present-is

Past-was

Future-will be

Third person plural No. they present- are

Past- were

Future- will be.

Verb : Have

First Persons singular No.1 Present- have

' Past- had

Future- shall have

First person plural No. we- present-have

Past- had

Future- shall have

Second Person Singular you present-have
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Past-had

Future- will have

Second person plural no. you present-have

Past- had

Future - will have

Third person singular No he,she,it present-has

Past-had

Future-will have

Third person plural No. they present- have

Past- had

Future- will have

Verb : DO

First Persons singular No.1 Present- do

Past- did

Future- shall do

First person plural No. we- present-do

Past- did

Future- shall do
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Second Person Singular you present -do

Past-did

Future- will do

Second person plural no. you present-do

Past- did

Future - will do

All verbs of doing follow that ‘do’ has. But these forms 

are in the active voice. That is, the show that the subject is 

active, doing the action. The verb has another voice called 

passive voice where the subject is passive, not doing the

action actively but receiving the action, as in the sentence 

‘Ravana was killed by Rama’. Compare it with 

‘Rama killed Ravana’ where Rama actively killed Ravana. 

The passive voice forms of the verb ‘do’ are as follows:-

First Person Singular No.I Present -am done

Past- was done

Future- shall be done

First Person Plural No.We Present -are done
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Past- were done

Future- will be done

Second Person Singular No.You Present -are done

Past- were done

Future- will be done

Second Person Singular No.You Present -are done

Past- were done

Future- will be done

Third Person Singular No.He,She,lt Present -is

done

Past- was done

Future- will be done

Third Person Plural No: They Present -are done

Past- were done

Future- will be done

i he verb ‘do1 of this table may be replaced by other verbs of 

doing.
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Continuous Tense

Be - being

Have- having

Do- doing.

The continuous form takes the help the verb ‘be’ for all 

verbs of doing as-

First person - I am reading : We are reading 

I was reading : we were reading 

I shall be reading : We shall be reading

Second Person- You are reading : you are reading

You were reading : you were reading 

You will be reading: you will be reading

Third Person- he/she/it is reading: they are reading

He/she/it was reading : they wre reading

He/she/it will be reading : they will be reading
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The power of a story to hold humankind captive is 

evident from the numerous fables, legends and myths that

abound in all cultures, the world over. Stories have various

functions and in India which has an oral tradition got passed 

on from one generation to the next. The “Harikathas’ which 

literally mean stories about God are discourses on Holy 

Scriptures but they are often used to enforce the existing 

social code and sometimes even ushered in social change 

by drawing attention to issues which needed to be 

addressed. Stories by sharing at a simple level fundamental 

human experiences and emotions can project a reality which 

can be comprehended by all. Stories teach us about life,

about ourselves and about others.

Story telling plays an important role in English language 

teaching and is useful tool for establishing a good listening 

and speaking abilities. Children are fascinated by stories and 

spurred on by their imaginations can be motivated to 

participate in story telling. This helps them to build 

vocabulary and learn sentence patterns arranging them into 

cohesive wholes while concentrating on meaning rather than 

on the form of the language. Listening to stories and telling 

them provides exposure to pronunciation, intonation and
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usage of the target language and also much needed 

practice. Story telling moreover is an activity, which is 

relaxed and entertaining, and since children enjoy it, it 

creates a better attitude in the learner toward learning and 

using a language.

Story Telling and Its Role in the Language Curriculum

The NCF 2005 in referring to the importance of story 

telling for language teaching states, “Story telling is 

appropriate not only for pre-school education, but continues 

to be significant even later. As narrative discourse an orally 

told story builds the foundations of logical understanding 

even as it enriches imagination and the capacity to 

participate vicariously in situations distant from one’s life.”

Stories could be introduced quite early since recent 

studies show that even four year olds are capable of telling 

story snatches (the type of story in which a child passes 

randomly from one event to another, leaving only key facts 

to be understood). Children by six years of age include in

their stories cause and effect relationship between events.
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They are able to recognize the time when an action took 

place and its location; the main plot of the story and its end. 

Children are able to identify other aspects of the story and 

produce them as they grow older.

Story Telling and its Use in Teaching Languages.

Chief among the uses of story telling are development 

of the following language competencies.

- Listening for understanding the main idea or plot 

without necessarily understanding everything.

