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PRINCIPAL CHARACTERISTICS

This document of English Literacy objectives, which is presented in four steps, is not simply a bank
of objectives. The document includes an explanation of each objective and the content to be covered
under that objective as well as several suggested activities which may be used to attain the objective.
The presentation of the objectives has been simplified as much as possible. Objectives in all four
steps are listed according to five categories: Listening and Speaking objectives, Reading objectives,
Writing objectives, Vocabulary objectives and, finally, objectives related to Thinking Skills. Certain
objectives were omitted, and others were combined or simplified to better suit the new format. There
is no longer any question of intermediate and terminal objectives. Each objective is first stated, and
then subdivided under Explanation and Content. Each objective also includes a list of suggested
teaching activities.

I

THE CODES

Each objective has a code: L.S. for Listening and Speaking. R. for Reading, W, for Writing, V. for
Vocabulary, and T.S. for Thinking Skills. The number indicates the specific objective.
Example:

L.S.1.1 means:

Listening and Speaking
Step 1
Objective 1

T.S.1.12 means:

Thinking Skills
Step 1
Objective 12

The letter P (prerequisite) printed in the P column beside a given objective indicates that this
particular objective must be mastered before going on to the next step.
Please see the Table of Contents at the beginning of each Step for an overview of all objectives
within the step. Prerequisite objectives are also repeated in these tables.

II

THE OBJECTIVES

The Explanation and Content section describes the concepts to be covered by the adult learners in
each step. It makes it possible to verify progress in the content from one step to the next. The adult
learners should cover all the objectives proposed in order to realistically acquire the basic concepts in
English. The adult learners must master the prerequisites in each step in order to go on to the next
level.

ORGANIZATION OF THE ACTIVITIES

The teacher should take care to balance the amount of time spent each week on the activities related
to listening and speaking, reading, writing, vocabulary, and thinking skills. The time devoted to each
area of knowledge varies according to the step. The acquisition of knowledge and skills should be
deter-mined above all by functional criteria of effectiveness in understanding and making oneself
understood. The adult learners should constantly strive to transfer their skills to concrete everyday
situations. This is where the teacher plays a fundamental role.

III

REVIEW AT THE BEGINNING OF EACH STEP

At the beginning of each step, the preceding step should be reviewed, especially the objectives that
will not be dealt with again.

IV

TABLE OF CONTENTS

A Table of Contents at the beginning of each step provides an overview of the progression of
objectives with the step. Prerequisite objectives and page numbers are also indicated.
Certain content is only covered in one step and is a prerequisite for the following steps. In these
cases, the adult learners should use this time to become familiar with this content and learn it
systematically in order to build on it in subsequent steps. The nature and difficulty of the content
determines the number of steps devoted to it. It is also important to take into account the fact that
some adults learn faster or more slowly than the average person the material is addressed to.
Not all the content is a prerequisite for completing the fourth step. There are two reasons for this: if
the adult learners continue at the presecondary level, they will already have begun to learn certain
concepts, and if they end their studies at this point, they will at least have developed a minimum of
skills.

V

FUNCTIONAL TRAINING

Literacy training is of a functional nature (see Note 2 in Book 1). In terms of the training offered by
pre-secondary education services, this approach may be described as follows:
•

•

•

•

Teaching/learning is determined above all by the functional needs of the adult learners rather
than by academic requirements.
The progress of teaching/learning is adapted to the rate of the adult learners rather than to a
standard rate that is usually demanded at the presecondary level.
Evaluation of learning is based on functional criteria set by the adult learners themselves rather
than on standards of promotion by subject.
The transfer of learning favoured is of a lateral nature involving the use of the learning in
everyday life, rather than of a vertical sequential nature involving the use of the learning at a
higher level of difficulty.

VI

GLOSSARY

The Glossary on page IX defines in more detail some of the teaching terms and techniques referred to
in the Suggested Activities columns of Book 2.

BIBLIOGRAPHY

The Bibliography at the end of Book 2 lists references which have guided our work and which should
serve as additional resource materials for teachers working with the objectives.

VII

ADVANCEMENT TO
THE SECONDARY
LEVEL

If adult learners show behaviour that meets the following criteria, they may go on to the
presecondary level:
•
•

•

•

•

They plan to pursue their education at the presecondary level.
They have mastered all the objectives in Steps 1 and 2:
− have acquired all the knowledge;
− demonstrate all the skills.
They show autonomy:
− work on their own;
− understand and follow written and oral instructions.
They show a good rate of learning:
− often do their work correctly in less time than the others;
− have not spent more than two sessions on Step 2.
Their attendance at a course in Orientation Services confirm their eligibility for
admission to the presecondary level.

VIII

GLOSSARY

Cloze

− a technique to improve reading comprehension. The activity requires filling in the blanks with
suitable word choices.

Echo reading

− a procedure to improve reading fluency. The pupil follows and echoes a model of oral reading.

Embossed Fernald
method

− a multi-sensory technique used for learning spelling or reading. It is a technique used to help
poor spellers:

1) A large, clear model of the word should be made on paper in pen or marker. For the least
skilled adult learners, an embossed model may be made by writing the word with a crayon
on a paper placed on top of a piece of wire screening.
2) A dot is placed to the left of the word. The adult touches the dot, says the word, then traces
over the model with his/her finger while saying the whole word again. This tracing
sequence is repeated two or three times until the word feels learned.
3) The word should then be visualized and traced in the air. If the adult cannot visualize the
whole word, then step 2 should be repeated.
4) The adult should then try to write the word on a piece of paper without looking at the
model. If the adult makes an error, he/she should begin step 2 again.
5) Once the adult is able to write the whole word successfully, without errors, he/she knows
the word. However the learning should be tested three times; if the learner write the word
correctly each time, he/she really knows the word.
IX

Glass analysis for
decoding only

− a perceptual conditioning technique which uses letter clusters (e.g., at) to teach decoding skills.

Language experience
approach

− an approach which uses the adult’s own oral expression as a springboard for reading and

Paired reading

− a strategy in which pairs of adults practise oral reading by using materials of their choice.

Radio reading

− an oral procedure which focuses the reader’s attention on the material being read by holding

For example: sat, bat, mat , fat, cats, patting, batter, chatter, scratching.

writing.

him/her responsible for the message of the passage.

Reader’s theatre

− a technique in which a piece of literature or other material is divided into parts and read orally.
This method enables adults of varying levels of ability to participate in a group presentation.

Request

− a sentence-by-sentence questioning technique designed to improve reading comprehension.

6-pack spelling

− an approach of learning spelling.

Speech-to-print

− a way to help adult learners relate the sounds of letters to the printed word and its meaning.

S.W.I.S.H.

− a time (about 5-10 minutes) set aside for Silent Writing Intensive Sustained Habit, in which

the adult learner writes continuously in order to produce quantity. Initially the adult is asked to
write as many words as possible in six minutes. The adult may select a topic or write whatever
thoughts or words randomly enter his/her mind. The key is to keep the pencil or pen in
constant motion. There is no restriction on the grammar or spelling and the adult does not
have to show the content to anyone unless he/she wants to. The adult may count the number of
words written in sentence form and record the number in a notebook. The quantity of writing
may be reviewed by the teacher in order to monitor the adult’s progress.

X

Taped reading or
readalong

− a procedure designed to increase reading competence by exposing adults to vocabulary in

U.S.S.R.

− a time (about 15 minutes) set aside for Uninterrupted Sustained Silent Reading, in which the

context while following a model of oral reading.

adult learner is given the opportunity to practise reading skills, using library books of his/her
own choice.

Visual tracking

− a strategy which encourages directionally, letter knowledge, accuracy, and speed.

Word fluency

− an oral technique designed to stimulate vocabulary development.

XI
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STEP ONE
READING
Number

Objective

Page

R. 1.1

To understand the need to communicate in society ................................................................. 2.27

R. 1.2

To define personal need and desire to read .............................................................................. 2.28

R. 1.3

To associate words with meaning ............................................................................................ 2.29

R. 1.4

To enjoy listening to and reading the sounds and rhythms and images of language ............... 2.30

R. 1.5

To enhance the imagination by reflecting on words, stories and ideas .................................... 2.31

R. 1.6

To recognize visual differences in letters ................................................................................ 2.32

P

R. 1.7

To recognize each letter of the alphabet .................................................................................. 2.33

P

R. 1.8

To recognize the difference between capital and lower-case letters ........................................ 2.34

P

R. 1.9

To observe the general appearance of a word as a clue to word recognition ........................... 2.35

R. 1.10

To take risks ............................................................................................................................. 2.36

R. 1.11

To develop a basic sight vocabulary ........................................................................................ 2.37

R. 1.12

To identify initial and final sounds .......................................................................................... 2.38

P

R. 1.13

To recognize and distinguish between short vowel sounds ..................................................... 2.39

P

R. 1.14

To recognize two-consonant digraphs as representing one sound ........................................... 2.40

R. 1.15

To listen for words that rhyme ................................................................................................. 2.41

R. 1.16

To recognize the sounds of er, ur, ir, ar, or ............................................................................. 2.42

P

R. 1.17

To recognize long vowel sounds .............................................................................................. 2.43

P

R. 1.18

To recognize frequently used homophones............................................................................... 2.44
2.2

Prerequisite
P

P

STEP ONE
READING
Number
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P
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2.10

Prerequisite

P

STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.1
To speak loudly
enough to be heard.

P

Explanation and Content
• To develop self-confidence
in the adults so that they are
able to clearly express
themselves in one-to-one or
group situations.

Suggested Activities
1. The teacher pairs off the adults, who begin by
Reading aloud short conversations prepared by the
teacher, with each adult taking a role. These
conversations should be at an appropriate reading
level. The adults are instructed to read with clarity,
at a slow pace. Reading from a text will ease the
adults into conversational roles.

Content
one-to-one conversations
group discussions

2. The adults are then assigned topics of discussion,
which should be of a very general nature. For
example: What do you do on the weekend? Tell me
about your children. What is your favourite sport?
The adults are instructed to speak loudly and clearly
to their partner.
3. The adults are then put into small groups of three or
four. Topics for discussion, of a very general nature,
are assigned by the teacher, who then circulates
from group to group, ensuring that there is equal
input from each adult and again encouraging them to
speak loudly and clearly.

2.11

STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.2
To answer specific factual
questions.

P

Explanation and Content

Suggested Activities

• To encourage the adults to
engage in small talk and to be
confident enough to talk about
themselves.

1. The teacher brainstorms with the adults the
questions which usually arise from conversations
with their co-workers, friends, families, etc. These
are written on the blackboard.

• To encourage the adults to
respond accurately to specific
questions.

2. The teacher writes the information-question words
on the blackboard: who, what, when, where, why.

Content
-

name, address, workplace
work, hobbies, weather
news stories
information-question words

3. The adults are put paired off for role-play conversational activities. They practise conversations,
pretending they are meeting their partner for the first
time. They are encouraged to ask specific questions
and to respond accurately to questions, keeping to
the topic at hand.
4. The adults are each given the same picture of a
scene, object, etc. and told to examine it for two or
three minutes. The pictures are then turned over.
The teacher asks specific questions to verify what
the adults remember.

2.12

STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.3
To be able to provide personal
information clearly.

P

Explanation and Content

Suggested Activities

1. The teacher brainstorms with the adults the types of
• To develop in the adults
personal data frequently demanded in various daily
the ability to give personal data
life situations. These are written on the blackboard.
in various daily life situations.
For example:
- name (family, first)
• To develop in the adults
- address
the ability to effectively
- date of birth
communicate appropriate
- occupation
information.
- social insurance number
- education
Content
The teacher defines each term for the adults and
gives them very basic questionnaire forms.
- personal data: employment,
health
In pairs, the adults practise asking each other
- questionnaires
questions regarding personal information.
2. The teacher provides role-play situations in which
the adults are asked to give personal information
about themselves without the use of a questionnaire.
For example:
- opening a bank account
- airline reservation
- dentist appointment
- job interview
- doctor’s appointment
- course enrollment

2.13

STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.4
To listen to and correctly
interpret a short sequence of
instructions.

P

Explanation and Content

Suggested Activities

• To demonstrate to the adults 1. The teacher presents vocabulary associated with a
sequence of instructions on the blackboard. For
how to interpret the steps in
example: firstly, following this, next, finally.
everyday instructions.
• To develop in the adults an
awareness of the vocabulary
of sequence.
Content

2. The teacher conducts a discussion of everyday
activities which require following instructions.
3. The adults are given a blank sheet of paper and told
to follow instructions given by the teacher.
The teacher tells the adults to draw a triangle on the
top of the page; next, to draw a circle of about the
same size below it; then, to draw a line across the
bottom of the page, and finally, to put a circle on
the right-hand side of the page.

vocabulary of sequence:
firstly, then, next, etc.

The teacher checks each picture to ensure that
instructions were followed correctly.
A discussion could follow in which the adults are
encouraged to give input on the value of listening,
concentrating, and assimilating information.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.5
To recall specific information
heard.

P

Explanation and Content
• To develop the adults’
ability to listen for detail and
to improve memory
techniques.

Suggested Activities
1. The teacher reads aloud, slowly, a short text which
includes a lot of detail involving dates, time, names,
colours, places, etc.
The text may be read several times.
The adults are quizzed orally to recall specific
details.

Content
-

stories
weather reports
conversations
memory games

The adults could be encouraged to take notes while
listening.
2. The adults role-play telephone calls in which they
ask for information, and later relay the information
to another adult. For example: directory assistance.
3. The adults listen to short news stories, weather
reports, etc. The recording is stopped at certain
intervals and the teacher quizzes the adults on
specific information. The teacher asks the adults to
recap the highlights.
4. The adults develop word associations to help them
remember details.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.6
To receive messages and
directions accurately.

P

Explanation and Content
• To teach the adults to
follow directions correctly in
the order in which they are
given.
• To teach the adults to
accurately interpret messages
and act on them.
Content

Suggested Activities
1. The teacher engages the adults in a physical activity
which involves following spoken directions. For
example:
- Walk to the front of the room, turn right, walk to
the window…
- Turn to page 5 in a text…
2. The adults, in pairs, are given simple street maps
with various locations, buildings, etc. located on
them.
Each adult is given a turn, receiving directions from
a classmate, to find locations on the map.

- directions (maps)
- messages
- directions for use
(household products)

The teacher reminds the adults to use appropriate
vocabulary and to be as concise as possible when
giving directions.
3. The teacher begins an activity by giving a short
message to one adult, who in turn relays it to the
next, and so on. When the last person has received
the message, he or she is asked to tell it to the
teacher to see how closely it matches the original.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.7
To ask questions and make
requests.

P

Explanation and Content

P

• To help the adults phrase
questions correctly and clearly.
• To help the adults learn to
ask appropriate and pertinent
questions.
• To help the adults make
polite requests.
Content
- information-question
words: wh words
- polite requests (vocabulary)
- yes/no questions

Suggested Activities
1. See Objective L.S. 1.2 (information questions).
2. The teacher presents on the blackboard the structure
of questions, and various types of questions. For
example:
- Do you know the time? (auxiliary verb, subject,
- base verb)
- You know it, don’t you? (tag question—
- confirmation)
- May I borrow your pen? (polite request)
- Can I use your pen? (less polite)
- Could you tell me…?
3. The adults discuss situations which require more
polite request and less polite requests.
4. The adults role-play situations to practise making
requests. For example:
- public transportation (Which bus goes…?)
- directory assistance (411): airlines
- restaurants
5. The adults play a twenty questions game (yes/no
questions).
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.8
To relate one’s own experiences
to ideas and concepts heard and
read.

P

Explanation and Content

Suggested Activities

1. The teacher presents vocabulary associated with
• To help the adults gain
expressing one’s opinion or making comments on
confidence in giving their input
the blackboard. For example:
in informal conversations by
- Personally,…
enabling them to see the value
- In my opinion,…
of their own experiences as a
- I feel that…
contribution to discussion.
- It has been my experience that…
• To help the adults express
their own opinions and beliefs. 2. The teacher brainstorms with the adults ideas or
controversial issues about which they have strong
personal beliefs, for example, bringing up children.
Content
3. The teacher records these on the blackboard.
- opinions
4. The adults are divided into small discussion groups
- comments
and are instructed to debate one idea or issue,
- discussions
backing up their opinion with examples from their
own experience.
5. The teacher circulates, ensuring that there is equal
input from each adult and that appropriate
expressions are used.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.9
To relate experiences, feelings
and ideas.

P

Explanation and Content
• To develop the adults’
ability to relate personal
experiences, feelings and
ideas with confidence and
clarity.

Suggested Activities
1. The teacher generates a discussion by relating an
experience, feeling or idea to the adults, explaining
that it is sometimes difficult to tell others how we
feel.
2. The adults brainstorm (orally or in writing) an
experience, feeling or idea they would be willing to
share, for example: everyday happenings, hopes,
plans and memories.

Content
- discussions
- questioning techniques

3. The teacher asks questions such as:
- How did you feel when…?
- Tell us about your first…?
- How do you feel when…?
- What is your most memorable…?
- Did you feel angry, sad, happy, when…?
4. The teacher guides the adults, in pairs, small groups,
or the whole class, through a discussion on
experiences, feelings or ideas.
5. The teacher helps the adults to understand the value
of sharing experiences, feelings and ideas in day-today life.

2.19

STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.10
To express opinions.

P

Explanation and Content
• To help the adults express a
point of view on a given
topical issue with confidence.
Content
-

current events topics
discussion
vocabulary development
conversation techniques
questioning techniques

Suggested Activities
1. The teacher presents the adults with some
newsworthy current events topics they are likely to
be aware of.
2. The teacher generates discussion on one or more
topics by asking questions, for example:
- What do you think?
- How do you feel?
- How has this affected your life?
3. The teacher assists the adults in finding the
vocabulary to express their opinions.
4. The teacher helps the adults feel confident in the
expression of their ideas.
5. The teacher concludes by reminding the adults that
their ideas and opinions are as important as anyone
else’s and that they should feel confident expressing
themselves in daily life.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.11
To listen to short stories,
accounts and discussions.

P

Explanation and Content

Suggested Activities

• To teach the adults how to
listen to others through
exercises that will help them
concentrate on what others are
saying.

1. The teacher helps the adults realize the importance
of good listening skills through group or individual
discussion. For example, the teacher asks what
might happen if we don’t listen carefully when
being spoken to or during a discussion?

Content

2. The teacher reads a story or has the adults tell
personal stories or discuss given topics.
3. The teacher asks the adults, as a memory aid, to
write while listening. Writing only one word, a
phrase, or a whole sentence can help reinforce
memory.

- listening skills
- memory aids

The teacher asks the adults to imagine picture or
word association as a memory aid. Associating a
word with another word or a picture or image can
help reinforce memory.
4. The adults recount the highlights of the listening
exercise.
5. The teacher reminds the adults to use listening skills
in daily life.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.12
To pronounce correctly all
words commonly used.

P

Explanation and Content
• To assist the adults in
pronunciation and in speaking
with clarity. Many lack
confidence or the necessary
language skills to make
themselves properly
understood.

Suggested Activities
1. The teacher discusses with the adults how being
misunderstood can lead to embarrassing, expensive
or dangerous consequences.
2. The teacher asks the adults to read a simple text out
loud, give directions to their homes, relate an
experience or event, or role-play a common
speaking situation. The teacher records the oral
exercise.

Content
3. The teacher plays back the recording, listening with
the adults.

- discussion
- listening skills
- speaking skills

4. The teacher helps the adults recognize
mispronounced words and makes a list of these
words.
5. The teacher has the adults practise saying words
correctly.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.13
To give instructions clearly so
that others may follow them.

P

Explanation and Content
• To help the adults become
aware of the value of clear
instructions and the
consequences of giving
incorrect instructions.

Suggested Activities
1. The teacher chooses topics that can be easily
developed into step-by-step instructions, for
example:
- recipes
- how to wash clothes
- how to walk to the bus stop
- instructions to the babysitter

Content
2. The teacher presents the adults with simple
instructions for a process which are out of the
correct sequence, for example, how to wash clothes.

- various types of
instructions
- sequencing skills

The adults reorganize the instructions into the
correct sequence.
3. The teacher asks the adults to give instructions for a
certain process.
4. The teacher reminds the adults of the value of clear,
well-ordered instructions and discusses the
consequences of confusing instructions.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.14
To listen to others in order to
take part in a discussion.

P

Explanation and Content
• To assist the adults in
developing listening skills so
they do not tune out if they
are not directly involved in a
discussion.
• To help the adults realize
that valuable ideas may be
found in what others say.

Suggested Activities
1. The teacher gives the adults examples that show
how concentrating on what others say is important:
- During a discussion a person interjects with a point
just made
- During a discussion someone asks a question that
has just been answered
2. The teacher generates discussion on a current topical
issue, asking the adults what topics they are interested in
discussing.
3. As each point is made, the teacher writes it or
summarizes it on the board and the adults write it in
their notebooks. If a point is repeated, the teacher shows
that it has already been made.

Content
- discussion topics
- discussion techniques

4. The teacher helps the adults realize that certain points are
a result of the previously established
points.
5. The teacher restates the discussion points,
illustrating the flow of the discussion, and reinforces
the idea of listening to others in order to take part in a
discussion.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.15
To learn to keep to the topic
under discussion.

P

Explanation and Content
• To make the adults aware
that when discussion goes off
the topic the original purpose
of the discussion may be
forgotten.
Content
- newspapers
- discussion topics
- categorizing techniques

Suggested Activities
1. Using a newspaper as a guide, the teacher randomly
selects topics for discussion, asking the adults for
input. For example:
- political figures
- sports issues
- food
- fashion
- themes from “Ann Landers” or editorials
2. The teacher puts category lists on the blackboard (or
on paper if working without a blackboard).
3. The teacher reads from various texts in the
newspaper from which topics have been generated.
4. The adults place the extracts in the appropriate
columns (either orally or in writing).
5. To aid in transfer of learning, the teacher discusses
the importance of keeping to the topic in
discussions, so that the original problem can be
solved.
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STEP ONE: GQA 201
Listening and Speaking
Objective
L.S. 1.16
To relate to others by
acknowledging their input and
opinions.

P

Explanation and Content
• To teach the adults to
respond to the ideas of others
with key expressions and
responses.
Content
- responding techniques
- conversation techniques

Suggested Activities
1. The teacher illustrates how dull life would be if we
never acknowledged what others say. For example:
- Your child is excited about his new teacher. He
tells you all about his feelings. You don’t respond.
- You are conversing with a friend, but the friend
never acknowledges anything you say as she
continues the conversation by talking only about
herself.
- You are expressing your opinion on politics in a
group discussion and no one responds.
2. The teacher has the adults brainstorm key responses
in terms of conversations vs discussion, for example:
Conversation

Discussion

That must have made you feel
frightened, excited, sad…

That is a good point…

What did you do next?

I agree with you, but…

3. The teacher generates discussion with such
suggestions as:
- What is your favourite meal?
- Tell me about a place you have visited.
4. The teacher reinforces the value of acknowledging the
input and opinions of others as common
courtesy.
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STEP ONE: GQA 201
Reading
Objective
R. 1.1
To understand the need to
communicate in society.

P

Explanation and Content

P

• To make the adults aware
that the ability to communicate
orally and through reading is
essential in order to function
adequately in daily life.
Content
-

discussion
role playing
schedules and flyers
newspaper ads

Suggested Activities
1. The teacher discusses a variety of situations in
which an individual must communicate, for
example:
- on the telephone
- at the front door
- to friends, neighbours
- at the store
- to the bus driver
- at information wickets
- at government services (hospitals, schools)
- in restaurants
2. The adults role-play situations. For example: using
the telephone book (reading), they find the name of
a dentist and “call” to make an appointment.
3. Using a bus or train schedule, the adults map out a
route and timetable to get from A to B.
4. Reading from a grocery store flyer, the adults plan a
shopping list.
5. The adults read from a restaurant menu.
6. The adults read from the classified ads to find jobs,
new cars, household items, etc.
7. The teacher reminds the adults that communication
is more than just being able to speak.
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STEP ONE: GQA 201
Reading
Objective
R. 1.2
To define personal need and
desire to read.

P

Explanation and Content

Suggested Activities

1. The adults should be able to:
• To help the adults become
- read school bulletins, church news, general
less isolated in daily life
information, bulletins and newspapers
because of an inability to read
- read reference books: encyclopedias, dictionaries
material that many individuals
- use telephone books, classified ads and various
may take for granted. (The
other resources efficiently
adults may want to read to feel
- read with children
more successful in their lives
- read simple books, magazines or newspapers for
rather than feel alienated and
pleasure and information
ostracized).
- read instructions and labels to avoid mistakes and
dangerous situations
read
street signs, bus/metro/train stops
Content
- read timetables, schedules and calendars
- read posters and basic advertisements
- newspapers
- read menus
- newsletters
- read gas prices
- magazines
- reference material
- children’s books
- labels
- schedules/timetables
- advertisements
* The desire and need to read
must be reinforced as
incentive and motivation to
improve basic reading skills.
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STEP ONE: GQA 201
Reading
Objective
R. 1.3
To associate words with
meanings.

P

Explanation and Content

P

• To teach the adults to read
familiar words by associating
them with their context or in
terms of their relevance to
daily life.

1. The adults practise reading community vocabulary, for
example:
- signs: shopping centre, recreation centre
- billboards
- street signs

Content

2. The adults read and memorize months of the year,
days of the week.

-

Stop/Arrêt - means stop
corn flakes - means cereal
dictionary - means reference book
toaster - means kitchen appliance

Suggested Activities

3. The adults read numbers.
4. The adults read colours.
5. The adults read words describing basic surroundings,
for example:
chair
lamp
table
carpet
stove
bathroom
television
laundry
6. The adults practise reading words describing the
geographical area, for example Montréal, Québec,
Trois-Rivières, Repentigny.
* Any of the above reading activities can be
practised in groups or individually.
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STEP ONE: GQA 201
Reading
Objective
R. 1.4
To enjoy listening to and
reading the sounds and rhythms
and images of language.

P

Explanation and Content
• To continuously stimulate
the adults’ need to read by
exposing them to a variety of
types of reading material.

Suggested Activities
In groups or individually, the adults:
1. Listen to music while reading the lyrics:
- discuss key words and the choice of such key
words
- discuss the effect of repetition and chorus

Content
2. Listen to and/or read poems and rhymes:
- discuss or record the choice of specific words
- examine the rhyme scheme
- examine rhyming word endings and their structure

- vocabulary
- rhymes
- sensory language

3. Listen to and/or read fables and legends:
- focus on word choice, description and imagery
- receive the teacher’s help in recognizing the value
of selected diction
4. Study descriptive language for the sensory impact
(to see, to touch, to taste, to hear, to smell).
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STEP ONE: GQA 201
Reading
Objective
R. 1.5
To enhance the imagination by
reflecting on words, stories and
ideas.

P

Explanation and Content

Suggested Activities

• To demonstrate to the adults 1. The adults study word lists relevant to a specific
theme, such as personal growth:
through exposure to various
- child development
- attitude
modes of language the value
- preschool
- adolescence
and pleasure of the written
- motivation
- personality
word.
- behaviour
- acceptance
The teacher asks such questions as:
- What does this word or phrase mean?
- When and where is this expression used or
applied?
- How is this word important in your life?

Content
- discussions
- stories
- current events

2. The adults read a story silently or orally and
determine the theme through a class discussion. The
teacher helps the adults make a connection between the
theme and ordinary life.
3. The adults discuss pertinent current events. Topics can
be generated through class discussion or as subtopics of
class themes. The adults may be shown how topics such
as gun control, abortion, nutrition, mental health, and
government services are handled in newspapers and new
magazines.
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STEP ONE: GQA 201
Reading
Objective

P

Explanation and Content

R. 1.6
To recognize visual differences in
letters.

P

• To help the adults
appreciate that there are
different forms of the written
word: capital letters, lowercase letters, hyphenated words,
block letters, cursive writing,
printing, letters that are tall or
short or that extend upward or
downward.

Suggested Activities
1. Using various forms of text, for example,
newspapers, workbooks, handwritten notes, puzzles
(wonderword or crossword), the teacher asks the adults
to identify specific letters and letter forms.
2. The teacher makes flashcards showing various visual
differences in letters, and asks the adults to identify a
specific shape, print or word type.

Content

3. The teacher writes a letter or word on the blackboard and
asks the adults to contribute other letters or word shapes
to the list.

- letter shapes:

4. Using flashcards, the adults categorize words by shape.

a o b d p e c or l f th

d

a n c i n

B

a

l l

e

g

t

- cursive writing vs printing
- CAPITALS vs lower case
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5. The teacher helps the adults realize how word shapes aid
them in decoding words as they become readers.

STEP ONE: GQA 201
Reading
Objective
R. 1.7
To recognize each letter of the
alphabet.

P

Explanation and Content

Suggested Activities

P

• To assist the adults in
recognizing each letter of the
alphabet in alphabet lists, in
upper-case and lower-case
format and in isolation.

1. The teacher supplies each adult with an alphabet chart.
The chart may be a published version or one the teacher
or an adult has designed. There may be an illustration
accompanying each letter as a reminder of the beginning
sound, and there should be both capital and lower-case
letters.

Content

2. The adults study one letter at a time on flashcards.

- alphabet charts showing
consonants
- alphabet charts showing
examples of letters in
various forms

3. The teacher writes the letters in a large format on the
blackboard.
4. Tracing methods may be used to assist the adults in
visualizing letter shapes.
5. The adults should be informed that letters will not always
appear identical in form. The type of text will determine
the letter shape or form.
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STEP ONE: GQA 201
Reading
Objective
R. 1.8
To recognize the difference
between capital and lower-case
letters.

P

Explanation and Content

Suggested Activities

P

• To explain to the adults that
in addition to differences in
word and letter shapes there
are specific differences
between capital and lowercase letters.

1. The teacher prepares word lists, either on the
Blackboard or on flashcards, illustrating the types of
words that begin with capital letters and those that begin
with lower-case letters. These words should coincide
with a specific theme.
2. The adults study prepared texts at a suitable level and
identify capital letters. They discuss the word types and
the purpose of the words or their placement in the
sentence with respect to the use of capitalization vs
lower-case letters.

Content
- alphabet charts and
variations of alphabet
presentation
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STEP ONE: GQA 201
Reading
Objective
R. 1.9
To observe the general
appearance of a word as a clue to
word recognition.

P

Explanation and Content
• To help the adults recognize
words by length, height of
letters, letter patterns, double
letters and overall appearance.
This is related to recognizing
words by sight and familiarity.

Suggested Activities
* Refer to Objective R. 1.6 for suggested activities.
1. The adults read from a basic sight list and identify any
unknown words. It may be helpful to have sight words
written on prepared index cards so the adults are only
given one card at a time.
After identifying words causing difficulty, the teacher
looks for patterns of difficulty and focusses on
remediation in these specific areas.

Content

The teacher makes word pattern lists, especially if the
adults are experiencing difficulty distinguishing b and p,
or other patterns.

- any basic sight list
- familiarity/sight:
the and of
it
be
at

2. Pictures may be used to represent basic words.
exit metro
bus stop

3. The teacher may use a tactile approach to teaching letters
or words, cutting out letter shapes from cardboard,
construction paper, or felt and having the adults form
words by feeling the shapes.

- brand/product names
- patterns:

pa t

top

4. The teacher creates word games, for example, word
concentration, word dominos, simple crosswords, or
wonderword.
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STEP ONE: GQA 201
Reading
Objective
R. 1.10
To take risks.

P

Explanation and Content
• To encourage the adults to
be willing to accept error and
persevere. The adults must be
encouraged to try again.

Suggested Activities
1. The adults keep a progress log or journal.
2. The teacher sets goals, limiting the objectives to
help the adults feel successful.
3. The teacher alternates activities when one becomes
tiresome.

Content

4. The teacher confers frequently with the adults to pinpoint
areas of difficulty. Together, they discuss strategies to
overcome specific difficulties.

- coping strategies
- independent learning

5. The teacher chooses reading material slightly below the
adults’ reading grade level.
6. The teacher always encourages the adults to persevere. If
a task is daunting, the teacher shows them how they can
break it down into smaller tasks.
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STEP ONE: GQA 201
Reading
Objective
R. 1.11
To develop a basic sight
vocabulary.

P

Explanation and Content
• To help the adults recognize
words by shape or size rather
than phonetic breakdown.

Suggested Activities
1. The adults should read frequently at a lower grade level
in order to learn new words in context.
2. The teacher builds word lists based on the adults’ own
writing experience.

Content
3. The teacher extracts words from lists of words the adults
and the teacher have compiled together, writes each word
on an index card, and on the back of each index card
writes the word in a sentence.

word lists

4. The teacher teaches word “attack strategies” using:
- syllables
- prefixes
- suffixes
- root words
- letter patterns
- beginnings and endings
5. The adults play word games, for example, word bingo,
word match, or word concentration.
6. The teacher prepares cloze exercises using basic sight
words.
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STEP ONE: GQA 201
Reading
Objective
R. 1.12
To identify initial and final
sounds.

P

Explanation and Content

Suggested Activities

P

• To help the adults read
successfully by identifying the
sound of the first letter in a
word and the sound of the last
letter in a word.

1. The teacher writes consonants on the blackboard and the
adults make lists of words which begin with these letters.

Content
- initial consonants that
always sound the same:
b d f h j k l m
n p r s t v w x z
-

final consonants in chosen
words:
bat
sun
fun
map
veil
him
lab
west car

2. The teacher makes flashcards and asks the adults to
identify words that begin or end with the sound given.
3. The teacher has the adults record lists of words with
specific groups of consonant sounds. The teacher plays
back the tape and the adults listen and match the
recorded words with the word cards, focussing on sound.
4. Using prepared charts that have consonant-picture
combinations, the adults practise “reading” and
pronouncing the sounds of the letters.
5. Using magazines, the adults find pictures to match the
sounds. For example, for the consonant sound m, the
adults try to find as many pictures of words that start
with an m sound as they can.
6. The teacher uses flashcards of consonant sound groups.
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STEP ONE: GQA 201
Reading
Objective
R. 1.13
To recognize and distinguish
between short vowel sounds.

P

Explanation and Content

Suggested Activities

P

• To be able to recognize and
pronounce vowels in isolation
and in words, and relate them
to the various short vowel
sounds.

1. The teacher works from word lists, repeating words with
similar vowel sounds.
2. The teacher works from word list with a mixture of
vowel sounds.
3. The adults peruse old magazines and locate pictures that
represent words with specific vowel sounds.

Content
a

e

i

o

u

mat
fat
sat
rag
jam
cab
bat
bag

net
den
red
led
ten
set
Ted
sell

is
him
nip
sin
mill
rip
miss
lip

pop cut
cop hug
top run
dot sun
lot hut
rot us
hog pup
log up

4. The teacher uses flashcards of vowel sounds.
5. The teacher provides the adults with a simple text and
asks them to locate words with a specific vowel sound.
6. The teacher records vowel sounds and plays them
repeatedly with visual cues to match the auditory ones.
7. The teacher devises short-vowel sound games, for
example:
- vowel-sound concentration
- vowel-sound bingo
8. The teacher challenges the adults to see how many shorta words they can find/or write in five minutes.
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STEP ONE: GQA 201
Reading
Objective
R. 1.14
To recognize two-consonant
digraphs as representing one
sound.

P

Explanation and Content
• To help the adults
understand that digraphs are
consonant combinations
representing one sound.

With the teacher, the adults:
1. Work from word lists, repeating words with digraph
sounds.
2. Peruse old magazines, locating pictures that represent
words with specific digraph sounds and saying the
words.

Content
-

Suggested Activities

th
ch
sh
ph
wh
ng
gh

3. Use flashcards of words containing digraphs.
4. Read a simple text and locate words with a specific
digraph sound.
5. Record digraph sounds and play them repeatedly with
visual cues to match the auditory ones.

- sample words:
shop
fish
shell
shape

chin
chip
chop

graphthink
phone

sing
thank

which
when
while

bring
rung
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6. Devise digraph sound games, for example:
- digraph-sound concentration
- digraph-sound bingo
7. Write as many words containing digraphs as possible in
five minutes.

STEP ONE: GQA 201
Reading
Objective
R. 1.15
To listen for words that rhyme.

P

Explanation and Content
• To help the adults identify
words that sound the same
(rhyming words) to aid in
reading and writing.

it
bit
fit
hit
kit

ut
cut
hut
rut
jut

1. The adults practise making rhyming sounds individually
or chorally and progress to making words and rehearsing
“word-sound” lists.
2. The adults play rhyming games, for example:
- If I say the word hat, you have to give me a word
that rhymes with it, like sat.

Content
For example:
an
at
can
sat
fan
pat
man cat
ran
mat

Suggested Activities

am
jam
ham
slam
lamb
eed
heed
seed
deed
speed

ag
gag
nag
zigzag
flag
ed
bed
fed
red
led
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The teacher writes the words on the blackboard and asks
the adults to read them.
3. The teacher presents a long word list and the adults
categorize rhyming words in columns by sound.
4. See activities listed in Objectives R.1.12 and R. 1.13 for
further suggestions.

STEP ONE: GQA 201
Reading
Objective
R. 1.16
To recognize the sounds of er,
ur, ir, ar, or.

P

Explanation and Content

P

• To help the adults
distinguish between er, ar and
or sounds, and realize that ir,
er and ur have the same sound.

er
her
term
mother

ar
car
jar
park
part

or
sort
horse
or
nor

1. The teacher reviews the rule that vowel sounds are
different when they precede r.
2. The teacher creates lists of words with ir, er, ur, ar and
or sounds.
3. The teacher prepares fill-in-the-blank exercises or cloze
exercises to reinforce the vowel sounds.

Content
ir
sir
girl
first

Suggested Activities

ur
fur
church
turn

4. The teacher writes simple sentences, omitting certain
vowel sounds, and asks the adults to fill in the correct
combinations of letters.
5. The teacher colour-codes the vowel sounds so that a
sound is always represented by the same colour.
6. See activities in Objectives R.1.12 and R. 1.13 for further
suggestions.
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STEP ONE: GQA 201
Reading
Objective

P

R. 1.17
To recognize long vowel sounds.

P

Explanation and Content

Suggested Activities

1. The teacher reviews rules on long vowels:
• To help adults recognize
- A long vowel says its name.
that vowels have a short sound
- When two vowels are together, pronounce the first
and a long sound.
vowel, ignoring the second.
- When an o is at the end of a word, it has a long sound
(e.g., go, so, no.)
Content
- In a vowel-consonant-final e combination, the first
vowel is pronounced and the e remains silent (e.g.,
- long vowels:
make, time, kite).
a e i o u
make
ate

file
fine

2. The adults review lists of words appropriate to the
current theme and study the words for vowel patterns.

tune
tube

coke
rope

3. The adults sort vowel sounds into lists by category.
4. The adults find pictures representing words with long
vowel sounds in old magazines.

beat
read

5. The teacher creates a deck of long vowel sound cards and
the adults play simple games such as fish, asking for
vowel sounds rather than numbers.

- double vowels:
ee ay ai ea oa ie ue
oe
nail
neat
seem

roar
due
say

tie
foe

2.43

STEP ONE: GQA 201
Reading
Objective
R. 1.18
To recognize frequently used
homophones.

P

Explanation and Content
• To help the adults recognize
homophones as groups of
words pronounced the same
way but differing in meaning.

1. Using context clues will help the adults determine the
right choice of homophone.
The teacher prepares lists of sentences with blank spaces
for certain words, using multiple choice.
The adults study sentences where homophones are
correctly used and discuss the correct word choices.

Content
-

Suggested Activities

to, too, two
no, know
here, hear
hair, hare
write, right

The teacher creates word associations to help the adults
remember words. For example: too, add an o because
too is too much; or, now we know no; or, hear with an
ear; or, my hair is high in the air. The teacher
encourages the adults to create word associations to
memorize homophones.
The teacher prepares flashcards with homophones and
asks the adults to recite or write a short sentence using
the homophone correctly.
The adults search for homophones in prepared texts
appropriate to the theme and study these words in
context.
The adults keep word lists of troublesome homophones
for reference.
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STEP ONE: GQA 201
Reading
Objective
R. 1.19
To recognize root words.