- Listening for specific information

- Acquisition of new vocabulary. Meaning is derived from 

visual cues and the context, with the listener having 

more than one opportunity to understand the meaning.

- Development of literary competence; the child learns to 

enjoy literature acquiring in the process a range of 

strategies and skills through extensive reading.

- Development of communicative abilities through the

interaction, which naturally occurs between the 

storyteller and the audience or the listeners.
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- Development of creativity and imagination, which 

occurs as the child, recreates a personalized vision of 

the characters, scenes and action in the story.

The British Council website on teaching English lists several 

benefits accruing from story telling. Stories can....

- Offer insights into universal life experience.

- Reveal differences and commonalities of cultures

around the world.

- Promote a feeling of well being and relaxation

- Increase children’s willingness to communicate 

thoughts and feelings

- Encourage active participation

- Increase verbal proficiency

- Encourage use of imagination and creativity

- Encourage cooperation between students

- Enhance listening skills

- Give students a chance to practice oral fluency and

extended discourse.

- Introduce language in a comprehensible and meaning

way
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- Develop important skills such as prediction, guessing,

hypothesizing and message decoding.

The story particularly in the teaching of English as a 

foreign language (which it is in English teaching situations 

such as those existing in most of the government schools 

in India) fits in with the silent period theory recommended 

in the early stages of language learning (Krashen and 

Terrell, 1983). It is this period of dormancy that precedes 

the active use of language in oral communication.

Sources of Stories

A teacher could generate a number of stories by using 

objects, events and reading materials intimately

connected to the lives of students. These could include:

• Personal anecdotes (of teacher and the students)

• TV serials

• Books, magazines, comics, cartoon strips, reader’s 

Digest, Newspaper.

• Stories from scriptures/ epics, etc

• Folk tales, fairy tales, local legends and ghost stories.

230



Choosing a Book

Stories to be told to children must be selected with

care. If the story is to be read out from a book, the teacher 

should choose one keeping in mind the following 

attributes of a good story book.

Plot:

Stories which have some element of action and suspense 

are interesting for children. It should be possible for 

children to believe what is read at the imaginative or 

reality level.

Content and Theme:

Different kinds of stories appeal to children of different 

age groups. The experience of the child and familiarity 

with some of the elements within a story contributes to the 

enthusiasm of her participation either as a reader or a

listener. Children are more comfortable with stories, which
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have values, which they accept, and in which truth and 

justice is upheld.

Characterization:

Identification with the joys and travails of children is what 

makes the story fascinating. Therefore, character must 

seem real and convincing. They must be presented not as

perfect being or as hideous creatures but as people who 

inhabit real world with their share of strengths and 

weaknesses. Growth or progress of a character must 

occur in the telling of the story, otherwise they will seem

dull and make-believe detracting from the sense of 

participation a listener feels in the story.

Style:

If the story is to hold the listeners enthralled, it must 

incorporate elements of drama. Not only should it be 

action-packed but the language used should kindle the 

imagination of the students and captivate them. Though 

the story is made intelligible by the use of words which are

familiar to the children, not all expressions need to be



known since the story teller can help listeners create 

meaning through several non-verbal cues. As children 

grow they are able to identify more aspects of telling and 

begin to produce them. Enjoyment of stories also 

increases with age and can therefore be used at all levels 

of schooling (Toolan, M.J., 1988)

Format:

The book must have an attractive cover design and a 

print, which is easy to read. The illustrations, preferably in 

colour must capture the mood and feeling of the story. 

Good illustrations often can and do exist in their own right 

adding to the story an exciting and moving quality.

Story Telling in a language Classroom

Any teacher who has some proficiency with language can 

tell stories. Story telling should not be looked upon as a 

task to be executed but as an activity which triggers off 

creativity, fires the imagination, allows experimentation 

with the target language and being a collaborative venture
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contributes to group cohesion. Story telling can be made 

more effective by ensuring the following:

1. Story telling should be carefully prepared for. Some 

groundwork could precede story telling so that the 

children familiarized with the words they encounter in

the story.

2. The storyteller can adapt, improvise and modify the 

original story to suit the age, context and learning

environment of the listeners.

3. It is important to create an atmosphere for story telling. 

This can be done by arranging the class differently, 

getting children to sit in a semi circle and by the 

teacher/story teller taking on a new personality.