P

Explanation and Content
• To help adults realize
that the basic component of a
word is the root word, from
which other words are
developed by the addition of
prefixes and suffixes.

1. The teacher makes flashcards of common prefixes and
suffixes and common root words and combines the cards
to create new words.
2. The adults search for the root words in words taken from
theme readings.
3. The adults play word games, for example: How many
words can you find in the word enjoyment?

Content
prefixes:
en
ex
in
pre
con
com
de
dis
pro
re
un

Suggested Activities

4. The adults match root words with lists of words made up
of the root plus prefix or suffix.

suffixes:
s
ing
ed
er
est
ance
ous
able
ent
al
ant
less
ment
tion
ful
ive
ly

5. The teacher makes a “word wheel” of root words and
suffixes, or root words and prefixes. Two circles of thin
cardboard are attached in the centre. The top circle has a
prefix or a suffix written on it, and a rectangular
opening. The second circle has root words written so
that they show in the opening when the circle is rotated.
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STEP ONE: GQA 201
Reading
Objective
R. 1.20
To recognize word endings used
to indicate verb tense or plural.

P

Explanation and Content
• To help the adults
recognize and say word
endings, such as ed, es, ing,
er, est, ness, eys, ves.
Many adults omit word
endings when reading, and
consequently lose the meaning
or context of certain words.

Suggested Activities
1. The teacher provides a list of root words without
endings and a list of matching words with the
endings. For example:
- dog
dogs
- shop
shops, shopped, shopping
In a choral reading situation, the adults say the words
together, putting exaggerated emphasis on the word
endings. Each time a word ending is omitted, the
teacher reviews the word.
2. The teacher prepares word cards, some with root words
and others with word endings. The teacher asks the
adults to combine root words and word endings to create
new words, reciting the new words clearly.

Content
- word lists
- root words
- word endings

3. The teacher provides a variety of singular and plural
words and the adults write sentences to show the correct
meanings of the words in context. The adults read the
sentences out loud.
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STEP ONE: GQA 201
Reading
Objective
R. 1.21
To form contractions.

P

Explanation and Content

Suggested Activities

• To help the adults learn
that a contraction is formed by
omitting a letter or letters from
a word and substituting an
apostrophe.

1. The teacher gives several examples of contractions and
shows the process of forming the contraction. For
example:
- can not = cannot = can’t
- have not = havenot = haven’t
- we have = wehave = we’ve

Content

2. The teacher gives several examples of contractions and
asks the adults to state which letters have been omitted
from the “contracted” words.

contractions:
that’s
didn’t
hadn’t
haven’t

isn’t
wasn’t
won’t
she’ll

can’t
it’s
let’s
we’ve

3. The adults circle all the contractions while reading a text
related to the theme of study, make a list of the
contractions, and finally, state the meaning of each of the
contractions.
4. The teacher provides several sentences containing
contractions from which the apostrophe has been omitted
and asks the adults to place the apostrophe appropriately.
5. See the activities listed in Objective W. 1.43 for further
suggestions.
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STEP ONE: GQA 201
Reading
Objective
R. 1.22
To recognize consonant blends.

P

Explanation and Content

Suggested Activities

• To help the adults
recognize that a consonant
blend must be sounded
distinctly.

1. The teacher dictates words and the adults write the
consonant blend heard at the beginning of each word.
The adults read back the words, distinctly sounding each
letter.

Content

2. The adults practise using different consonant blends to
form variety of new words. The teacher writes these
words on the blackboard and the adults reread them.

consonant blends:
br
fr
cr
pr
gr
tr

pl
bl
cl
fl
gl
sl

st
sp

sc

str

3. The teacher makes lists of consonant blends and the
words formed using the blends and asks the adults to
read the words.
4. The teacher makes flashcards using a variety of
consonant blends and the adults say a word with each
blend. The teacher writes and says the words.
5. The adults locate words with consonant blends in a given
text and write the words and read them out loud.
6. The adults read lists of words with consonant blends.
The adults should be aware of words that are spelled and
sounded similarly.
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STEP ONE: GQA 201
Reading
Objective
R. 1.23
To recognize compound words.

P

Explanation and Content
• To help the adults
recognize that a compound
word is a word made up of two
or more words. For example:
- baseball
- sunshine
- airplane
- snowball
Content

Suggested Activities
1. The teacher provides lists of compound words. The
adults read the words and write the words that make up
each compound word.
2. The adults peruse a text related to the given theme, and
locate compound words and read and write them.
3. The teacher explains how recognizing compound words
can help a reader to read more fluently. The adults
divide compound words, using separating lines as in
syllabication.

compound words
4. The adults practise using their visual memory to
remember compound words, closing their eyes and trying
to visualize the compound word that has been created by
joining two words together.
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STEP ONE: GQA 201
Reading
Objective
R. 1.24
To pronounce words by sound
only.

P

Explanation and Content
• To teach the adults to
pronounce each letter or
digraph separately in order to
hear how the word is
constructed and consequently
enhance phonetic reading
ability.

Suggested Activities
The teacher asks the adults to:
1. Using letter cards, put letters together to form a new
word, sounding one letter at a time, and then read the
word. For example:

c

a

t

Content
- a variety of words to sound
out, letter by letter

2. Read each word in a list of selected words, sound by
sound.
3. Read a text, sounding out each unfamiliar word letter by
letter.
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STEP ONE: GQA 201
Reading
Objective
R. 1.25
To understand and apply the
principle of syllabication.

P

Explanation and Content

Suggested Activities

• To help the adults
understand and apply
syllabication, the process of
dividing a word into syllables.

1. The teacher makes cards showing common syllables and
the adults put the cards together to form words. With the
adults, the teacher says the word in syllables and as a
whole.

Content

2. The teacher reviews the rule that each syllable must have
one vowel sound. The adults count the vowel sounds in
words. For example:

words to be divided into
syllables

(1)
Mon

(2)
tre

(1)
sun

(2)
shine

(3)
al

3. The teacher reviews the rule that silent vowels do not
“count” in syllabication.
4. The teacher reviews the rule that vowe combinations
produce one sound. For example:
- ea (e.g., each)
- ie (e.g., pie)
5. The adults practise sounding out words in a given text,
using syllabication.
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STEP ONE: GQA 201
Reading
Objective
R. 1.26
To understand the concept of
abbreviation.

P

Explanation and Content

P

• To help the adults
recognize and read abbreviated
words.

Suggested Activities
1. The teacher reviews lists of common abbreviations and
the words they represent. For example:
- Mr.: Mister
- Mrs.: married woman
- P.Q.: Province of Quebec

Content
common abbreviations:
- p. (page), pp. (pages), Mr.,
Mrs., St., Blvd., Dr., oz.,
a.m., p.m., lb
- months of the year, days of
the week

2. The teacher helps the adults recognize and read various
abbreviations.
3. The teacher asks the adults to list the abbreviations they
are familiar with and to read their lists.
4. The teacher reads addresses and discusses the
abbreviations used in an address. For example: Mr.,
Mrs., Ms., Rd., St., Ste., R.R., Dr.
5. The adults write their address, using abbreviations, and
then read it.

2.52

STEP ONE: GQA 201
Reading
Objective
R. 1.27
To use possessives.

P

Explanation and Content
• To teach the adults to
pronounce the s sound when
reading a possessive.
Many adults omit word
endings when reading and
consequently lose the meaning
or context of certain words.

Suggested Activities
1. The teacher discusses the purpose of the possessive, for
example, to show ownership.
2. The teacher explains and demonstrates, using examples,
the pronunciation of various possessives.
3. The teacher locates possessives in a text and discusses
their purpose.
4. The teacher provides a list of singular nouns to be made
possessive, or a list of possessives already formed. The
adults read the word lists, carefully pronouncing the
final s.

Content
possessives

If the adults omit a word ending when reading, the
teacher has them go back and reread the word correctly
together.
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STEP ONE: GQA 201
Reading
Objective
R. 1.28
To recognize that some letters
have more than one sound.

P

Explanation and Content
• To review long and short
vowel sounds, consonant
sounds, and appropriate
digraphs.

Suggested Activities
1. The teacher reviews consonant sounds, especially:
- c as in cat or as in cinder
- g as in go or as in gentle
2. The teacher reviews vowel sounds, emphasizing the
differences between long and short vowels, and gives the
adult lists of words to study and read from.

Content

3. The teacher reviews words containing letters that have
more than one sound.

- vowels
- consonants
- digraphs

4. The teacher reads from a text suited to the theme,
discussing letter sound variations as they occur.
5. The teacher dictates words with letter sound variations
and the adults read back the words.
6. The teacher cuts pictures from magazines or flyers and
asks adults to identify the initial consonant or vowel
sound of the word corresponding to the picture.
7. The adults keep scrapbooks of pictures representing
words containing letters that have more than one sound.
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STEP ONE: GQA 201
Reading
Objective
R. 1.29
To recognize vowel digraphs.

P

Explanation and Content

P

• To help the adults recognize
vowel digraphs, combinations
of vowels forming a single
sound, for example, ea, ow, ay.

1. The teacher reviews vowel digraphs, using flashcards
with the digraph on one side and a word containing the
digraph on the other side. The adults read the sound,
then the word.

Content

2 The teacher writes a variety of digraphs on the board and
says words containing each digraph. The adults identify
which digraph has been used.

vowel digraphs such as aw, ae
ai, ow, ea, oa

Suggested Activities

3 Reading from a prepared text, the adults locate vowel
digraphs and discuss these digraphs and their sounds and
write the words in digraph categories in a notebook.
4. The adults read lists of words with common vowel
digraph sounds. They may keep a list of these digraph
sounds in a notebook for future reference.

2.55

STEP ONE: GQA 201
Reading
Objective
R. 1.30
To recognize silent letters in
frequently used words.

P

Explanation and Content

P

• To help the adults recognize
silent letters in many common
words.

Suggested Activities
1. The adults practise reading lists of words that contain
common silent letter patterns.
2. Whenever a word with a silent letter is noted in a text,
the adults record the word in a notebook. They should
keep word lists for easy reference.

Content
- when two vowels are
together, the first is sounded
and the second is silent
- the silent e
- ight words (e.g., freight)
- silent t after s (e.g., wrestle)
- silent w before r at the
beginning of a word (e.g.,
wren)
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3. The teacher reviews the silent letter rules with the
adults.
4. The teacher makes charts of words with silent letters and
frequently reviews these words with the adults.

STEP ONE: GQA 201
Reading
Objective
R. 1.31
To recognize, understand and use
the most common prefixes and
suffixes.

P

Explanation and Content

Suggested Activities

• To make the adults aware
that many words contain
prefixes (letter groups at the
beginning of a word) and
suffixes (letter groups at the
end of a word).

1. The teacher prepares suffix or prefix cards and root word
cards and the adults combine the cards to create new
words.

Content

3. The adults learn definitions of prefixes by working with
the definitions. For example: a crime that is not solved
is unsolved.

- common prefixes:
a
bi
inter semi
mis
uni
ante anti
de
mal
dis
un
- common suffixes:
ed
ty
er
ness
ing
ly
ion
able
ous
ish
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2. The teacher prepares charts of common prefixes and
suffixes and the adults make lists of words, using these
charts.

4. The teacher gives exercises where the adults fill in the
blanks with the appropriate words containing suffixes
and prefixes.

STEP ONE: GQA 201
Reading
Objective
R. 1.32
To respond to basic reading
requirements.

P

Explanation and Content
• To make the adults aware
that in daily life individuals are
faced with basic reading
requirements, for example,
letters, forms, directions,
labels, street signs, calendars,
bulletins and notices.
Content
a variety of “real life” reading
material

Suggested Activities
1. The adults read:
- the label of a common household product
- a section of the TV listings
- the writing on a milk carton
- a school bulletin
- a catalogue
- washing instructions
- the headings on a form (passport application,
unemployment insurance, etc.)
- any material suited to the theme of study
2. The teacher discusses the value of recognizing certain
words, for example: caution, danger, low fat, Happy
Birthday.
3. The adults bring in any basic reading material from
home that they would like to learn to read in class.
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STEP ONE: GQA 201
Reading
Objective
R. 1.33
To use accumulated knowledge
to derive meaning from reading.

P

Explanation and Content
• To use the adults’ personal
story writing, non-fiction
writing and other general
writing as reading material or
to select reading material to
suit the adults’ personal
(cultural) background.

Suggested Activities
1. The teacher brainstorms reading ideas. For example:
Where are you from? Where did you grow up? Where
have you visited? What are your hobbies? What sports
do you enjoy? Who do you admire the most?
2. The teacher selects reading material to suit the adults’
personal experiences or encourages the adults to bring in
material they would like to read (magazines, appliance
directions, their children’s books, etc.).

Content
a variety of personal reading
material
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3. The teacher uses the adults’ personal writing as reading
material. The teacher discusses word choices, sentence
structure, word structure, etc.

STEP ONE: GQA 201
Reading
Objective
R. 1.34
To use context cuing.

P

Explanation and Content

Suggested Activities

• To help the adults
determine the meaning and
pronunciation of unfamiliar
words by examining familiar
words in the sentence.

1. Using simple illustrated texts, the adults decode words
by studying the illustrations.

Content

3. The teacher records a story, leaving blanks in the
reading, and the adults fill in the blanks with the
appropriate words.

a variety of reading material

2. The teacher constructs paragraphs or sentences from
which words are omitted and the adults fill in the
appropriate words.

4. The adults read to the end of a line or sentence to
determine the meaning of an unfamiliar word.
5. The adults study words or phrases around an unfamiliar
word.
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STEP ONE: GQA 201
Reading
Objective
R. 1.35
To determine the organization
and type of reading material.

P

Explanation and Content
• To help the adults judge
whether reading material is
fiction, non-fiction, poetry,
letters, directions, forms, etc.
and what the content may be
from the organization of the
text.
Content
a variety of reading material

Suggested Activities
1. The teacher gives the adults a text to read (preferably one
suited to the theme of study).
2. With the adults, the teacher determines the content of a
selected passage: phrases, rhyming words, dialogue,
paragraphs, a table of contents, chapters, factual
information, etc.
3. The teacher discusses what one can expect to find in a
particular type of reading material. For example:
- fiction: title, author, chapters, chapter headings
- non-fiction: title, author(s), table of contents
- poetry: words or phrases, rhymes
- magazines: pictures, advertisements, articles
* These exercises should be adapted to the adults’
reading level.
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STEP ONE: GQA 201
Reading
Objective
R. 1.36
To identify the purpose and
content of different types of texts.

P

Explanation and Content
• To help the adults judge
whether reading material is
fiction, non-fiction, poetry,
diary, journal, etc. from the
presentation and content of the
text.

Suggested Activities
1. The teacher brings a variety of texts to class, for
example, cookbooks, pamphlets, resource material,
reference books, readers, textbooks.
2. The teacher demonstrates the differences between the
texts by comparing the covers, first pages, chapter
divisions, subheadings, wording, visual presentation,
etc.

Content
The teacher asks the adults to summarize the content of
a text after completing a structural overview.

a variety of texts

3. The teacher discusses the purpose of: a novel, a nonfiction work, a cookbook, a telephone directory, etc.
4. The teacher generates further discussion on strategies the
adults can use to determine whether a text is appropriate
for their needs.
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STEP ONE: GQA 201
Reading
Objective
R. 1.37
To gain the confidence to select
personal reading material.

P

Explanation and Content
• To help the adults learn to
be aware of their personal
interests and abilities and
locate and select reading
material to suit these particular
needs.

Suggested Activities
1. The teacher brainstorms with the adults to determine
their reading interests.
2. The teacher discusses strategies the adults can use to
select appropriate reading material. For example, can
you read the title, the table of contents, the headlines, the
first sentence, the first paragraph?
3. The teacher discusses places where various reading
materials can be found, for example, library, bookstore,
pharmacy, classroom.
4. The teacher explains “browsing.”
5. The teacher explains (basic) skimming to look for a
familiar word or heading.
6. The teacher helps the adults select reading material to
bring with them to class.
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STEP ONE: GQA 201
Reading
Objective
R. 1.38
To enhance the imagination by
accepting and reflecting upon
words, stories and ideas.

P

Explanation and Content
• To develop an awareness of
the value of certain words,
stories and ideas presented in
reading material.
Content
a variety of reading material

Suggested Activities
1. Using selected material, the teacher examines specific
vocabulary and discusses the purpose and meaning of
certain words.
2. The teacher reads a story containing a specific theme or
message and the adults discuss what is learned through
the story, what the theme is, why certain events are
significant and how they can relate the information to
their own lives.
3. The teacher discusses what can be learned from the
written word. For example, the teacher compares a short
passage written from the Bible with lyrics from a song
or a simple poem or verse.
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STEP ONE: GQA 201
Reading
Objective
R. 1.39
To tell time.

P

Explanation and Content

Suggested Activities

• To teach adults to read the
numbers, recognize the minute
markers, and understand the
function of the second hand on
a clock or watch, and to read
the numbers, including
a.m./p.m., on a digital clock.

1. The teacher discusses the purpose of time and
punctuality, mentioning such daily activities as setting
the alarm and reading a digital clock radio, reading a
typical kitchen clock, reading a microwave oven clock,
and reading a watch.
2. Other activities could relate to television guides, bus or
metro schedules, cooking times, school time-tables,
doctor’s appointments, etc.

Content
-

3. The teacher discusses the potential consequences if one
is unable to understand time and asks the adults to keep
a daily log of time references.

numbers
minutes
seconds
clocks
watches
timers

4. To teach time, the teacher starts with the clock face and
explains the purpose of the hour and minute markers, the
big and small hands, and the second hand.
5. The teacher gives a variety of exercises in which the
adults must solve problems by showing the proper
placement of hour and minute hands on a clock face.
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STEP ONE: GQA 201
Reading
Objective
R. 1.40
To use a calendar.

P

Explanation and Content
• To help the adults recognize
months of the year, days of the
week, and dates on a monthly
calendar.

Suggested Activities
1. The teacher has on hand a typical wall calendar, a small
pocket calendar and an agenda and discusses the many
reasons calendars are used.
2. The teacher reminds the adults to date class work,
correspondence, etc.

Content
3. The teacher provides a list of dates and the adults locate
these dates on a given calendar.

- pocket calendars
- wall calendars
- agendas

4. The teacher discusses the agenda, explaining why and
how agendas are used and encouraging the adults to use
agendas to record homework, special dates, reminders
and appointments.
5. The teacher marks birth dates of class members or their
family and friends on a calendar.
6. The teacher reviews the spellings of the months of the
year and the days of the week and points out that
calendar divisions and holidays are always capitalized.
7. The teacher teaches the rhyme “30 days hath September,
April, June and November…”
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STEP ONE: GQA 201
Reading
Objective
R. 1.41
To recognize common symbols.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
international symbols used in
information, signs, place
names and product labels, and
realize that these symbols must
be understood for safe and
careful living.

1. The teacher examines the purpose and value of common
symbols in the following categories:
- road and traffic signs
- appliances, e.g., washing machines, dryers
- product labels, e.g., danger, flammable, caution
- public places, e.g., restroom, information booth,
telephone
For each of the above, the teacher brings in samples of
the symbols appropriate to the theme or topic of study
and the adults learn the symbols and how to use them.

Content
international symbols

2. The adults play memory games with symbols.
3. The teacher makes charts of the symbols and labels
them.
4. The teacher makes simple multiple-choice quizzes on
the symbols.
5. The teacher reinforces knowledge of the symbols by
reviewing them regularly.
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STEP ONE: GQA 201
Reading
Objective
R. 1.42
To use alphabetical order.

P

Explanation and Content
• To help the adults read the
letters of the alphabet in
sequence, recognize how the
letters are ordered, and apply
alphabetical order in real life
situations.

Suggested Activities
1. The teacher discusses various purposes for using
alphabetical order, for example: index, table of contents,
files/filing, encyclopedia, classified ads, class list, team
list, telephone book, yellow pages, cookbook, address
book, information directories, dictionary, etc.
2 Using any of the above resources, the adults find a list of
items, using alphabetical order.