4. The storyteller does not merely read a story he tells it. 

This requires the ability to remember and retell the plot 

as well as dramatizing the story through the use of right

techniques.

The British Council Website on teaching English carries 

the following tips for the storyteller.

To remember and retell the plot accurately:
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- Map the plot as a memory technique.

- Use story skeletons to help you remember the key

events.

- Think of the plot as a film or a series of connected 

imanges.

- Tell yourself the story in your own words.

- Create your own version of the story (adapt and 

improvise)

- Retell it numerous times until it feels like a story.

In performing while telling the story remember to:

■ Vary the volume, pitch and tempo of your voice 

(enunciate clearly and exaggerate expression)

Use your face, body and gestures (let your body speak) 

Make your body and face respond to the tale.

Have a clear focus and maintain concentration

Maintain engaging eye contact with the

audience/individual listeners

Make the audience believe in you (make the 

character/role/story come alive)
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- Use different voices for different characters exaggerate

when necessary

- Pace yourself as you go along.

- Return to being a narrator

- Use silence and pause to add dramatic effect

- Use puppets, masks and music to enliven story telling.

Activities leading to Story-Telling

• Cut out cartoon from local newspapers/magazines.

Give one cartoon strip to each group. Let them discuss

what each cartoon represents.

• Tell a short funny story, joke or anecdote at the 

beginning of class as a warm up. Ask students to tell 

funny stories or jokes they would like to tell you.

• Get students to cut out pictures from magazines of their 

favorite celebrity. Different words can be written on the 

board such as: love, hate, clever, holiday, trick, dark, 

family, friend, dog, gun, police, etc. students in groups 

can make up an interesting story about their favorite 

star. Students can use any vocabulary or grammar that 

they want but they must use at least five words from the
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board. The story is told by one student from each group

to the rest of the class.

• Use a picture/photograph and write questions on the 

board to help children create a story about the 

character in the picture.

• - What does this person look like?

• What do you think his/her name is?

• Do you think he/she is happy? Sad? Why?

• What kind of a house does he/she live in?

• What are his/her likes and dislikes?

• What secrets does he/she have in the past?

The questions can be varied to explore various

dimensions related to character. Students can be asked to

construct a story on this imaginary character.

Conclusion:

Children in listening or telling a story become active 

participants in the construction of meaning. As they 

process the action in a sequential order paying attention 

to causality (Cause-effect relationship), they learn to
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anticipate or predict events. Story telling also creates 

pictorial images in their mind and allows them to be 

creative and imaginative. Most importantly, story telling 

gives children an opportunity to practice and fluency and

extended discourses.
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ENHANCING COMMUNICATION SKILLS IN ENGLISH

THROUGH INTERNET

Dr. Karunakaran B Shaji 

RIE, Mysore

Objectives:

At the end of this module, the learner will be able to use

technology for the following purposes:

• Placing emphasis on spoken and written 

communication through the web.

• Exploring the possibilities of Computer Mediated 

Teaching and Learning (CMTL)

• Understanding the applications of online learning 

resources in language, i.e. Computer Assisted 

Language Learning (CALL)

• Providing access to online web-based learning of 

communication skills to those who may be unable to 

draw benefits of face-to-face academic skills teaching.

Introduction:
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Many of us use the Internet or web (World Wide Web) 

as a source of information. In language education and for 

enhancing the communication skills in English, web is 

increasingly used both as a learning tool to support formal 

programmes and as a means of delivering online learning 

programmes. This module proposes to make a study of the 

methods and techniques that the educators may employ to 

ensure that the potential of the web is used effectively to 

support both their own learning and that of their students.

Later net

Web based learning is often called online learning or E- 

learning because it includes online course content.
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Discussion forums via email, videoconferencing, and live 

lectures (video streaming) are all possible through the web. 