Content
alphabetical lists and charts

3. The teacher designs hypothetical learning situations
where an information directory is used.
4. The teacher gives the adults word lists out of
alphabetical order to alphabetize.
5. The adults keep a weekly log of all the times throughout
the week that alphabetical order is useful in their daily
life.
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STEP ONE: GQA 201
Reading
Objective
R. 1.43
To become familiar with the
organization of a simple
dictionary.

P

Explanation and Content

Suggested Activities

• The help the adults become
familiar with the alphabetical
organization, guide words,
entry words, and definitions in
a simple dictionary.

1. The teacher gives each adult a photocopy of a page from
a very simple beginner’s dictionary and discusses the
purpose of the dictionary.

Content

3. The teacher points out that guide words are usually
located at the top of each dictionary page and explains
the purpose of these words.

-

alphabetical lists
alphabetical order
large-print dictionaries
guide and entry words

2. The teacher shows how a dictionary is divided into
sections according to the alphabet.

4. The teacher shows how entry words are listed on the
page.
5. The teacher explains how words are listed
alphabetically. The adults do many exercises on
alphabetical order.
6. The teacher plans as many word-finding exercises as
possible, using the theme of study as the source of ideas.
7. The teacher insists that all the adults use dictionaries to
aid in spelling words and learning meanings.
8. The teacher reinforces the importance of using
dictionaries in daily life.
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STEP ONE: GQA 201
Reading
Objective
R. 1.44
To use dictionaries to find the
meanings of words.

P

Explanation and Content

Suggested Activities

1. The adults must be encouraged to be independent
• To help the adults use a
learners. If the adults come across an unknown word,
dictionary to assist with
they should use a dictionary as a resource before asking
vocabulary and reading
the teacher for help.
comprehension, and to show
them how a dictionary
identifies noun, verb, adjective, 2. The teacher gives the adults a list of words to master
which are closely associated with the theme of study.
etc.
Some of the words may be difficult.
Content

3. The teacher reviews dictionary organization.

- dictionaries: simple, largeprint
- word lists

4. When the adults are reading, any unfamiliar words
should be written in a reading log or journal and the
definitions later looked up and/or written.
5. The teacher shows how some words have several
meanings. The adults try each definition to see which
fits best into the context of the sentence. The teacher
also shows how a word may be a noun or a verb, etc., by
writing sentences using the word as the different parts of
speech.
6. The teacher encourages the adults to use the dictionary
on a regular basis to enhance their vocabulary.
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STEP ONE: GQA 201
Reading
Objective
R. 1.45
To use a dictionary to find the
spelling of a word.

P

Explanation and Content
• To show the adults how to
use the dictionary entry words
to help them spell and divide
words correctly.
A common complaint is:
“How can I use the dictionary
to assist with spelling if I
don’t know how to spell the
word in the first place!”
Content
- dictionaries, simple largeprint
- word lists
- spelling strategies

Suggested Activities
1. The teacher discusses spelling strategies:
- Say the word slowly, dividing it into syllables.
- Review phonics-- ph, gh, kn, etc. --as a reminder
of different initial consonant sounds.
- Try alternative spellings, listing them and
looking up each one in the dictionary. For
example: shoe, shew, shoo, shue.
- Be aware of root words, prefixes and suffixes.
2. The teacher reminds the adults to use the dictionary to
assist with spelling rather than guessing at the correct
spelling.
3. The teacher dictates words from a word list related to
the theme and the adults write the words, then check for
the correct spelling in the dictionary.
4. The teacher reminds the adults to use the dictionary to
assist with spelling in daily life.
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STEP ONE: GQA 201
Reading
Objective
R. 1.46
To use schedules/timetables.

P

Explanation and Content

Suggested Activities

• To help the adults read bus,
train, metro, airplane, and
school schedules and
timetables.

1. The teacher discusses the purpose and value of
timetables and examines real life situations where being
unable to read a schedule correctly can have negative
consequences such as missing a bus, wasting time, being
late.

Content

2. The teacher or/and the adult points out the layout of a
schedule, explains what the headings, columns and any
subheadings may mean, and gives the adults exercises in
locating specific information.

various timetables and
schedules, reproduced in large
print

3. The teacher and adult examine the time listings, the 24hour clock, the days services are offered, etc.
4. The teacher and adult examine telephone numbers and
other pertinent information included.
5. The teacher gives the adults problems involving
hypothetical situations where timetables and schedules
are used.
6. The teacher asks the adults to bring in timetables and
schedules they may need to use in their daily lives, and
the adults practise reading them.
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STEP ONE: GQA 201
Writing
Objective
W. 1.1
To print or write one’s name.

P
P

Explanation and Content

Suggested Activities

• To make sure that the adults 1. It may help to use the four sensory modalities to aid in
the learning process: auditory (hearing), visual (seeing),
can print or write all of the
kinesthetic (movement), and tactile (touch).
letters in their first and last
names, in the correct order,
2. Some adults have superior visual memories and learn
remembering to capitalize the
best through the look-say method. Some have good
first letter in each and leaving a
auditory memories and learn best by hearing and
space between the names.
remembering what they have heard, using phonics
(learning the sounds or letters or letter groups). Some
learn best by using their muscles—forming letters with
Content
their hands, out of pipe cleaners or clay. With others,
touching different textures, such as embossed letters, is
first and last names
effective.
3. Using the multisensory approach may be helpful. The
teacher writes the name on paper in crayon in printed or
cursive letters that are large enough for the adults to
trace. The adults trace their names with their fingers and
say each part of their name as it is traced. The process is
repeated until the adults can write their names without
looking at the copy. See Objective W. 1.2 on how to
print individual letters.
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STEP ONE: GQA 201
Writing
Objective
W. 1.2
To print lower-case and capital
letters of the alphabet.

P

Explanation and Content

P

• To help the adults form the
letters correctly without
inverting or reversing them.

Suggested Activities
1. The teacher shows how to hold the pen or pencil
correctly.
2. The teacher shows the adults the direction in which the
strokes should be made in printing. The adults should
be made aware of the importance of left-to-right
directions in letters as well as words.

Content
upper- and lower-case letters
of the alphabet

3. Some adults confuse b and d, or p, q, and g. To help
remedy this confusion the teacher could put a piece of
screening material under a sheet of paper and draw a
large letter with a fat crayon. This will raise the surface
of the letter so that the adults can feel it as they trace
over it with their index fingers.
Sandpaper may also be used.
4. The teacher makes a dotted-line letter for the adults to
trace over or has the adults make problem letters out of
pipe cleaners or clay, or air-draw the shapes; the adults
do “letter hunts” in a written text.
5. The teacher gives the adults memory joggers, e.g., since
c precedes d in the alphabet, c must be printed before
completing d.
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STEP ONE: GQA 201
Writing
Objective
W. 1.3
To print words legibly.

P

Explanation and Content

P

• To help the adults form
letters correctly, printing in a
left-to-right direction and
making sure the letters of the
word are proportional and
evenly spaced.

Suggested Activities
1. It may help the adults to practise loosening-up exercises
before beginning to write, shaking their hands to
improve circulation and prevent muscles from becoming
tense.
2. The teacher makes sure that the pen or pencil is suitable,
that it is held properly and that the light falls adequately
on the paper without producing glare or shadows.
3. The teacher makes sure that the adults are seated
comfortably, and that the table is at the right height and
uncluttered.
4. The adults should write letters and words in a left-toright direction.
5. If the adults do not have adequate fine-muscle
coordination, a typewriter or computer may be used.
* A workbook may be useful to practise letters and
learn their relationship to each other within words.
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STEP ONE: GQA 201
Writing
Objective
W. 1.4
To be willing to write despite
spelling problems.

P

Explanation and Content
• To assist the adults in
overcoming their reluctance to
write due to spelling problems.

Suggested Activities
1. The teacher must provide encouragement and be
innovative in selecting topics that will keep the adults
involved and interested.
2. The teacher may at times notify the adults in advance
that their papers will not be collected. This frees the
adults to write without concern for errors. This also
frees them to write about personal matters and may
provide an emotional outlet.
3. The teacher may use a sustained timed-writing activity.
(See Glossary for S.W.I.S.H. technique.)
4. The adults may use a computer with a word-processing
program with a spell-checker to make writing more fun.
A dictionary of commonly misspelled words may be
used.
5. Giving the adults a spelling list of high-frequency words
may be useful.
6. There are pocket-sized computers that give possible
correct spellings when the incorrect spelling is typed in.
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STEP ONE: GQA 201
Writing
Objective
W. 1.5
To use copying as an aid to
writing and spelling.

P

Explanation and Content
• To have the adults copy
words, sentences, poems, or
short passages as an aid to
improving writing and
spelling.

Suggested Activities
1. The teacher provides material which is relevant and
meaningful to the adults.
2. The adults copy relevant personal information, or signs
in the building or nearby streets.
3. A language experience approach helps the adults to
understand that writing expresses actual oral language.

Content
words, sentences, poems, short
passages

4. The adults must be taught to distinguish the difference
between typewritten letter shapes and letters formed by
hand in printing and writing.
5. The adults should be encouraged to try to copy entire
words at a time, or at least entire syllables. In learning
spelling, a word is more easily remembered if the letters
are grouped meaningfully.
6. To help the adults copy whole words, the teacher
provides the text in printed or written form below the
space in which the adult writes:

NO PARKING
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STEP ONE: GQA 201
Writing
Objective
W. 1.6
To understand the concept of
separate words.

P

Explanation and Content

P

• To help the adults recognize
word boundaries.
Many adults do not recognize
word boundaries, which are
often difficult to hear in
speech. As a result, they may
write sentences as one long
word.

Suggested Activities
1. The teacher presents sentences that run together. For
example: Iwenttothestore.
The adults copy the sentence with the words separated.
The words in the material presented must be thoroughly
familiar to the adults. It would be best for the teacher to
use material the adults have copied previously.
2. For adults who have difficulty with this exercise, more
practice should be given in simply copying sentences (as
in Objective W. 1.5), paying careful attention to the
spaces between words. The teacher should point out to
the adults that the space between words is equal to at
least one letter width.
3. To reinforce this concept, it may help the adults to use a
typewriter to copy short sentences, pressing the space
bar and noticing that the space between words is equal to
one letter width.
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STEP ONE: GQA 201
Writing
Objective
W. 1.7
To recognize a sentence as a
complete thought.

P

Explanation and Content

Suggested Activities

P

• To help the adults recognize
that a sentence is a group of
words that makes sense by
itself or expresses a complete
thought.

1. The teacher explains that most sentences can be divided
into two parts: the part that tells who or what the
sentence is about (the subject) and the part that gives
information about the subject or tells what the subject
does (the predicate).
2. The teacher and the adults look at sentences in a reading
text or sentences the adults have written, and discuss
who or what the sentence is about and what we learn
about it in the sentence. The adults should try to decide
if the sentence makes sense by itself or is a complete
thought (see Objective W. 1.9).
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STEP ONE: GQA 201
Writing
Objective
W. 1.8
To write simple sentences.

P
P

Explanation and Content

Suggested Activities

1. The teacher gives the adults scrambled sentences to sort
• To help the adults write
out and then copy. The words should be provided on
simple sentences, focussing on
cards which the adults can arrange in the correct order
sentence structure and spelling.
before they write. For example: The man has a red car.
This sentence would be written on cards for reordering:

has red man

a

car.

The

2. Alternative cards could be provided to replace the
adjectives, noun, or verb from the original sentence.
3. Manipulating cards to form a sentence and then copying
the sentence reinforces sentence structure and spelling
without being too demanding for a beginner.
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STEP ONE: GQA 201
Writing
Objective
W. 1.9
To distinguish between a
complete sentence and a sentence
fragment.

P

Explanation and Content
• To help the adults
distinguish between complete
sentences that make sense by
themselves and sentence
fragments or groups of words
that do not make sense by
themselves.

Suggested Activities
1. The teacher explains that a sentence can usually be
divided into two parts: the part that tells who or what the
sentence is about (the subject) and the part that gives
information about the subject or tells what it does (the
predicate). The predicate always contains a verb. For
example:
The boy. Hit the ball. The boy hit the ball.
The teacher asks the adults which of these groups is a
sentence and points out that the first group of words
does not tell what the boy does and the second group of
words does not tell who hit the ball, whereas the third
group of words makes sense by itself. It tells what the
boy does. The third group of words is a sentence.
2. The adults and teacher work together to distinguish
between complete sentences and sentence fragments.
3. The teacher gives the adults exercises in which a subject
is provided and they must supply the rest of the
sentence. For example: My friend ___________ .
Sentence fragments may also be given that present a
predicate and require that the subject be given. For
example:
______________ walked home with me.
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STEP ONE: GQA 201
Writing
Objective
W. 1.10
To use a capital at the beginning
of a sentence.

P

Explanation and Content

Suggested Activities

P

• To teach the adults to use a
capital for the first letter of the
first word in a sentence.

1. The adults search through a text or series of sentences to
find where capitals have been omitted at the beginning
of some sentences.
2. The adults check each other’s work for missing capitals
at the beginning of sentences.
3. The adults should review their work to check for
missing capitals at the beginning of sentences.
4. If necessary, the adults may do exercises involving
rewriting sentences, using a capital letter for the first
letter of the first word in each sentence.
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STEP ONE: GQA 201
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 1.11
To use end punctuation correctly.

P

• To teach the adults to use a
period at the end of a
statement, a question mark at
the end of a question, and an
exclamation mark at the end of
an exclamation.

1. After explaining how end punctuation is used to indicate
a statement, a question, or an exclamation, the teacher
says a sentence with the correct rise or fall in voice pitch
and asks the adults whether a period, question mark, or
exclamation mark would be used at the end.
2. The teacher discusses situations where statements,
questions, and exclamations would be used.

Content
3. The teacher gives examples of the three kinds of
sentences in exercise form or in a short story, and the
adults provide the correct end punctuation.

- period .
- question mark ?
- exclamation mark !
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STEP ONE: GQA 201
Writing
Objective

P

Explanation and Content

W. 1.12
To provide personal information.

P

• To show the adults how to
provide personal information
when filling in forms.

Suggested Activities
1. The teacher provides the adults with simplified forms to
practise writing their name and address.

Content

2. As the adults may often feel childish using printing as
opposed to cursive writing, the teacher explains that
printing is essential for filling in forms.

- name, address
- forms

3. The teacher explains that forms often require that the
last name be put before the first name.
4. The adults practise spelling words pertaining to personal
information found on all forms: first and last names,
street address, province.
See Objectives W. 1.1, W. 1.5 and W. 1.57 for
techniques in learning to spell.
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STEP ONE: GQA 201
Writing
Objective
W. 1.13
To write questions.

P

Explanation and Content

Suggested Activities

• To teach the adults to write
questions, using question
words and structuring the
questions correctly.

1. The adults practise questions beginning with words such
as: who, what, when, where, why, which, how, can,
could, may, would, will, do, does, did, are, is, was, were,
have.

The adults very often form
questions orally without
structuring them correctly.
They rely on intonation and
the rise of the voice at the end
of a sentence to create the
impression of a question. For
example: “You have a car?” as
opposed to “Do you have a
car?”

2. The adults take turns asking each other questions in
writing and answering them in writing.

Content
question words: who, what,
when, where, why, how
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3. The adults should be reminded to use a capital at the
beginning of the question and a question mark at the
end.

STEP ONE: GQA 201
Writing
Objective
W. 1.14
To use capitals for proper nouns.

P

Explanation and Content

Suggested Activities

1. The adults practise capitalizing the first letter in first and
• To teach the adults to use
last names by writing the names of family members and
capital letters to begin each
the other adults in the class.
important word of the name of
a person, place or organization.
2. The adults practise capitalizing the names of streets, the
school, and a local store by making a map of the
neighbourhood.
Content
- people: John Brown
- places: Clear Lake,
Montreal, Rocky Mountains
- organizations: Boy Scouts of
Canada, The Bay
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3. The adults practise capitalizing the names of lakes,
rivers, the ocean, cities, towns, islands or mountains by
labelling a map of the part of the province in which they
live.

STEP ONE: GQA 201
Writing
Objective
W. 1.15
To become a willing and
confident writer.

P

Explanation and Content

Suggested Activities

• To help the adults gain
enough self-confidence and
enjoyment in writing that they
become willing and confident
writers.

1. The adults should be encouraged to take risks and guess
when it comes to spelling. They will only do this if the
environment is supportive.

Adults who have had a history
of failure in writing are often
reluctant to write.
The more the adults write or
attempt to write, the easier the
writing process will become.

2. Dictation should be viewed by the teacher as an exercise
in using the various spelling strategies to attack the
words in many different ways. The teacher should not
be critical of errors. In this environment the adults will
show a willingness to take dictation and an enjoyment of
it.
3. Directed writing should be structured to relate as much
as possible to the adults’ world.
4. Ample opportunity should be given for free writing. At
times the teacher may notify the adults in advance that
the writing will not be collected. This frees the adults
from concern about errors and allows them to write
about personal matters, providing an emotional outlet.

Content
- dictation
- directed writing
- free writing
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STEP ONE: GQA 201
Writing
Objective
W. 1.16
To prepare to write.

P

Explanation and Content

Suggested Activities

• To help the adults organize
their thoughts in preparation
for writing.

1. The teacher should assist the adults in choosing a topic.
To help them focus on the main point of the writing it
may be useful to ask them to provide a title.
2. The adults should be encouraged to collect any
information they need and to focus on the purpose of the
writing, for example, a story, a letter, a note, etc.
3. Even before the adults begin to write, the teacher should
discuss the organization of the writing and assist the
adults in ordering their ideas or the sequence of events to
be described.
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STEP ONE: GQA 201
Writing
Objective
W. 1.7
To write independently.

P

Explanation and Content
• To help the adults write
without the assistance of the
teacher or another individual.

Suggested Activities
1. The adults should be encouraged to write independently.
2. Although the adults are eager to have perfect spelling
and correct grammar, they have to be encouraged to take
risks and to guess when in comes to spelling.
3. The teacher explains that the adults have to try to
organize their ideas and focus on the main idea when
writing. (See Objective W. 1.16.)
4. With proper encouragement and a supportive
environment, the adults will feel comfortable enough to
take risks and write independently.
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STEP ONE: GQA 201
Writing
Objective
W. 1.18
To write for content and
meaning.

P

Explanation and Content
• To help the adults write a
first draft, paying attention to
the content and meaning of the
writing.

Suggested Activities
1. The adults write a first draft of their writing project,
trying to focus on the main idea or purpose or the
writing.
2. Writers easily deviate from the chosen topic. The adults
should refer to the sequence of events or organization of
thought they have prepared before writing. (See
Objective W. 1.16.)
3. In the first draft, it is essential that the adults write
primarily for content and meaning. Corrections in
spelling and sentence structure can come after the first
draft has been completed.
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STEP ONE: GQA 201
Writing
Objective
W. 1.19
To edit and revise.

P

Explanation and Content
• To help the adults review
their first draft, checking for
meaning, spelling, and
sentence structure.
Content
-

rereading
checking meaning
discussion
checking spelling
checking sentence structure

Suggested Activities
1. After the adults have completed a first draft they reread
it on their own.
2. The adults review the writing to make sure that it relates
to the topic, is organized in a logical sequence, and
conveys the intended meaning clearly. They then
discuss it with the teacher.
3. If there is a good rapport and a feeling of trust among
the adults, it is a good idea for them to share their
writing and discuss it.
4. After the writing has been edited and revised for content,
the adults review it for errors in spelling and sentence
structure. The adults can often catch their own errors if
they reread their work.
5. The teacher points out errors in spelling and sentence
structure and has the adults try to correct them, helping
when necessary.
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STEP ONE: GQA 201
Writing
Objective
W. 1.20
To write and present a final copy.

P

Explanation and Content

Suggested Activities

• To help the adults copy the 1. After the adults have edited and revised their writing,
they copy the final version
corrected version of the writing
project and present it to the
2. The adults then present the final copy to the teacher.
teacher and other adults.
3. The teacher gives the writing careful consideration in the
adults’ presence. The teacher should keep in mind the
importance of complimenting the adults on their efforts
and progress, and pointing out improvements.
4. The writing may be shared with the other adults in the
group, either by having the adults read it to the group or
by giving the group copies to read together.
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STEP ONE: GQA 201
Writing
Objective
W. 1.21
To receive and write messages.