Web based courses may also provide staid pages as printed

course materials. National Curriculum Framework 2005

makes the observation: ‘Language- as a constellation of 

skills, thought encoders and markers of identity-cuts across 

school subjects and disciplines. Speech and listening, 

reading and writing, are all generalized skills, and children’s 

mastery over them becomes they key factor affecting 

success at school.’ (NCF-2005- 3.1.4. P- 40)

“Newer technologies such as computers and video 

conferencing are not necessarily better (or worse) for 

teaching or learning than older technologies...they are just 

different...The choice of technology should be driven by the 

needs of the learning and context in which we are working, 

not by its novelty.” (Bates AW. Technology, Open Learning 

and Distance Education. London: Routeledge, 1995)

Student’s capacity for developing appropriate lifelong 

learning skills springs from their ability to comprehend and 

participate fully in their academic learning tasks: listening 

and note taking effectively, reading critically, and writing
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assignments with a command of the necessary linguistic 

resources. The following areas have been discussed in the

module.

• Writing Skills

• Reading skills

• Listening Skills

• Speaking Skills

• Grammar

• Study Skills (including Exam Strategies)

The attempt in the following sections will be to:

• survey of existing sites providing assistance with 

language and academic skills

• offer perspectives of web pages with virtual ‘rooms’, 

including a Tutorial Room

• providing hyperlinks to the language and academic 

skills sites, which are most helpful for students.

• to engage in online tutorials from selected booklets, or 

join a discussion forum related to online learning

material.
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Contextualized Learning:

In order to improve the communication skills through 

online learning, we want the learning environment to be such 

that dialogic relationships are set up between the student 

and the material in a “transactional space” (Collins & Berge, 

1996), where the student is able to evaluate the different 

possibilities and draw their own conclusions. Most of the web 

sites dedicated to the communication skills in English 

incorporate the concept of situated learning, whereby the 

learner is given the opportunity to engage in activities that 

extend their competence and experience without risk

attached. The need to contextualise learning (Jonassen,

Mayes & McAleese, 1993) was paramount as we

determined to draw on authentic texts for exercises as

models.

Inclusive Instruction:

One of the striking advantages of the use of the Web 

environment for improving the communication skills in 

English is that it lends itself to setting up the possibility of
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interesting relationships between other texts and other 

voices, as conceptualized by the linguist Bakhtin. Thus it can 

act as an antidote to compartmentalization, which is one of 

the features of linear instruction. In this way dealing with an 

essay topic could be linked back to a reading tutorial, on to a

discussion forum, and so on.

Virtual Classrooms:

The Web made it possible for us to make learning

materials available to all students with access to a computer 

connected to Internet. It enables the learners of language 

build their own representation of knowledge based upon 

their understanding of the course and the tasks therein, with 

which they must come to terms. It is at the intersection of 

iearner, knowledge and task that the iearning materials 

would be situated. A “virtual” learning environment (VLE) or 

managed learning environment (MLE) is an all in one
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teaching and learning software package. AVLE typically

combines functions such as discussion boards, chat rooms,

online assessment, tracking of student’s use of the web, and 

the course administration. VLE acts as any other learning 

environment in that they distribute information to learners. 

VLE can for example, enable learners to focus on web 

based courses in improving communication skills in English 

by collaborating on projects and sharing information.

L* xnnr.4

Student Centered Learning:

In the web based courses for improving the 

communication skills in ianguage, the material will be
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student centered, with the flexibility to encompass the many 

different variables which are a product of the learners’ own 

experiences, cognitive style, language background and 

learning preferences. Programme centered learning by 

contrast, involves highly structured materials, with pre

determined patterns planned by the instructor to ensure 

coverage of the “content”.

Basically there are two types of web-based courses to

improve communication skills. At one end is distance 

learning (in which course material, assessment, and support

is all delivered online, with no face to face contact between

the students and the teachers). At the other end is an

organizational internet, which replicates printed course

materials online to support, which is essentially a traditional 

face-to-face course. However, websites that are just 

repositories of knowledge, without links to learning,

communication, and assessment activities, are not learner

centered and cannot be considered true web based learning

courses.

Features of a typical web based course for improving

communication skills:
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• Course information, notice board, and timetable.

• Curriculum map

• Teaching materials such as slides, handouts, articles.

• Communication via email and discussion boards

• Formative and summative assessments

• Student management tools (records, statistics, student 

tracking)

• Links to useful internal and external websites- for

example, library, online databases, and journals.

Methods and Techniques for Using the Sites.

1. Identifying needs:

In the first place the learner has to identify his needs and the 

teacher may help him by offering suggestions and guidance. 