P

Explanation and Content
• To teach the adults to
receive and write messages
accurately, being careful to
select the essential content.
The task of receiving and
writing messages is very
demanding. The adults must
decide which parts of the
message need to be recorded,
and arrange them in acceptable
sentences and format.

Suggested Activities
1. To restrict the writing demands of this task, office
message pads may be used.
2. For phone messages, the adults must be sure to write
down all pertinent information (name, time, date, phone
number, message). The adults should be instructed to
repeat this information to the caller to be sure they have
written it correctly.
3. Practice should be given with taped calls first.
4. The adults may phone for specific transit information or
call a movie theatre and jot down titles of movies and
the times of showings.

Content
5. The adults may role-play, taking turns giving messages
and writing them down.

- telephone messages
- appointments

6. The adults may practise noting appointments on a
calendar, using the correct box according to the date and
remembering to write the time, place, purpose, and
person.
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STEP ONE: GQA 201
Writing
Objective
W. 1.22
To write informal notes.

P

Explanation and Content

Suggested Activities

• To write informal notes as
reminders or messages, or to
give permission or say hello to
a friend.
Content

1. The teacher explains that informal notes can be written
for a variety of purposes: notes to remind yourself to do
something, perhaps written on the calendar, notes to
others, such as messages to family members telling them
where you are and when you will be home; notes giving
reasons for a child’s absence from school; thank-you
notes; invitations; etc.

- informal notes to self
- notes to family, a neighbour,
the landlord

2. The teacher explains that notes can be short reminders to
do something, or short messages to inform, to give
permission, or simply to say hi.
3. The adults should be sure to ask themselves the who,
what, when, where, why questions to ensure that the
note is complete.
4. The adults should write the name of the person to whom
the note is directed; the use of “Dear” is not necessary.
They should write the date in reasons for absences, or
when an action has to be done (the day and the date).
The adults should write what they have to do, what has
to be done by others, or what the note is about.
5. Finally, the note has to be signed. No closing word or
words are necessary in an informal note.
6. Different types of notes that are relevant to the adults
may be practised.
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STEP ONE: GQA 201
Writing
Objective
W. 1.23
To write greeting cards and
postcards.

P

Explanation and Content
• To help the adults write
brief notes to people on
postcards or greeting cards.

1. The adults write brief notes to friends and/or family
members for a variety of reasons.
2. The teacher explains that in some cases, as the writing is
very informal, complete sentences may not be necessary.
For example, on a postcard the adults might say,
“Having a great time.”

Content
-

Suggested Activities

greeting cards
thank-you notes
wedding announcements
birth announcements
change-of-address cards
invitations
postcards

3. For wedding, birth, or change-of-address
announcements, as well as some invitations, the adults
may use preprinted cards that require them only to fill in
the appropriate information.
4. The adults practise writing actual postcards of the city or
region they are living in and mail them to friends and
relatives elsewhere.
5. The adults practise writing invitations by inviting
another class to visit theirs for a social function.
6. At different holidays, the adults write cards and
exchange them with each other and friends, and write
brief notes on each card.
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STEP ONE: GQA 201
Writing
Objective
W. 1.24
To address an envelope correctly.

P

Explanation and Content
• To teach the adults to
address an envelope, orienting
the envelope properly and
putting the stamp, the return
address, and the address of the
recipient in the correct places.
Content
- own name and address
- recipient’s name and address
- place for stamp

Suggested Activities
1. The teacher gives the adults a sample of an addressed
envelope.
2. The teacher makes practice envelopes on sheets of
paper, with blank lines for the adults’ own name and
address in the upper left corner, blank lines for the
recipient’s address in the lower half of the envelope
slightly to the left of the centre, and a rectangle in the
pper right corner for the stamp.
3. The teacher explains that the recipient’s name is placed
on the top line, the street address on the second line, the
city (followed by a comma), province, and then the
postal code on the third line.
4. The adults address a real envelope, being careful to
place the address on the front of the envelope while the
flap at the back is positioned at the top.
5. The teacher provides the adults with abbreviations for
cities and provinces as well as postal codes where
needed.
6. Finally, the adults put a note (Objective W. 1.22) or
letter (Objective W. 1.50) in the envelope, stamp it, and
mail it.
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STEP ONE: GQA 201
Writing
Objective
W. 1.25
To narrate.

P

Explanation and Content
• To teach the adults to relate
a sequence of events, give the
history of something, or tell
about a single incident.

Suggested Activities
1. The teacher explains that the purpose of narrative
writing is to tell what happened (whether truth or
fiction) in story form.
2. The teacher first assists the adults in finding a unifying
statement or topic sentence for their narration. The
adults then brainstorm with the teacher to list all of the
events that happened.

Content
- personal experiences
- stories
- news events

Once the adults have chosen the events that are the most
important to include, and put them in the correct
sequence, they write the narrative, being sure to use
transitional devices. (See Objective W. 1.33.) When the
story has been completed, the adults make sure all the
sentences relate to the topic sentence.
3. The teacher may suggest ideas for topics: personal
experiences, the first job I ever had, the happiest
moment of my life, my first date, a dream, or past or
present events in the news.
4. Using sequenced pictures, the teacher provides key
words and the adults write a caption for each picture.
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STEP ONE: GQA 201
Writing
Objective
W. 1.26
To record.

P

Explanation and Content
• To record information or
make brief notes or entries.
Content
-

Suggested Activities
1. The adults must learn how to record information,
especially on forms. A variety of commonly used forms
may be brought in for practice, for example, application
forms for medicare card, social insurance number, or
unemployment insurance, and job application forms.
2. The adults are shown how to record in an address book
the names, addresses and phone numbers of people and
companies frequently contacted.

address book
calendar
forms
journal

3. The teacher shows the adults how to use a calendar to
keep track of appointments.
4. The adults record their day-to-day events, experiences,
ideas, or reflections in a journal.
5. The teacher explains that complete sentences are not
always necessary for recording information, but that
notes must be clear and concise and contain all of the
necessary information.
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STEP ONE: GQA 201
Writing
Objective
W. 1.27
To inform.

P

Explanation and Content

Suggested Activities

• To help the adults provide
information clearly.

1. The teacher explains that in order to communicate their
knowledge in writing, the adults should organize their
thoughts by making an outline before writing.

Content

2. The adults collect all of the information necessary. The
teacher explains that they should start with a main-idea
sentence and then put the other sentences in an order that
makes sense.

- knowledge
- skill
- experience

3. The adults practise providing information by
communicating their knowledge of a subject, explaining
a skill, or describing an experience.
4. When the adults are finished writing their first draft,
they should review it to ensure that all of the information
relates to the topic and that all ideas have been explained
clearly.
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STEP ONE: GQA 201
Writing
Objective
W. 1.28
To describe.

P

Explanation and Content
• To teach the adults to
describe a person, place,
object, or feeling, using clear,
detailed language that appeals
to the senses.

Suggested Activities
1. The teacher explains that a description should appeal to
all the senses, creating an effect by careful use of detail
and choice of descriptive words, and that comparisons
often create a clearer picture, especially of something
unfamiliar.
2. The adults describe people and places they know well.

Content
-

3. The adults should begin with a sentence giving the main
idea of the writing.

person
place
object
feeling

4. The adults then describe the subject, using exact
descriptive words to paint a picture of the subject clearly
in people’s minds.
5. If the adults are describing a place, they might begin by
drawing a picture of it. They could then describe the
place logically, going from the top to the bottom.
6. The adults may make drawings based on the descriptions
provided by other classmates to see whether those
descriptions are accurate.
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STEP ONE: GQA 201
Writing
Objective
W. 1.29
To write as a means of expressing
oneself, ordering one’s
experience, clarifying one’s
thoughts and ideas.

P

Explanation and Content

Suggested Activities

• To help the adults write as a
means of expressing
themselves.

1. The teacher points out to the adults that writing can be a
valuable aid in organizing their thoughts or ideas.
2. The teacher points out that lists are an important means
for remembering food to buy or things to do, as well as
an aid in reasoning (list of advantages versus
disadvantages).

Content
-

lists
stories
diaries
journals
notes
schedules
reports

3. The teacher points out that journals or diaries are an
important way of recording events, experiences, ideas or
reflections.
4. The teacher points out that reports require the ordering
of one’s experience and the organization of one’s
thoughts.
5. The teacher makes the adults aware that writing down
their ideas is a good preparation for an oral presentation
or a job interview, allowing them to anticipate questions
which may be asked.
6. The adults write a short life history to practise ordering
their experiences.
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STEP ONE: GQA 201
Writing
Objective
W. 1.30
To vary sentence structure and
length.

P

Explanation and Content
• To teach the adults to
provide variety in sentence
structure and length.
Content
- vary sentence length
- use different beginnings
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Suggested Activities
1. The adults’ writing at the beginning, may lack variety.
Rather than maintain the same sentence structure and
length throughout, the adults should try to vary the
position of the subject and use different beginnings. For
example:
- The spider crawled out of the drain.
- Out of the drain crawled the spider.
2. The adults often write short, simple sentences initially.
The teacher helps them vary the length of their sentences
by adding words to expand the sentences: adjectives can
be added to describe nouns and adverbs can be added to
describe verbs. The teacher illustrates how descriptive
words add interest to the sentences. For example:
- The child walked to school.
- The unhappy child walked slowly to school.

STEP ONE: GQA 201
Writing
Objective
W. 1.31
To choose words carefully to suit
the precise meaning intended.

P

Explanation and Content

Suggested Activities

• To help the adults select
words that offer both variety
and precise meaning.

1. The adults should be encouraged to try to select words
that suit the precise meaning they want to convey. This
is especially important when they are writing a
description or telling a story.

Content

2. The teacher introduces the adults to an elementary
thesaurus and/or a dictionary of synonyms and
antonyms. The adults use them to try to select strong
vocabulary, or synonyms for words chosen.

- strong vocabulary
- word variety
- synonyms

3. The teacher should encourage the adults to vary the
words used instead of repeating the same vocabulary.
4. The teacher points out to the adults, during the editing
process, areas where stronger, more precise vocabulary
could be used and makes them aware of the repeated use
of certain words and how these words could be varied.

2.103

STEP ONE: GQA 201
Writing
Objective
W. 1.32
To write concisely and clearly.

P

Explanation and Content

Suggested Activities

• To help the adults write
concisely and clearly.

1. The teacher should stress the importance of writing
concisely and clearly.

While some adults write only
short, choppy, simple
sentences, others feel that their
writing is enhanced by long
complex sentences that are
difficult to understand.

2. During the discussion and editing process, the teacher
highlights problems of excessive wordiness, repetition
of vocabulary, and ambiguity. The teacher works with
the adults to help them choose vocabulary and sentence
structures that are varied, clear, and not too wordy.

Content
- avoid wordiness
- avoid repetition
- avoid ambiguity
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STEP ONE: GQA 201
Writing
Objective
W. 1.33
To use transitional devices
smoothly.

P

Explanation and Content
• To teach the adults to
combine short, simple
sentences into compound
sentences by using
conjunctions.
Content
conjunctions such as:
and, or, but, because, then, so,
that

Suggested Activities
1. Adults sometimes write in a string of short, choppy
sentences. The teacher should show the adults how to
use conjunctions to combine sentences when
appropriate.
2. The teacher explains that simple sentences are combined
to create compound sentences by using transitional
devices, or conjunctions. For example, use and if the
two simple sentences are similar:
- “I went to the park, and Steve came too.”
Use but if the two ideas contrast:
- “I like hockey, but I prefer baseball.”
Use or when a choice is suggested:
- “You must use a pen, or you will have to rewrite it.”
3. The teacher should introduce conjunctions informally.
The adults can learn how to combine their short, choppy
sentences with conjunctions during the discussion and
editing process.
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STEP ONE: GQA 201
Writing
Objective
W. 1.34
To use cursive writing.

P

Explanation and Content

Suggested Activities

• To help the adults form
letters and words using cursive
writing, paying attention to the
shapes of the letters, the slant,
the left-to-right writing
direction in letters as well as in
words, and the connection of
the letters to each other.

1. The adults may find letter formation easier if the teacher
begins by having them form the shapes on a large scale.
2. Instead of beginning with individual letters, the adults
should begin by trying to produce the required
movements. Exercises in rhythmic writing help them
create smooth writing patterns.
3. Circles moving from left to right and patterns of slanted
lines are good to begin with.
4. The adults may find it useful to practise air-drawing the
patterns first, using the entire arm to write. Then they
could practise the patterns on the blackboard, using large
arm movements to help with free-flowing writing.
5. Finally, the adults work with pencil and paper,
progressing from these patterns to the tracing and
copying of letters, letter combinations, and words.
6. The multisensory techniques described in Objectives
W. 1.55 and W. 1.56 may also be used.
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STEP ONE: GQA 201
Writing
Objective
W. 1.35
To understand the use of periods
in abbreviations.

P

Explanation and Content

Suggested Activities

• To help the adults
understand the use of periods
in the abbreviation for days of
the week and months and in
Mr., Mrs., and Ms.

1. The adults should be introduced to periods in
abbreviations informally. The introduction to Mr., Mrs.,
and Ms. can be part of the addressing of envelopes (see
Objective W. 1.24).
2. An informal introduction to the abbreviation of days of
the week and months of the year can be provided when
the adults are practising filling in forms, dating notes,
and keeping a daily journal.

Content
- Mr., Mrs., Ms.
- months of the year
- days of the week

3. See the activities listed in Objective R. 1.26 for further
suggestions.
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STEP ONE: GQA 201
Writing
Objective
W. 1.36
To use verbs and verb forms
correctly.

P

Explanation and Content

Suggested Activities

• To help the adults use the
correct tense in writing.

1. The adults should be taught the correct verb tenses to
use in their writing informally rather than by means of
grammar exercises.

Content

2. The adults will remember the correct use of verbs more
clearly if the teacher focusses on the specific errors that
they make both orally and in writing.

- to be (am, was, have been,
etc.)
- to have (have, had, have
had, etc.)
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3. The appropriate verb tense to be used in a given
situation can be discussed during the editing process.

STEP ONE: GQA 201
Writing
Objective
W. 1.37
To make subject and predicate
agree.

P

Explanation and Content

Suggested Activities

• To teach the adults to make
the verb agree with the subject
of the sentence.

1. The teacher should focus on the agreement of subject
and predicate in informal discussion with the adults
during the editing process.

Content

2. The teacher explains that it is necessary to look at
whether a subject is singular or plural and then to make
the verb in the predicate agree with the subject.

- The book is on the desk.
- The books are on the desk.
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3. The adults’ errors are highlighted by the teacher and the
adults work with the teacher to try to correct them.

STEP ONE: GQA 201
Writing
Objective
W. 1.38
To form the present tense in the
third person.

P

Explanation and Content

Suggested Activities

• To teach the adults that in
the present tense for he, she
and it, it is necessary to add an
s to the end of the verb.

1. The teacher points out that for singular nouns and names
of people, places, or objects, in the present tense the
verb must have an s at the end.

It is quite common for the
adults to omit the s at the end
of the verb when using the
third person singular.
Content
- The dog barks.
- The dogs bark.
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2. This should be introduced to the adults on an informal
basis during the discussion and editing process.
Examples of the adults’ errors can be used to show the
difference in the verb when the third person singular is
used as opposed to the pronouns I, you, they, and we.
For example;
- The boy runs. He runs.
- The boys run. They run.

STEP ONE: GQA 201
Writing
Objective
W. 1.39
To form the negative correctly.

P

Explanation and Content

Suggested Activities

• To teach the adults to form
a negative by using not with
the verb.

1. It would be most useful for the teacher to focus on the
adults’ errors in writing to explain the correct formation
of the negative of the verb.

The adults very often do not
form the negative correctly, as
in I ain’t sick for I am not sick
or I ain’t seen it for I have not
seen it.

2. It is preferable to introduce the use of the negative form
of the verb informally as part of the discussion and
editing process rather than as a formal grammar
exercise.

Content
- verb + not
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STEP ONE: GQA 201
Writing
Objective
W. 1.40
To use and spell correctly plural
nouns correctly.

P

Explanation and Content

Suggested Activities

• To help the adults learn the
basic rules for forming plurals
of words that they commonly
use.

1. The teacher explains that es is added to form the plural
of words ending in ch, sh, s, x, and z, and introduces the
plurals of commonly used nouns such as churches,
dishes, dresses, taxes.
2. The teacher introduces the y rule: when a final y is
preceded by a vowel, you only add s to form the plural,
as in boys and days; however, when a consonant comes
before the final y, you change the y to i and add es, as in
penny-pennies.

Content
-

ch, sh, s, x, z
y
f, fe
o

3. The teacher explains that to form the plural of words
ending in f or fe, you usually change the f or fe to v or ve
and add es, as in leaf-leaves, knife-knives.
4. For words ending in o, the teacher explains that if the o
is preceded by a consonant, you generally add es, as in
tomato-tomatoes, whereas if the o is preceded by a
vowel, you add only s, as in radio-radios.
5. As with all grammar for adults at this level, it is
preferable to introduce the plurals informally as part of
the discussion and editing process rather than as formal
exercises.
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STEP ONE: GQA 201
Writing
Objective
W. 1.41
To use and spell singular and
plural possessive pronouns
correctly.

P

Explanation and Content

Suggested Activities

• To make the adults aware of 1. The words there and their are confusing. The teacher
should explain the word here is inside the word there,
the difference between singular
indicating place, and that the word their is possessive
and plural possessive pronouns
and has the word the inside it.
and teach them to use and spell
them correctly.
2. The teacher should explain that possessive pronouns are
used with nouns, and the noun indicates whether the
pronoun is singular or plural.
Content
3. The spelling and use of singular and plural possessive
pronouns should be taught informally, based on errors
the adults make in their writing.

- his, her, their
- this, these
- etc.
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STEP ONE: GQA 201
Writing
Objective
W. 1.42
To use auxiliary verbs.

P

Explanation and Content
• To teach the adults to use
auxiliaries, verb parts that
come before the main verb and
indicate time or determine the
mood of the main verb.

1. The teacher explains that a verb may be made up of
more than one word and that the verb parts that come
before the main verb are called “helping verbs.”
Often, helping verbs show time.
Some sentences have two or three helping verbs before
the main verb. For example:
- My sister must have eaten my lunch.
- You should have been told about the test.

Content
-

Suggested Activities

am, is, are
was, were
be, been
has, have, had
do, does, did
must, may, might
can, could
will, would
shall, should

Sometimes the helping verb and the main verb are
separated by words that are not verbs. For example:
- He did not know the answer.
Helping verbs such as may, should, etc. function to
determine the mood of the main verb or enhance its
meaning. For example:
- You must stay home. (obligation)
2. The helping verbs should be introduced informally as
part of the discussion and editing of the adults’ writing.
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STEP ONE: GQA 201
Writing
Objective
W. 1.43
To use the apostrophe in
contractions and possessives.

P

Explanation and Content

Suggested Activities

• To teach the adults to place
the apostrophe correctly in
commonly used contractions
and possessives.

1. The teacher introduces contractions commonly used in
speech and writing.

Content

3. The teacher points out the significance of the position of
the apostrophe in possessives. For example:
- girl’s toys = toys belonging to one girl
- girls’ toys = toys belonging to more than one girl

-

n’t: do not = don’t
‘s: he has = he’s
‘d: who would = who’d
‘m: I am = I’m
‘re: they are = they’re
etc.

2. The teacher helps the adults recognize the correct
placement of the apostrophe to indicate omitted letters.

4. As with all grammar introduced in Step 1, the use of the
apostrophe in contractions and possessives should be
taught informally, based on the adults’ errors in their
writing.
5. See the activities listed in Objective R. 1.21 for further
suggestions.

2.115

STEP ONE: GQA 201
Writing
Objective
W. 1.44
To use negative and affirmative
forms of contractions.

P

Explanation and Content
• To help the adults use
negative and affirmative
contractions, placing the
apostrophe correctly and
omitting the right letters.

1. The adults should be made aware of negative and
affirmative contractions and their meaning and spelling.
The teacher may provide the adults with a reference
sheet of contractions.
2. At this level, contractions should be introduced
informally, as part of the discussing and editing of the
adults’ writing.

Content
-

Suggested Activities

I’m
we’re
he’s
she’d
I’ve
isn’t
won’t
aren’t
haven’t
hasn’t
wouldn’t
etc.
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STEP ONE: GQA 201
Writing
Objective
W. 1.45
To use the comma correctly.

P

Explanation and Content
• To teach the adults to use
the comma in writing dates,
places, or words in a series.
Content
- dates
- places
- series

Suggested Activities
1. The teacher explains the use of the comma in dates:
- The day of the month is separated from the year by a
comma. When a complete date is part of a sentence, the
year is separated from the rest of the sentence by a
comma.
- A comma is not needed if a date consists of the month
and year only.
2. The teacher explains the use of the comma in addresses:
- A comma is used between the name of a city or town
and the province.
- When an address is part of a sentence, a comma is
used to separate the name of the city from the street.
- Commas are also used to separate the province, state,
or country from the rest of the sentence.
3. The teacher explains that commas are used in a series, a
list of three or more things or a sequence of events.
4. The use of the comma should be introduced informally
as part of the discussion and editing process, rather than
as a formal grammar exercise.
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STEP ONE: GQA 201
Writing
Objective
W. 1.46
To avoid using double negatives.

P

Explanation and Content

Suggested Activities

• To teach the adults to avoid
using more than one negative
in a clause.

1. The teacher should point out the adults’ use of double
negatives as part of the discussion and editing of the
adults’ writings.

It is very common for the
adults to make the error of
using a double negative in a
sentence. For example:
- Do not never cross the street
on a red light.
- I don’t have nothing to do.

2. The teacher explains that there are many negative words
in English, for example: not and its contraction n’t, no,
none, never, nothing, no one, nowhere.

Content
-

n’t
no
none
never
nothing
no one
no where
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3. The teacher tells the adults they should avoid using ain’t
in place of am not, is not, are not, etc.

STEP ONE: GQA 201
Writing
Objective
W. 1.47
To omit unnecessary words.

P

Explanation and Content
• To help the adults eliminate
unnecessary words.
The adults sometimes use
unnecessary words in speech
and writing, for example:
- This here cup is empty.
- That school is more bigger.
- That there car is new.
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Suggested Activities
1. The teacher points out to the adults that certain words
are unnecessary, provide no information, and should be
omitted.
2. In Step 1, it is not necessary to present the omission of
unnecessary words as a formal grammar exercise but
rather as part of the writing and editing process.

STEP ONE: GQA 201
Writing
Objective
W. 1.48
To use capitals in titles.

P

Explanation and Content

Suggested Activities

P

• To teach the adults to
capitalize the first letter of the
first word and all other
important words in titles.

1. The teacher explains that the first word and all important
words in titles of books, poems, stories, songs,
newspapers, magazines, movies, and television
programs are capitalized, and provides examples.

Content

2. The teacher encourages the adults to give their writing a
title in order to have them practise capitalization as well
as to help them focus on the main point of the writing.

-

books
movies
poems
songs
newspapers
magazines
television programs

3. The adults practise using capitals by reviewing the TV
schedule and writing down the names of television
shows they’ll watch that week.
4. The adults list the titles of books they have read recently
or movies they have seen in the last few months.
5. The adults make a list of their favourite songs.
6. As with all grammar at this level, the use of capitals in
titles should be taught informally.
7. See the activities listed in Objective R. 1.8 for further
suggestions.
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STEP ONE: GQA 201
Writing
Objective
W. 1.49
To choose the correct forms of
pronouns for subject and object.

P

Explanation and Content
• To teach the adults to use
the correct pronoun forms for
the subject and object in a
sentence.

Suggested Activities
1. The teacher helps the adults choose the correct forms of
pronouns for subject and object. For example:
- The boys will put the toys away.
- They will put them away.
2. The choice of the correct forms of pronouns for subject
and object should not be presented as a formal grammar
exercise at this level, but as part of the writing and
editing process.
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STEP ONE: GQA 201
Writing
Objective
W. 1.50
To understand and use the letter
format.

P

Explanation and Content
• To help the adults write a
personal letter, placing the
address, date, greeting, body of
the letter, closing, and
signature in the proper places.

Suggested Activities
1. The teacher gives the adults a brief sample letter and
then a sheet with lines indicating the placement of all
important information.
2. For beginning learners, the teacher writes “Dear” on the
line for the greeting, with a space and a comma at the
end. The more advanced adults fill this in themselves.

Content
-

3. The closing is given for beginning adults, while more
advanced adults are provided with a few easy closings to
choose from.

notes
short letters
sender’s address
date
greeting
body of letter
closing
signature

4. The teacher indicates to the adults that the signature
should be in cursive writing.
5. As the adults progress, the sheet with lines for the letter
format is replaced by small sheets, perhaps with designs
on the edges to make the exercise more interesting for
the adults.
6. The adults jot down a short list of things to write about
before beginning, and pretend that they are talking to the
other person, writing the way they speak.
7. The letters may be notes to friends, thank-you notes, etc.
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STEP ONE: GQA 201
Writing
Objective
W. 1.51
To spell words used in social and
work settings.

P

Explanation and Content
• To teach the adults to spell
words commonly used in their
daily life in both social and
work settings.
Content
-

names
names of days and months
numbers
place names
public signs
work-related terms
transportation terms
recreation terms
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Suggested Activities
1. The adults practise spelling commonly used words by:
- making a personal calendar and filling in the months
of the year and days of the week
- writing cheques and filling in bank forms
- making maps of routes normally taken, labelling
towns, streets and addresses, metro and bus stops, etc.
- filling in blank sign shapes: Stop, etc.
- bringing and filling in forms frequently used in their
work place
- filling in simple government forms: medicare, SIN,
etc.
- filling in various job application forms, spelling the
job-related words needed for the application form with
the help of the teacher
2. See Objectives W. 1.54, W. 1.55, W. 1.56, and W. 1.57
for techniques to teach spelling.

STEP ONE: GQA 201
Writing
Objective
W. 1.52
To know the spelling of
frequently used words with
unusual spelling.

P

Explanation and Content
• To help the adults recognize
that certain consonant
combinations contain silent
letters, and others represent
specific sounds.
Content
- silent letters:
kn, wr, gn, mb
- consonant combinations;
ph, gh

Suggested Activities
1. The teacher introduces the adults to commonly used
words that have silent letters, such as know, write and
climb.
2. The adults find these words in sentences and cross out
the silent letter in each word, or do exercises that require
them to fill in a missing letter or letters, for example, to
use kn and n correctly in the sentence: He ___ew the car
was not __ew.
3. The adults are introduced to the consonant combinations
ph and gh, and practise pronouncing them according to
the following rules: the letters ph in phone and gh in
rough represent the same sound the consonant f stands
for; the letters gh in light, however, do not stand for a
sound.
4. The adults do exercises in which a picture representing a
commonly used word is given and the missing gh or ph
must be filled in. For example, the number 8 is shown
with the word ei___t to be completed.
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STEP ONE: GQA 201
Writing
Objective
W. 1.53
To create a personal spelling
dictionary.

P

Explanation and Content

Suggested Activities

• To help the adults spell
words that are important to
them.

1. The adults keep a personal dictionary to aid in learning
spelling and also to familiarize themselves with
alphabetical order.

Content

2. File cards may be used, and placed in alphabetical order.
With this system it is very easy to add new words and
keep them in alphabetical order.

- alphabetical order
- card index
- address book

3. A small address book is sometimes preferable, as the
pages are already labelled for each letter and it is small
enough to be carried around easily.
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STEP ONE: GQA 201
Writing
Objective
W. 1.54
To use a logical approach to
spelling.

P

Explanation and Content
• To help the adults learn to
spell by using a logical,
systematic approach.

Suggested Activities
The teacher begins with a known word such as in and
then expands to bin, chin, thin and other related words in
the adults’ oral vocabulary.

The adults find it easier to
learn to spell long words by
breaking them into syllables
rather than individual sounds.
Word patterns can be a useful
tool for adult learners, as they
allow them to learn a whole
group of new words
simultaneously.
Content
- syllables
- word patterns
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NOTE: The Glass analysis method is an effective tool in
teaching spelling.

STEP ONE: GQA 201
Writing
Objective
W. 1.55
To use a multisensory approach
to spelling.

P

Explanation and Content
• To help the adults learn to
spell words by using the
multisensory (“say, trace, hear,
write”) approach to spelling.

1. The teacher makes a model of the word on a piece of
paper. The less competent the adult learner, the more
controlling the model needs to be.
For most adults, a model made with a pen or pencil
would be sufficient. For less competent adults, the
model to be copied should be larger and made by a
broad marker. The least skillful adults would need an
embossed model, which provides high contrast and a
strong textured feeling. This embossed model is made
by writing the word with a crayon on a paper placed on
top of a piece of wire screening. See the Fernald method
in the Glossary for an explanation.

Content
-

Suggested Activities

saying
tracing
hearing
writing
repetition

2. The tracing and saying sequence should be repeated if
the adults have difficulty with the actual writing of the
word.
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STEP ONE: GQA 201
Writing
Objective
W. 1.56
To use visual techniques to learn
spelling.

P

Explanation and Content
• To help the adults
remember spelling more easily
by using visual techniques.
The use of visual techniques is
especially important for words
that cannot be approached
phonetically.
Content

Suggested Activities
1. Many adults learn best through visual stimuli. They
need to look at a word in print and try to put a
“photograph” of it in their memories, then cover it over
and try to write it.
2. Flashcards, 3" × 5" cards with words written on them,
are filed in alphabetical order to form a word bank of
words frequently used and personal words important to
the adults.
3. The teacher provides exercises in which certain letters
are missing from a word, for example, w_ere are y_u?

- “look, cover, write”
- flashcards
- jigsaw puzzles

4. Jigsaw puzzles giving the adults all of the letters in the
word but asking them to order them correctly can work
very well. The words are written on index cards and cut
up into interlocking pieces, at first by groups of letters
and later, as the adults advance, by individual letters.
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STEP ONE: GQA 201
Writing
Objective
W. 1.57
To use an auditory approach to
spelling.

P

Explanation and Content
• To help the adults use the
sense of hearing to spell words
through the sounds of the
individual letters and letter
combinations.

Suggested Activities
1. It is necessary for the adults to recognize the letters of
the alphabet and know the various sounds which each
letter represents, either alone or in combination with
other letters.
2. The teacher should have the adults try to decide from its
sound what letter a word begins with, and then write any
other letters they hear.

Content
- phonics
- pronunciation by syllable
- mnemonics

The adults may break the word into syllables for
possible clues.
3. The adults think of all the rhyming words they know
how to spell. For example, they could attack the word
how if they know cow or now.
4. The teacher helps the adults use mnemonics, techniques
to improve memory. For example: How now brown
cow.
5. The Glass analysis is an effective tool for teaching
spelling. (See Glossary.)
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STEP ONE: GQA 201
Writing
Objective
W. 1.58
To spell words frequently used in
writing.

P

Explanation and Content
• To teach the adults to spell
words frequently used in
writing that may not be spelled
phonetically.

Suggested Activities
1. The teacher helps the adults master the spelling list of
high-frequency words after ensuring that the adults can
read the words on the list.

Content

2. The words are assigned a few at a time to be studied and
practised in sentences dictated by the teacher and
produced by the adults.

spelling list of high-frequency
words

3. The high-frequency words are added to the adults’
personal spelling dictionary. (See Objective W. 1.53.)
4. The teacher tapes a cassette, dictating the word list
slowly, and the adults practise writing the words at
home.
5. See Objectives W. 1.56 and W. 1.57 for techniques for
teaching spelling.
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STEP ONE: GQA 201
Writing
Objective
W. 1.59
To take dictation to help learn
spelling.

P

Explanation and Content

Suggested Activities

• To have the adults listen to
words the teacher says and
write them, either in context or
in lists.

1. At the beginning the teacher may want to provide the
dictation text in written form for the adults to refer to, in
order to bridge the gap between copying and dictation.
This will help those who are feeling insecure about
taking dictation. See Objective W. 1.5.

Content

2. Using a version of cloze exercises is another way of
reducing the demands of dictation. A text is provided
with blanks for certain words. The text may be based on
material previously read. The adults fill in the blanks
with spelling words they have studied.

“words in context” lists

3. If the adults have difficulty recalling the spelling of
complete words, the teacher may provide words with
blanks for the appropriate number of missing letters.
For example: your may be represented as y _ _ r, and the
adults either fill in the blanks when the teacher dictates
the word or choose from vowel combinations provided.
4. The dictation of lists of spelling words, as opposed to
whole passages, breaks down the task into a series of
small steps. This allows adults who have difficulty
spelling one word to experience success with other
words.
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STEP ONE: GQA 201
Writing
Objective
W. 1.60
To remedy patterns of errors the
adults make in spelling.

P

Explanation and Content
• To determine and remedy
the phonetic errors the adults
make consistently through an
analysis of their errors.
When adults are learning to
spell, certain errors, especially
in the area of vowel sounds,
are quite common. For
example:
- The adults often confuse the
long e and short i sounds, as
in the words ship and sheep.
- The short o, short u, and
short a often cause
difficulty, as in the words
rot, rat, and rut.
In the area of consonants, the
letters b, d, and p often cause
problems as do consonant
digraphs, such as th, ch, and
sh, and consonant blends, such
as sm, sn, and squ.
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Suggested Activities
Practice in reading these sounds and auditory
discrimination exercises are useful. See activities listed
in Objective W. 1.57 for further suggestions.

STEP ONE: GQA 201
Writing
Objective
W. 1.61
To use sound clues to look up
words in a simplified dictionary.

P

Explanation and Content

Suggested Activities

• To help the adults use sound 1. The teacher should first ensure that the adults are
capable of putting the letters of the alphabet in
clues and alphabetization to
alphabetical order. See activities in Objective T.S. 1.9.
look up words in a simplified
dictionary.
2. The teacher gives the adults a few words beginning with
different letters and they put these words in alphabetical
order.
Content
- an appropriate dictionary
- a dictionary of commonly
misspelled words

3. Once that skill is mastered, the teacher gives the adults
words with the same first letter. The adults look at the
second letter in order to alphabetize the words.
4. The teacher shows the adults how to use the guide words
in a dictionary to find the page on which the word they
are looking for is found.
5. The teacher and adults determine the initial sound of the
word being looked up, for words beginning with
consonant blends of two or three letters, digraphs, and
digraph blends.
6. The adults determine what vowel sounds (long and
short) they hear. See Objectives W. 1.54 and W. 1.57
for techniques to approach spelling.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.1
To talk about things heard, seen
or read.

P

Explanation and Content
• To enrich and build upon
the adults’ existing vocabulary
for more effective
communication.
• To encourage the adults to
be descriptive when talking
about their lives, and events in
their lives.

Suggested Activities
1. The adults are instructed to give a short (2-3 minute)
oral presentation on a subject of their choice.
2. The teacher gives the adults suggested topics: their
home, their work, a favourite television program, an
important news story, etc.
3. The adults are given an adequate amount of time to
prepare a description of the topic of their choice.
4. The group is divided into pairs and the presentations are
given on a one-to-one basis if the adults are shy about
giving their presentation directly to the group.

Content
- class readings/presentations
- TV shows
- news

5. The teacher circulates, making mental notes of the
language and descriptions the adults use in their
presentations.
6. Later, some of the language and descriptions are written
on the board and discussed by the group.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.2
To ask questions to clarify
procedures and concepts.

P

Explanation and Content
• To help the adults learn to
ask appropriate questions to
understand procedures and
ideas.
Content

Suggested Activities
1. The teacher presents questions about a procedure and the
steps involved. For example:
- How do I begin?
- Do I have to do this?
- Why do I do this?
- What do I do next?
- Should I do this?
2. The teacher presents several procedures to think about.
For example:
- getting a driver’s licence
- looking for a job
- buying a house

- questions
- procedures

Working in pairs, the adults choose one procedure and
work through the steps involved, using questions and
answers. The steps should be recorded and later
presented to the group, who may have further questions
to clarify proceedings and concepts. For example:
- Why do I do this now?
- Why don’t I do this first?
* Beforehand, as a demonstration of the activity, the
teacher may provide the steps for a certain procedure in
answer to questioning from the group.
* The teacher should remind the adults to refer to
questions written on the blackboard.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.3
To express ideas, facts and
opinions clearly.

P

Explanation and Content
• To familiarize the adults
with the vocabulary necessary
to present their personal
feelings, beliefs or knowledge
about everyday concerns and
issues.
Content
- vocabulary for personal
expression:
- “personally…”
- “in my opinion…”
- “it is my belief that…”
- “I believe that…”
- “I feel that…”
- newspaper editorials
- discussions
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Suggested Activities
See Objective L.S. 1.8 for suggested activities.

STEP ONE: GQA 201
Vocabulary
Objective
V. 1.4
To associate the spoken word
with pictures and symbols.

P

Explanation and Content

Suggested Activities

• To develop in the adults the
ability to match the spoken
word with symbols.

1. The teacher brainstorms with the adults the types of
messages conveyed through public signs, and writes
them on the blackboard.

• To ensure that the adults
know that these symbols
represent spoken words and
various types of messages.

2. The adults are given a selection of public signs on cards.
The teacher indicates the meaning of each message and
the meaning of a line through a symbol.
The teacher names signs at random, for example, No
Smoking.

Content

The adults select the appropriate symbol from their pile
for each message they hear.

- picture books
- posters
- public signs

The activity continues until all symbols have been
called.
* This could also be done with symbols on household
products.
3. The teacher shows the adults advertising posters and has
them create slogans or captions.

2.137

STEP ONE: GQA 201
Vocabulary
Objective
V. 1.5
To associate the spoken word
with the written word.

P

Explanation and Content

P

• To have the adults
recognize the written form of
the words in their basic
vocabulary.
Content
-

Suggested Activities
1. The teacher prepares name tags for the adults to wear in
class on an ongoing basis.
2. The teacher shows the adults flashcards of very basic
words which are part of the adults’ vocabulary and
pictures that correspond to them, for example, house,
cat, bread.
The adults pronounce each word.

names
places
animals
flashcards

The adults copy each word.
The teacher shows flashcards with the same pictures,
omitting the words this time.
The adults write the name of each picture from memory.
* This activity may be repeated each day until all the
words have been learned, and then a new series of
flashcards may be presented.
* Pictures can also be presented in categories such as
animals, clothing, food, occupations, etc.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.6
To build a sight vocabulary
relevant to the adults.

P

Explanation and Content

Suggested Activities

P

• To have the adults
recognize the written form of
words they commonly use and
add these words to their sight
vocabulary.

1. The teacher presents a certain number of new words in
written form on a continuous basis. (These words are
presented together with a picture or in a sentence.) The
words should be selected to correspond to the adults’
most commonly used words (refer to a commonly used
sight vocabulary list).

Content

2. The adults learn to write these words and keep them in a
personal dictionary which they build on throughout their
program.

- personal dictionary
- prepositions
- pronouns

3. A brief definition from the teacher should be recorded
beside each word.
4. The teacher reinforces new words on a continuous basis
by including them in other reading work or flashcard
sessions.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.7
To accumulate a reading
vocabulary of words needed in
the adults’ immediate
environment.

P

Explanation and Content
• To have the adults
recognize and be able to read
words they encounter in their
daily lives.

Suggested Activities
1. The teacher selects one area of vocabulary to focus on
each lesson, for example, words in traffic signs, and
writes these words on the blackboard.
To provide context, the teacher presents each word with
a picture of the sign. The adults practise saying the
word.

Content

The words are then presented in sentences on the board.
The class reads each sentence aloud together.

- common signs
- labels
- names

The adults are shown the words one at a time, written on
cards, and asked to read each word.
The teacher then says each word without the card. The
adults are asked to write the word they hear, referring to
the list on the blackboard.
This list is built on throughout the course with words
from various vocabulary areas.
Reinforcement
Collages of street signs and labels may be made and
displayed in the classroom.
Captions using new vocabulary may also be displayed
with photographs.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.8
To identify a word by using clues
in pictures or cartoons.