The web can be useful tool for bringing isolated learners 

together in “virtual” groups- for example, through a

discussion forum. There are several online resources on

how to design web based learning programmes (for 

example, at www.ltsn.ac.uk).
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2. Using hyperlinks:

In the Internet terminology, hyperlinks refer to links in web 

pages that enable the user to access another web page 

(either on the same or a different site) with just one mouse

click.

Having links to other sites has obvious advantages; 

nevertheless, this can create intellectual and navigational 

concerns for two reasons. First, the individual page may 

occur further down the hierarchy from the home page and 

not have the originator’s identifying information as the page. 

This gives the impression that the information is from the site 

doing the linking. Moreover, without navigational buttons or

an index the learner is unable to move within this new site to

obtain further information on the topic. The second problem 

is that the link may be created with the use frames, meaning 

that only URL of the original site is not displayed.

3. Interactive sites.

To encourage active learning of the communication skills in 

English, there are a good number of interactive sites on the

web. In these sites students can have interaction with
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specially designed tutorials, providing them access to the

booklets. There are transparent interfaces in the web in the 

form of presentations or communications for the process of 

learning. These modules on the web include models of 

writing, interactive exercises employing familiar hyperlinks 

and “fill out form" artifacts, and opportunities to join online

discussions related to the content of the modules.
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4. Downloading articles and E-books.

In the course of their extensive use of the web for

enhancing the communication skill in English, the teachers 

and the student learners may be required to download 

articles and e-books from the sites offering such materials. 

So the students will be required to upgrade their browsers 

and to download the necessary software to gain the greatest

249



advantage from the materials. This involves raising students’ 

level of computer literacy. So the relevant software like 

Adobe Acrobat Reader and Real Player has to be installed in 

their computers.

5. Learners1 Construction of Meaning:

The web offers multiple access points to the tutorials 

and alternative learning paths to accommodate users’ 

different information seeking habits. Six main skills areas 

offered such as Writing, Listening, Grammar, Reading, 

Speaking and Study Skills. On selecting a skill area, users 

can be guided through tutorials covering all topics 

sequentially or they can jump to any section of tutorial at any 

stage. A table of contents or a summary index link in each 

module provides an additional access to sections of the web

material.
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6. Making use of the Hypertext.

Hypertext may be described as the language used to 

create web pages. Hypertext may be viewed as a potentially 

fraught learning environment for developing communication 

skills in English. The user needs to take navigational 

decisions and general sense of confusion. Because the 

screen has the effect of fragmenting text, preventing a 

holistic view, there are implications for students’ 

understanding and retention of information. As Foertsch 

points out: "the screen reader may have difficulty recalling 

items because the same retrieval cue is linked with too many 

pieces of information.”
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6. Learner Engagement:

Four features of the classroom teaching are 

incorporated into web based learning for developing 

communication skills in English. First, the opportunity for 

students to practise; second, providing them with samples of 

student work with textual commentary; third, encouraging 

learner reflection by conceiving of the activities as a dialogue 

between student and teacher; and fourth, providing them 

with opportunities to ask questions. These features are 

incorporated into the web pages by offering tutorial 

materials, tasks, sample student texts, response boxes and 

feedback- to ensure engagement and avoid loss of focus.

Advantages and disadvantages of web based learning of

the communication skills:

Advantages:

• Ability to link resources in many different formats

• Can be an efficient way of delivering course materials



• Resources can be made available from any location

and at any time

• Potential for widening access- for example, to part time,

mature or work based students

• Can encourage more independent and active learning

• Can provide a useful source of supplementary materials

to conventional programmes

Disadvantages:

• Access to appropriate computer equipment can be a 

problem for students

• Learners find it frustrating if they cannot access 

graphics, images and video clips because of poor 

equipments

• The necessary infrastructure must be available and

affordable

• Information can vary in quality and accuracy, so 

guidance and signposting is needed

• Students can feel isolated.
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Video conferencing

Video conferencing is one of the contributions of the 

Internet technology. It is a communication technology that 

helps people separated by distances come together and 

exchange their views and perceptions on any topic in a 

virtual meeting. Each participant in the videoconference 

requires a multimedia computer connected to broadband 

Internet connection, a webcam and microphone. Virtually 

any kind of communication is possible through 

videoconferencing like engaging the participants in 

discussion forum, delivering a lecture and clarifying doubts.

• Learners can take up a course or class through this 

technique which otherwise may not be available in the

direct curriculum.