P

Explanation and Content
• To expand the adults’
vocabulary, using expressions,
activities, scenes, etc. in
picture books or cartoon strips.

Suggested Activities
The teacher uses a cartoon strip which tells a story,
either choosing one where no language is shown or
erasing the words.
Each picture is put on a separate card.
In groups of four or five, the adults are given one picture
at a time.

Content
cartoon activities

The adults discuss the picture and write down one or
two sentences about it and try to guess something about
the rest of the story.
At intervals, they are handed the rest of the pictures, and
each time they discuss them again and add to or modify
what they have written.
Each group presents what they have written.
The teacher records new vocabulary on the blackboard.
The written version is presented to the adults.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.9
To identify a word by using the
other words in the sentence.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
familiar words in a sentence,
based on context clues.

1. The teacher writes a simple sentence on the blackboard
for each new vocabulary word to be learned, and
underlines the new word. The teacher should make sure
that all other words in each sentence are familiar. For
example:
- The dog chased the cat.
- I read the book.

• To encourage the adults to
make reasonable guesses as to
the meaning of words.

The teacher should make sure each sentence allows for a
reasonable guess at to the meaning of the word, as in the
examples.

Content
- simple sentences
- parts of speech: nouns, verbs

The adults read each sentence aloud and discuss its
meaning.
The adults add the words to their personal dictionary.
As a variation, the adults may be asked to choose the
best word to fill in a blank, or to replace another noun,
verb, adjective, etc.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.10
To predict the meaning of an
unknown word when it is part of
a list of known words.

P

Explanation and Content

P

• To encourage the adults to
make assumptions about the
meaning of unfamiliar words,
based on what logically
follows a series of known
words.

Suggested Activities
1. The adults practise writing the day’s date for each class:
day, month, year.
2. The teacher writes numbers 1 to 20 on the blackboard
and the adults read the list first and then write the
numbers.

Content

The teacher writes the spelled-out forms of the numbers
one to twenty on index cards and shuffles the cards.

- lists: days of the week,
months, numbers

In groups, the adults are instructed to arrange the cards
in order.
The same could be done for months or days of the week.
3. With each group having the same set of index cards, a
member of one group holds up a card. A member of
another group selects the card which should follow from
his or her set and holds it up.
The activity continues until all the adults have had a
turn to guess the number which follows and they easily
recognize the spelled-out forms of the numbers.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.11
To use familiar words to help in
defining a new word.

P

Explanation and Content

Suggested Activities

1. The teacher demonstrates on the blackboard how
• To help the adults define
common suffixes create new words when added to
unknown words by using
known words. For example: farm + er = farmer
known words. To reinforce the
use of suffixes.
The teacher writes er, or, ist on the board and explains
that these endings form nouns when added to root
words, referring back to the example:
Content
farm + er = farmer
- suffixes: er, or, ist
The adults, in pairs, are given six cards on which are
written three suffixes and three root words, suffixes in
one colour, root words in another.
For example:
or
teach
er
act
ist
type
The adults match the appropriate root word with the
suffix.
The definitions are discussed by the adults as a group.
This activity may be expanded by adding more root
words once the concept has been learned. This may be a
brainstorming activity with the adults.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.12
To use root words as an aid to
understanding meanings.

P

Explanation and Content
• To develop the adults’ skill
in building upon known words
and root words.
Content
- prefixes
- suffixes, see Objective
V. 1.11
- root words

Suggested Activities
1. The teacher builds upon the list of suffixes from
Objective V. 1.11.
The teacher demonstrates that a root word like chem
may have several suffixes added to form new words and
different parts of speech.
For example:
chem + ist = chemist
chem + istry = chemistry
chem + ical = chemical
The activity from Objective V. 1.11 may be repeated
with variation of suffixes and added roots.
2. The teacher gives examples of commonly used prefixes,
and demonstrates how prefixes change a word’s
meaning. For example:
- un, pre, re
- tidy â untidy
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.13
To recognize compound words.

P

Explanation and Content

Suggested Activities

• To help the adults realize
that new words can be formed
from combinations of simple
words.

1. The teacher defines the term compound word as a word
consisting of a combination of words. For example:
- flashlight
- newspaper

Content

2. Using very basic vocabulary, the teacher writes two lists
of simple words on the blackboard. For example:

- simple words familiar to the
adults

dog
fire
horse
arm

man
house
chair
shoe

The meanings of the simple words are reviewed.
The adults are instructed to join simple words to form
compound words with logical connections.
Following the match-up activity, the teacher discusses
the meaning of each compound formed.
The adults then practise making their own sentences
using the compound words.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.14
To enrich vocabulary by learning
new meanings for familiar words.

P

Explanation and Content

Suggested Activities

• To demonstrate to the adults 1. The teacher writes on the blackboard the word play and
demonstrates its multiple uses. For example:
that a word may have different
- I play every day (verb)
meanings, depending on what
- I enjoyed the play (noun)
part of speech it is.
2. The terms verb, noun, and adjective are discussed.
Content
- words with multiple
meanings
- words that may be different
parts of speech,
for example: play - noun
play - verb

3. A list of words with multiple meanings is brainstormed
with the adults. For example:
- light
- spring
One word is selected and its various uses are
demonstrated on the blackboard. For example:
- I turned on the light (noun)
- The book was light, not heavy (adjective)
- If it’s dark, we light a candle (verb)
The adults practise formulating their own sentences,
orally or in writing, using the word light as each part of
speech. They continue doing this for each word on the
list.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.15
To use synonyms and antonyms
to bring precision and variety to
language.

P

Explanation and Content

Suggested Activities

• To help the adults build
their vocabulary by using
synonyms and antonyms.

1. The teacher discusses how dull it sounds when the same
word is repeatedly used to describe or talk about
something. Examples of such repetition are
demonstrated on the blackboard.

Content

2. The use of antonyms is also demonstrated: Something is
not big. Replace with small.

- synonyms
- antonyms

3. The teacher writes a list of selected words on the
blackboard. For example: big, pretty, tight, friendly,
close, sit. The adults are asked to supply an opposite as
each word is called out. They write the pairs.
4. Using nine master words, a grid is prepared:
big

close

sit

new

tight

wet

pretty

friendly

happy

The teacher gives the definition of a word from the
master list, for example, “the opposite of small.” The
adults then cross out the appropriate word. They are
asked not to refer to their written list, but to try to
remember from the earlier lesson.
* A similar activity may be done using synonyms.
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STEP ONE: GQA 201
Vocabulary
Objective
V. 1.16
To develop new words by
expanding on familiar words.

P

Explanation and Content

Suggested Activities

• To teach the adults to
expand upon known words by
adding common prefixes and
suffixes to create new words.

The teacher writes happy, happiness, happily, and
unhappy on the blackboard. Each prefix or suffix is
underlined.

Content

The definitions and parts of speech are explained by the
teacher, who also points out the spelling change and the
rule to apply when suffixes are added to certain words.

- prefixes and suffixes
- parts of speech

The teacher demonstrates how each word is used in a
sentence (writes four sentences on the board).
Then the adults are given a list of familiar words, for
example, friend, fair, true, like, along with a list of
common prefixes and suffixes.
By combining the two lists the adults will attempt to
form new words, which they write in their notebooks.
The teacher writes all the suggestions on the board,
indicating whether they are correct or not. This will help
the adults build a more extensive list of prefixes and
suffixes. The adults then use these words in sentences.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.1
To recognize one’s own values.

P

Explanation and Content

Suggested Activities

• To develop in the adults an
awareness of principles which
are intrinsically valuable or
desirable to them.

1. The teacher explains the concept of personal values and
principles by which we live, and gives a few examples
of his/her own values.
2. The adults each share one of their own values and these
are noted on the blackboard. The group is encouraged to
debate and discuss them.

Content

3. A situation is presented by the teacher which involves a
value decision by the adults. A situation from the Ann
Landers’ advice column would be appropriate. For
example:
- a problem child
- dealing with seniors

- discussion
- reactions

4. Each member of the group is asked to think about the
situation, what decision they would make, and how they
arrived at their decision. Group discussion follows, each
telling what they would do in such a situation and why.
5. The response given in the advice column is then read to
the group and the adults give their reactions.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.2
To improve auditory recall.

P

Explanation and Content

Suggested Activities

• To improve the adults’
ability to recall details,
information, instructions,
messages, etc. which they have
heard.

1. The adults are paired off, and one of the pair is given a
short, detailed text at an appropriate reading level. This
text is read to the partner, who is quizzed verbally by the
reader to recall certain details from the text.
2. Picnic Game. Each adult begins a sentence with “I’m
going on a picnic and I’m going to take…” Each adult
supplies an item. Each one takes a turn, repeating all the
previous items and adding one more item to the list.
This continues until all members of the group have had a
turn.

Content
-

memory games
instructions
retelling activities
indirect speech

3. The class listens to radio news reports, weather reports,
or advertisements. The teacher quizzes the adults on
their ability to recall the information.
4. The teacher practises reported speech with the adults.
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STEP ONE: GQA 201
Thinking Skills
Objective
T. S. 1.3
To improve visual recall.

P

Explanation and Content
• To have the adults
remember words through
shapes and associate words
with pictures.
Content
-

word shapes
symbols
memory games/pictures
abbreviations

Suggested Activities
1. The teacher shows how words can be associated with
shapes. For example:
pump =
The teacher puts several shapes on the board. The adults
copy each shape into their notebook and fill in words
which fit into the given shape. Some adults fill in
shapes on the board.
2. Groups of words are given with shapes drawn beside
them. For example:
then
warm
kind
The word of the correct shape should be circled.
3. The adults are given a picture of a park or street scene
with people and activity. This is studied for two or three
minutes and turned over. The teacher asks about 10
questions, for example:
- What was the old man doing?
- How many dogs were in the picture?
4. The teacher asks the adults to think about a favourite
place, event or person, and then to describe to the group,
as accurately as possible, the image they have.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.4
To read, listen to, and talk about
imaginative words.

P

Explanation and Content
• To encourage the adults to
read and respond to poetic,
musical and fictional works.
To develop creative thinking.

1. The teacher and the adults discuss emotions and feelings
and situations which elicit such emotions as anger,
sadness, happiness.
The group members are asked to think of their favourite
type of music, songs, poems, stories or films. The
teacher asks such questions as:
- Why do you like this book?
- How did the ending make you feel?
- How do you feel when you hear that song?

Content
-

Suggested Activities

poetry
music
fiction
emotional responses

2. With their eyes closed and listening attentively, the
adults hear a tape-recorded song, one or more times if
necessary. The teacher encourages the adults to respond
to the song by asking such questions as:
- Did you like the song?
- Does the song bring back memories of a person or
place?
- How does this make you feel?
- Which particular lyrics make you feel that way?
The responses are recorded on the blackboard.
3. The teacher assigns classic novels which have been
rewritten for the beginning reader. These may be read
by the adults as a group over the course of the semester.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.5
To recognize similarities and
differences.

P

Explanation and Content
• To help the adults develop
logical thinking by detecting
differences between letters or
words and by determining
relationships in shapes and
colours, and in synonyms and
antonyms.

1. The teacher prepares four or five pairs of cards showing
written or drawn letters, shapes, or words, depending on
the focus of the lesson. Each set contains two of a kind.
For example:

A

a

In groups of four, the adults place the cards randomly,
face down. Each adult turns up two cards to find a
match. In order to keep the cards, the adult must say the
letter or word, or name the shape correctly.

Content
-

Suggested Activities

synonyms
antonyms
words, letters, shapes
pictures

2. The adults are given two columns of phrases (or
antonyms or synonyms):
Same Different
live alone
leave alone
ü
payday
pay day
ü
sit up
set up
ü
The adults indicate whether the two are the same or
different. The teacher discusses the similarities and
differences when the task is completed.
3. Each pair of adults is given two pictures which are fairly
similar but have some differences. By asking each other
questions, they are to discover as many differences as
possible.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.6
To classify items by grouping.

P

Explanation and Content
• To teach the adults to sort
or categorize objects or words
by identifying common factors
or linking similar concepts.

Suggested Activities
1. The teacher explains how to sort and classify in many
everyday activities. For example: sorting laundry - lights and coloureds.
2. The teacher indicates the many criteria by which items
can be grouped or categorized, and gives examples on
the blackboard: big/small, good/bad, animate/inanimate,
singular/plural.

Content
categories

The teacher provides examples for each category.
3. The teacher asks the adults to name items on their
weekly grocery list. All responses are recorded on the
blackboard.
The teacher draws a chart with spaces for four or five
categories:

The adults think of categories into which they could
group the list on the blackboard. The items are
classified by the adults and the groupings are discussed.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.7
To relate to the
feelings/behaviour of others.

P

Explanation and Content

Suggested Activities

• To help the adults detect
and empathize with the moods
and feelings of others.

1. The teacher involves the adults in a general discussion
of emotions and moods we experience and has the adults
make a list of them.

Content
- discussion: moods,
fictional/TV characters,
readings

The adults are divided into small discussion groups.
The teacher presents each group with a situation (related
to work or home) and asks each member to tell how he
or she would feel. For example:
- “I would feel relieved.”
- “I would feel anxious.”
Each member of the group responds to the others’
responses. For example:
- “Why would you feel this way?”
- “I understand why you would feel this way.”
2. The adults watch short TV drama clips or listen to short
radio drama clips. The teacher engages the adults in a
discussion of the moods or feelings of certain characters,
through questions such as:
- “Is the character in a bad or good mood?”
- “Have you ever felt this way?”
- “How would you react in such a situation?”
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.8
To become more flexible in
thinking.

P

Explanation and Content
• To encourage the adults to
think hypothetically and be
aware of alternative ways of
thinking.
• To encourage the adults to
be open to others’ opinions.
Content
- hypothetical questions:
“what if…”
- brainstorming

Suggested Activities
1. The teacher writes on the board several questions
beginning with: “What would you do if…”
The teacher has each adult give one response to each
question, and records the responses on the blackboard.
The teacher asks the adults to consider the other
responses given as alternatives to their own response.
The adults select and rank other options as:
(1) preferred option
(2) next possible option
(3) last resort, etc…
This continues until all questions are answered and
solutions considered.
2. The teacher presents a hypothetical situation involving
an individual faced with a dilemma or choice.
The adults are asked to give suggestions to an individual
in such a situation. The teacher may provide an example
and then elicit other responses (“What else could…?”).
The teacher records all the responses as viable solutions.
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STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.9
To understand the concept of
sequence.

P
P

Explanation and Content
• To increase the adults’
comprehension and
appreciation of sequence.
Content
-

alphabet
alphabetical order
directions
sequential order of events in
stories

Suggested Activities
1. To teach and review letters in alphabetical order, the
teacher gives each group of the adults a pack of alphabet
cards containing 26 letter cards. Each adult is dealt an
equal number of cards.
One adult lays a letter down, preferably from the middle
of the alphabet. Other adults continue the sequence,
until an alphabet chain is formed. For reinforcement,
the players say the name of the letter before laying it
down.
2. The teacher gives each adult a piece of paper with the
entire alphabet or a sequence of letters scattered over the
page. The adults make a line connecting the letters in
sequence. This may be done with a sequence of
numbers or a connect-the-dots picture.
3. The adults are divided into groups of four or five. The
teacher gives each adult two cards with segments of a
story written on them, at the adults’ reading level. The
adults are instructed not to look at each others’ cards.
Together, the group must arrange the cards to make a
logical story. Each adult reads his or her cards aloud as
often as is necessary to determine the proper sequence.

2.158

STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.10
To play with words.

P

Explanation and Content
• To show the adults they can
be experimental and have fun
with words.

1. The teacher writes on the blackboard sets of words that
rhyme.
The adults are paired off. The first of each pair says a
word (three or four letters) to the partner, who must
respond with a rhyming word, and so on.

Content
-

Suggested Activities

The adults are instructed to spell (or write) each word
after they say it.

rhymes
riddles
poems
puzzles

2. The adults are divided into small groups or pairs. Each
group is given alphabet cards with all 26 letters. The
cards are shuffled and distributed to the members of the
group.
One adult begins by spelling a word of two or three
letters and placing the appropriate cards on the table.
The next adult must build a word, as in a crossword
puzzle or scrabble, on the letters already on the table.
3. The teacher reads several limericks to the adults.
Brainstorming with the adults, the teacher writes a list of
rhyming words on the blackboard, which are used by the
adults to attempt to write their own limericks.

2.159

STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.11
To distinguish between fact and
fiction.

P

Explanation and Content
• To help the adults tell the
difference between works
which are factual and those
which are imaginary.

Suggested Activities
1. The teacher distinguishes between fact and fiction by
telling the adults that fact has actual existence while
fiction is invented by the imagination.
With the adults, the teacher compiles lists on the
blackboard of things which may be classified as fact or
fiction.

Content
- reading and listening
material: newspapers, radio,
fictional stories

Fact
news stories
advertisements
biographies

Fiction
stories
films
novels

2. The adults listen to news clips of actual events, with the
teacher compiling a list of the facts given on the
blackboard.
The adults are given a very short, simple newspaper
article.
The teacher reads the article to the adults and asks each
adult to state two facts from the article. The teacher
records these on the blackboard.
The article is compared with fictional works.

2.160

STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.12
To distinguish fact from opinion.

P

Explanation and Content
• To teach the adults to use
factual words and “feeling”
words in descriptions.
• To help the adults express
personal opinions.

Suggested Activities
1. The teacher illustrates the distinction between fact and
opinion, explaining that fact is actual and proven while
opinions are personal viewpoints, judgments. For
example:
- That car costs $10 000. (fact)
- That car is expensive. (opinion)
The teacher and the adults make lists of factual and
feeling words on the blackboard. For example: cold,
round, green, nice, pretty.

Content
- factual words
- feeling words
- personal viewpoints

The teacher shows the group pictures of concrete
objects, people, or places, asking the adults to describe
each picture. The responses are recorded on the
blackboard in columns of fact or opinion. The adults are
asked to discuss the opinions or list the facts.
2. The teacher prepares a short, simple text for the adults to
read. The adults are told to underline the factual words
and to circle those that express personal feelings.
The responses are discussed by the group.

2.161

STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.13
To predict events, given facts.

P

Explanation and Content

Suggested Activities

• To help the adults anticipate 1. The teacher presents the adults with an example of a
cause-and-effect relationship, such as: It rained,
results and understand causetherefore there was no picnic.
and-effect relationships.
The teacher presents the vocabulary for describing such
relationships. For example: because, therefore, as a
result, so.

Content
- cause and effect (therefore,
because, as a result of)
- conditionals

The adults are asked to think of events in their own lives
and what caused or shaped these events. The teacher
points out cause and effect. For example:
Because I married young (cause) I didn’t finish school
(effect).
The teacher points out that predictions are made by
examining possible cause-and-effect relationships.
The adults are divided into groups, and each group is
given a different “what would happen if” situation and
told to think of all possible effects or outcomes of such a
situation.

2.162

STEP ONE: GQA 201
Thinking Skills
Objective
T.S.1.14
To understand analogy.

P

Explanation and Content
• To teach the adults to draw
comparisons between two
unlike things.
• To introduce the use of
figurative speech.

Suggested Activities
1. The teacher indicates to the adults how speech can be
much more effective and interesting when we make
comparisons to express ourselves. For example: He
swims like a fish.
The teacher points out that an analogy is a comparison
of two otherwise unlike things (boy, fish).
The teacher points out that such a comparison using like
or as is called a simile, and demonstrates the structures
of both. For example:
like + noun
as + adjective + as + noun

Content
- similes
- like, as

The teacher writes five examples of each structure,
uncompleted, on the blackboard, reviewing each noun
and adjective for meaning. The adults complete the
comparisons and read their responses aloud. For
example:
as light as…
he laughs like…
as crazy as…
it flew like…
as ugly as…
she drives like…

2.163

STEP ONE: GQA 201
Thinking Skills
Objective
T.S. 1.15
To reach conclusions based on
known evidence.