• School could take up such courses after the regular 

schooling hours.

• Teachers may acquire further expertise in their fields by 

taking advantage of this facility.

254



• Students will be able to get greater personal and 

individual attention through this method. Feedbacks 

and remedial suggestions take place with almost

immediate effect in here.

Multi-school Projects.

Videoconferencing opens portals to establish contacts 

with schools, curriculum and experts spread over the world. 

Here learner enjoys freedom of choice to opt for a course or

an institute that serves his interests best.

Evaluation:

National Curriculum Framework 2005 makes the following 

observation regarding Evaluation: ‘ The examination is 

universally felt to be the single or main obstacle to
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curriculum reform. How can evaluation be made an enabling 

factor for learning rather than an impediment? Language 

evaluation need not be limited to “achievement” with respect

to particular syllabi, but must be reoriented to measurement

of language proficiency.... Teachers and learners must be 

able to recognize the “occurrence of learning", a mental 

growth as imperceptible as physical growth.

Advantages and disadvantages of online assessment

and evaluation.

Advantages:

• Students can receive quick feedback on their 

performance

• Useful for self assessments- for example, multiple

choice questions

• A convenient way for students to submit assessment

from remote sites
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Computer marking is an efficient use of staff time.

Disadvantages:

• Most online assessment is limited to objective 

questions

• Security can be an issue

• Difficult to authenticate students’ work

• Computer marked assessments tend to be knowledge 

based and measure surface learning.

Conclusion:

* Web based learning of the communication skills offers 

huge opportunities for learning and access to a vast 

amount of knowledge and information. The role of 

teachers is to ensure that the learning environment 

provided takes into account of learner’s needs and

ensures that they are effectively prepared and supported. 

Teachers should be encouraged, through training and 

support, to use the web and other information technology 

systems in their teaching. They need examples and
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awareness pf good practice, and standards should be set 

in relation to how teachers present information and 

manage the learning environment.

* Both teacher and the learner have to recognize that 

learning styles and instructional techniques should adapt 

to the characteristics of the online learning environment. 

Only that way the web-based courses will become

successful.

• The teacher and student have to recognize the fact that 

the learning environment is steadily evolving from one

way passive way of teaching learning to self-regulated 

social learning activities. So the teacher has to help the

evolution of the innovative instructional activities that

encourage student engagement and ownership. Some 

students may find it difficult to shift to this new

perspective and strategy as they may be more 

comfortable with the traditional methods of learning. 

Here the educators have to help the learner modify his

perceptions

Glossary:
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1. E-conferencing - Use of online presentations and

discussion forums (in real time or stories as 

downloadable files on a website) to avoid the need 

for participants to travel.

2. E learning Learning through electronic means, such

as via the web, an intranet, or other multimedia

materials.

3. HTML- (Hypertext markup language)- The 

language used to create web pages. HTML files 

can also contain links to other types of files 

including word-processed files, spreadsheets, 

presentation slides, and other web pages.

4. Hyperlinks: Links in web pages that enable the user 

to access another web page (either on the same or 

different site) with just one mouse click.

5. Internet- A global network of computers divided 

into subsets (for example, the web or email 

systems). Computers are linked to the Internet 

service provider (such as AOL), which maintains a 

network of PCs permanently connected to the

Internet.
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6. Internet Service Provider- (ISP)- Home users

usually access the Internet through an Internet 

service provider (such as AOL).

7. Intranet - A network of computers that share 

information, usually within an organization. Access 

normally requires a password and is limited to a 

defined range of users.

8. Managed learning environment (MLE) - Usually 

has an integrated function, providing administrative 

tools, such as student records, and linking with 

other management information systems (MLS)

9. Search Engine - Can be used to help to find

information.

10. Video streaming - The process by which video 

images can be stored and downloaded on the web. 

These might be in real time (such as conference) or

used asynchronously.

11. Virtual Learning Environment (VLE) - A set of 

electronic teaching and learning tools. Principal 

components include systems that can map a 

curriculum, track student activity, and provide
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online student support and electronic

communication.

12. World Wide Web (web) - Use of the Internet to the 

present various types of information. Websites or 

home pages may be accessed with the aid of a 

browser programme (such as Microsoft Internet 

Explorer). All such programmes use HTML.
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