P

Explanation and Content
• To help the adults
assimilate information so as to
make accurate inferences or
draw logical conclusions.
Content

Suggested Activities
1. The teacher tells the adults that he or she is thinking
about a place (object, person, etc.).
The adults are given time to think of one yes/no question
to gain information about the place. The teacher gives a
yes/no answer to each question. The adults are asked
not to shout out their guesses.
The teacher records all answers on the blackboard.
For example:
Yes, it is a country.
No, it is not a hot country.
Yes, it is in Europe.

- guessing game
- yes/no questions

After a question from each adult has been answered, the
adults are asked to study the information recorded on the
blackboard and to write their guess on a piece of paper.
The guesses are read aloud to the group.
The activity continues with an adult, who has correctly
guessed the place, moving to the front of the room and
choosing a person, place, or object for the rest of the
group to guess.
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STEP TWO

TABLE OF CONTENTS - STEP TWO
LISTENING AND SPEAKING
Number

Objective

Page
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L.S. 2.2
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P
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P
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Prerequisite

STEP TWO
READING
Number

Objective

Page

R. 2. 1

To take risks ........................................................................................................................... 2.185

R. 2. 2
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R. 2. 3

To define personal need and desire to read ............................................................................ 2.187
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P
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P
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P
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P
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P
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P
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Prerequisite

P

STEP TWO
READING
Number

Objective

Page

R. 2.19
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R. 2.20
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R. 2.21
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P

R. 2.25
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P

R. 2.26
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P

R. 2.27
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P
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P
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P
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P
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Prerequisite

P

STEP TWO
READING
Number

Objective

Page
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Prerequisite

STEP TWO
WRITING
Number

Objective

Page
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W. 2.12
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Prerequisite
P

P

P

P

P

STEP TWO
WRITING
Number

Objective

Page
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To prepare to write ................................................................................................................. 2.241
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To write for content and meaning .......................................................................................... 2.242
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To edit and revise ................................................................................................................... 2.243
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Prerequisite

P

P

P

STEP TWO
WRITING
Number

Objective

Page
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W. 2.39
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P

W. 2.41
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P
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P
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Prerequisite

P

STEP TWO
WRITING
Number

Objective

Page

W. 2.54

To take dictation to improve spelling .................................................................................... 2.276

W. 2.55

To use a logical approach to spelling ..................................................................................... 2.277

W. 2.56

To use a multisensory approach to spelling ........................................................................... 2.278

W. 2.57

To use visual techniques in spelling ...................................................................................... 2.279

W. 2.58

To use an auditory approach to spelling ................................................................................ 2.280

W. 2.59

To discover and correct patterns of spelling errors ................................................................ 2.281

W. 2.60
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W. 2.61

To use sound clues to look up words in a dictionary ............................................................. 2.283
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Prerequisite

STEP TWO
VOCABULARY
Number

Objective

Page

V. 2.1

To talk about things heard, seen and/or read ......................................................................... 2.284

V. 2.2

To identify a word by using clues in pictures, cartoons, or maps .......................................... 2.285

V. 2.3

To guess the meaning of a word by using what is given in the sentence ............................... 2.286

V. 2.4

To guess the meaning of an unknown word when it is part of a list of words already known .. 2.287

V. 2.5

To recognize compound words .............................................................................................. 2.288

V. 2.6

To use newly learned words in communicating facts and ideas ............................................ 2.289

V. 2.7

To use the metric system prefixes .......................................................................................... 2.290

V. 2.8

To enrich vocabulary by learning new meanings for already familiar words ........................ 2.291

V. 2.9

To be aware of idioms and colloquial usage .......................................................................... 2.292

V. 2.10

To clearly describe one’s feelings and those attributed to others .......................................... 2.293

V. 2.11

To know and use specialized vocabulary pertaining to a specific subject area ..................... 2.294
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Prerequisite

P

P

STEP TWO
THINKING SKILLS
Number

Objective

Page

T.S. 2.1

To improve auditory recall ..................................................................................................... 2.295

T.S. 2.2

To improve visual recall ........................................................................................................ 2.296

T.S. 2.3

To recognize similarities and differences .............................................................................. 2.297

T.S. 2.4

To classify items by grouping ................................................................................................ 2.298

T.S. 2.5

To read, listen to, and talk about imaginative works ............................................................. 2.399

T.S. 2.6

To play with words ................................................................................................................ 2.300

T.S. 2.7

To relate to the feelings and behaviour of others ................................................................... 2.301

T.S. 2.8

To become more flexible in thinking ..................................................................................... 2.302

T.S. 2.9

To distinguish between fact and fiction ................................................................................. 2.303

T.S. 2.10

To distinguish fact from opinion ............................................................................................ 2.304

T.S. 2.11

To understand analogy ........................................................................................................... 2.305
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Prerequisite

P

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.1
To listen to others in order to take
part in a discussion.

P

Explanation and Content
• To encourage the adults to
listen quietly, concentrate, and
respond in a discussion.
Content

Suggested Activities
1. The teacher discusses with the adults the importance of
allowing others to contribute in discussions, without
interrupting. The teacher explains to the adults that
good listeners make good conversationalists, and that it
is necessary to concentrate in order to appreciate the
input of others.
2. The adults listen to recorded discussions, perhaps from
radio programs. The teacher points out the pattern of
discussion and how each participant takes turns making
contributions.

- informal discussions
- taped discussions

3. In a smaller class, the teacher leads a general discussion
on a topic familiar to the group so that there is plenty of
input. If the class is too large, the teacher may form
groups of three or four adults.
4. To better control the discussion, the teacher has the
adults raise their hands when they wish to contribute.
5. The teacher asks the adults to acknowledge the previous
input by repeating or rephrasing what they have just
heard.

2.175

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.2
To speak loudly enough to be
heard.

P

Explanation and Content

Suggested Activities

• To develop self-confidence
in the adults so that they are
able to express themselves
clearly in various situations.

1. For those adults who are shy or reluctant to speak, the
teacher makes tapes of their voices and plays them back.
The teacher repeats this activity until the adults are
satisfied with the volume of their voices.

Content

2. The adults move on to one-to-one conversations.
The teacher encourages them to speak loudly and
clearly.

- telephone conversations
- discussions
- meetings

3. The teacher leads a class discussion, prompting
those who are timid by questions such as:
- What do you think of this?
- Do you agree?
- Would you do the same?
The teacher monitors the volume of the discussion so
that those who speak more quietly will not be drowned
out or discouraged from speaking.
4. The teacher holds a class meeting to discuss a class trip
or special activity and encourages the adults to speak by
telling them that their contributions are necessary and
important. Good organization will allow the adults to
express themselves loudly and clearly.

2.176

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.3
To answer specific factual
questions.

P
P

Explanation and Content
• To help the adult provide
correct answers to specific
questions.

Suggested Activities
1. The Wh questions are shown on the blackboard and
explained.
Using paper of two different colours, the teacher
prepares pairs of questions and answer cards with
corresponding numbers. The teacher mixes up the cards
of each colour and gives one question and one answer
card to each adult.

Content
- question/answer cards
- stories

One at a time, the members of the class read out a
question. The adults raise their hands to provide the
answer. This continues until all the questions are
answered.
2. An adult starts by saying, “I’ve been reading an
interesting book” or “I took a trip last year.” The others
take turns asking questions, such as “Who are the
characters?” “Where do they live?” “How does the
story begin?”
The questions become more specific once more detail is
known. The storyteller should provide correct answers
to the questions.
Using a very simple story as an example, the teacher
provides the adults with three or four kinds of questions
to ask.

2.177

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.4
To provide personal information
clearly.

P

Explanation and Content

P

• To enable the adults to give
personal data in various
everyday situations and
effectively communicate
appropriate information.
Content
- interviews
- personal data
- role-plays

Suggested Activities
1. The teacher prepares a work sheet of questions at an
appropriate level for an exchange between the adults.
The adults circulate, choosing partners to interview.
Examples of questions are:
- What is your name?
- Where are you from?
- What is your telephone number?
- What is your date of birth?
- What is your address?
2. The adults role-play telephone conversations or
situations which require them to provide personal
information. For example:
- applying for a phone
- opening a bank account
Questions may be provided as a guide.
3. “Ice-breaker” games at the beginning of the course give
the adults an opportunity to exchange personal
information.

2.178

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.5
To recall specific information
heard.

P

Explanation and Content
• To develop the adults’
ability to listen for detail and
improve their memory
techniques.
Content
- memory games
- retelling of facts

Suggested Activities
1. The teacher prepares an anecdote or detailed short story
which is unfamiliar to the adults.
Four or five adults leave the room while the teacher tells
the remaining adults the story. Adult no. 1 enters the
room and is told the story. When adult no.2. comes in,
the first adult retells the story. The group listens and
points out any omissions or inaccuracies. This
procedure continues until all the adults have re-entered
the room and retold the story.
Several stories may be prepared so that each adult has an
opportunity to retell a story.
2. The adults make phone calls, gathering information to
share with the rest of the group. For example:
- bus station: times, fares
- directory assistance: numbers
- The Gazette Info Line: sports scores, weather
- movie theatres: times, prices
3. After listening to taped news stories and weather reports,
the adults are quizzed on specific information heard.

2.179

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.6
To interpret directions and
messages accurately.

P

Explanation and Content

Suggested Activities

1. In pairs, the adults are given simple street maps. The
• To help the adults follow
teacher presents vocabulary for asking for and giving
directions correctly in the order
directions.
in which they are given and
interpret messages accurately.
2. The teacher provides household products with directions
for their use, which are enlarged and photocopied. The
teacher reviews the vocabulary. For example:
Content
- directions for making instant coffee
- directions for using shoe polish
- directions (maps)
- directions for using cleaning products
- messages
- directions for use
While one adult reads out loud, another carries out the
instructions being read.
3. The adults should be encouraged to jot down messages,
using key words. The teacher shows examples of office,
telephone, and personal messages.
The teacher reads messages aloud while the adults jot
them down clearly and concisely.
The adults listen to recorded messages and write down
the most important information.
The teacher explains how to paraphrase.

2.180

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.7
To listen to and correctly
interpret a short sequence of
instructions.

P

Explanation and Content
• To show the adults how to
follow the steps in everyday
instructions.

Suggested Activities
1. The teacher reviews vocabulary of sequence
(Objective L.S. 1.4).
A discussion follows about instructions used in the
workplace or in domestic tasks.

Content
-

2. The adults are given a disassembled child’s toy or
household item, and easy assembly instructions. The
teacher and the adults read the instructions together and
the teacher clarifies the vocabulary. Adults are chosen to
carry out each step.

medical instructions
assembly instructions
appliance instructions
recipes
fire drill instructions
forms

3. The teacher uses various board games with instructions,
such as Scrabble.
4. The teacher presents fire drill instructions. The class
stages a mock fire drill in which the adults carry out the
instructions given: close all windows, exit by nearest
door, turn right, etc.
5. The teacher reviews vocabulary for recipes. If feasible,
the adults make a recipe, following the instructions
precisely.
6. The adults fill in basic forms while the teacher reads out
the instructions. For example:
- Put your name here.
- Put an X in the box if…

2.181

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.8
To ask questions and make
requests.

P

Explanation and Content
• To teach the adults to
phrase questions correctly, to
ask appropriate and pertinent
questions, and to make
requests politely.
Content

Suggested Activities
1. The teacher presents the structure of questions and
requests. See Objectives L.S. 1.2 and L.S. 1.7.
2. One adult thinks of an object familiar to the class.
Others ask such questions as:
- Is it large?
- Is it green?
- Is it my sweater?
A maximum number of questions may be set, in order to
encourage the adults to ask only pertinent questions.

- phrasing of information
and yes/no questions
- polite requests

3. Each adult is given a sheet with 10 “find someone who”
questions to formulate. For example:
- Find someone who likes liver.
- Find someone who was born in 1958.
The adults circulate randomly, asking each other
questions to find 10 people who…For example:
- Excuse me, do you like liver?
4. The adults practise making polite requests with each
other. For example:
- May I borrow your pen?
- Do you know the time?

2.182

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.9
To give instructions and
directions so that others may
follow them.

P

Explanation and Content
• To help the adults recognize
the difference between
effective and confusing
instructions and directions.

Suggested Activities
1. The teacher reviews vocabulary for giving instructions
in a sequence of steps. (See Objective L.S. 1.4)
2. The adults are paired off, one given a fairly simple
picture of an object or shape, the other given a blank
sheet.

Content
This activity is similar to L.S. 1.4 except that the focus
is on the adults giving clear instructions so that their
partners can as accurately as possible reproduce the
picture without seeing it.

- vocabulary of sequence
- instructions
- maps

3. Using materials such as wire, matchboxes, paper, twistties, pipe-cleaners, one group constructs a shape,
building, etc. Detailed instructions are compiled to
enable the second group to reproduce the item as
accurately as possible, using similar materials. The
adults practise giving the instructions and the results
should speak for themselves!
4. Working with town maps, the adults provide the best
directions possible to guide each other from point A
to B.

2.183

STEP TWO: GQD 202
Listening and Speaking
Objective
L.S. 2.10
To relate one’s own experiences
to ideas and concepts heard and
read.

P

Explanation and Content
• To encourage the adults to
share their experiences in
response to ideas they hear.
• To help the adults express
their own opinions and beliefs
gained through experience.

Suggested Activities
1. The teacher distributes a text, either sad or happy, a
disaster or news story, and asks the adults to pick
out six or seven words upon which they could
recreate a personal experience.
The teacher asks them to think back to an experience
which the words may fit or describe. These experiences
are shared with the group.
In pairs, the adults explain to each other the relevance of
these words to their lives.
2. An editorial is selected from a newspaper and
simplified, if necessary, to correspond to the adults’
ability level. For example: an editorial on parking in the
city. The teacher either reads it aloud or gives out copies
to the adults to read.
The teacher asks the adults to informally express their
views on the article, thinking back to their own
experiences.
The adults contribute opinions or suggestions to enlarge
on the content of the article.
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STEP TWO: GQD 202
Reading
Objective
R. 2.1
To take risks.

P

Explanation and Content
• To encourage the adults to
accept error and to persevere
without being fearful of new
challenges.
Content
- coping strategies
- independent learning
- various reading material

Suggested Activities
1. The adults may be reluctant to attempt to read material
in an unaccustomed format or style. The teacher and
adults should collaborate to choose reading material that
will suit the adults’ needs and objectives.
2. By demonstrating that there is a variety of reading
material available, the teacher can make reading
activities more interesting: For example:
- a simple recipe or recipes
- low-vocabulary-high-interest books
- a short article from a magazine or newspaper (on
personal interests)
3. To avoid frustration, the teacher may break the task into
smaller segments or temporarily change activities,
always having the adults return to the original task to
complete it.
4. The teacher encourages the adults to read material that
comes to their homes: newspapers, flyers,
advertisements. Buying the daily paper and just reading
the headlines would be a good start.
5. The adults keep a journal of daily reading goals and
accomplishments.
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STEP TWO: GQD 202
Reading
Objective
R. 2.2
To understand the need to
communicate in society.

P

Explanation and Content

Suggested Activities

• To make the adults aware
that the ability to communicate
orally or through writing or
reading is essential in order to
function adequately in daily
life. To remind the adults that
communication encompasses
much more than just speaking.

1. The teacher discusses a variety of situations in
which communication is essential:
- in a thank-you note
- in a conversation with a neighbour
- to order food in a restaurant
- to ask directions
- to read and answer mail
- to discuss finances
- in a telephone message

Content

2. The adults role-play typical situations such as phoning
the Canada Employment Centre or visiting a counsellor.
The adults write out and read an imagined conversation,
using actual forms from the C.E.C. and reading back the
information.

-

“real life” reading material
forms
labels
official letters

3. Using simple reading material, the adults discuss the
message intended by the writers.
4. The teacher selects an editorial or letter to the editor at a
suitable level and discusses the theme and main points.
5. The teacher examines an instruction booklet or the
labels on household or medical products with the adults.
6. The adults compile a daily record of situations in which
the need to read is essential.

2.186

STEP TWO: GQD 202
Reading
Objective
R. 2.3
To define personal need and
desire to read.

P

Explanation and Content

P

• To help the adults feel less
isolated on a daily basis
because of an inability to read
what others take for granted.
The adults may have a desire
to read in order to feel less
alienated and ostracized in
daily life.
Content
a variety of reading material

Suggested Activities
1. The adults set goals and objectives by establishing why
they want to read, and record these objectives, reviewing
them regularly to ensure that they are satisfied with the
goals set.
2. The teacher describes a situation in which the ability to
read is essential. For example: filling in government
forms or applications, understanding labels.
3. The teacher organizes activities which allow the adults
to feel successful and/or to become aware of the need to
read. For example:
- reading books to children
- reading and copying recipes from simple
cookbooks
4. The teacher reads simple articles and extracts from daily
newspapers, and discusses what information can by
learned from them.
5. With incentive and motivation in mind, the teacher
designs reading activities at an appropriate level for the
adults in order to improve their basic reading skills.
6. The teacher encourages the adults to keep a log of
situations in which they need to read.

2.187

STEP TWO: GQD 202
Reading
Objective
R. 2.4
To use accumulated knowledge
to derive meaning from reading.

P

Explanation and Content

Suggested Activities

• To use the adults’ personal
story writing, non-fiction
writing and other general
writing as reading material, or
to select reading material to
suit the adults’ cultural
background.

1. The teacher surveys the interests, hobbies, traditions,
work, background, culture, musical interests, travel
experiences, food or cooking interests, etc. of the adults.

Content
a variety of personal reading
material
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2. With this information in mind, the teacher helps the
adults choose appropriate reading material.
3. The teacher uses the adults’ own writing as the basis for
in-class reading. The adults transcribe, dictate, or create
a story, fiction or non-fiction. With this as the basis for
study in class, the teacher examines the adults’ sentence
structure, vocabulary, plot sequence, grammar, etc.

STEP TWO: GQD 202
Reading
Objective
R. 2.5
To use context cuing.

P

Explanation and Content
• To help the adults
determine the meaning and
pronunciation of a word by
examining the known words in
the sentence.
Content

Suggested Activities
1. From a text being used in class, the teacher designs a
cloze exercise, selecting a paragraph and leaving out
some words, and the adults fill in the blanks.
2. The teacher listens to the adults read, noting any errors
in pronunciation, and prepares a cloze exercise leaving
out the mispronounced words. The teacher asks the
adults comprehension questions to help them determine
the unknown words.

a variety of reading material
3. The teacher creates a multiple-choice exercise with word
choices for blank spaces in given sentences.
For example:
Balloons
Biscuits
The dog eats dog _____________. Bananas
4. The teacher creates sentences in which one word has
some letters missing and asks the adults to complete the
word.
5. The teacher creates sentences in which associated word
pairs occur, leaving one word of the pairs blank in the
sentence. For example:
- I like coffee with cream and ______________.

2.189

STEP TWO: GQD 202
Reading
Objective
R. 2.6
To develop an advanced sight
vocabulary.

P

Explanation and Content

Suggested Activities

P

• To assist the adults in
recognizing words by shape or
size rather than phonetic
breakdown.

1. The teacher helps the adults make a list of sight
vocabulary words to suit their interests. They practise
reading these words until they recognize them by sight.
Cards of single words or lists, pairs, or groups of words
may be used.

Content

2. The teacher makes a list of sight vocabulary words to
suit a theme of study. For example:
- learning styles
- personal growth
- career guidance

- advanced sight lists
- sight lists based on themes

The adults practise reading these words until they have
been mastered.
3. The teacher, with the adults, writes a “language
experience” book. If the adults dictate the book and the
teacher writes it, the adults will use much-advanced
vocabulary. The teacher uses some of this vocabulary as
the basis for an advanced sight vocabulary.
4. Sight words without obvious meanings, such as upon,
many, before, think, where, seem, etc., should be
presented in context.

2.190

STEP TWO: GQD 202
Reading
Objective

P

Explanation and Content

R. 2.7
To meet basic reading
requirements.

P

• To make the adults aware
that in daily life individuals
are faced with basic reading
requirements: letters, forms,
directions, labels, street signs,
calendars, bulletins and
notices, etc.
Content
a variety of “real life” reading
material
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Suggested Activities
The adults should be prepared to read:
- a text independently
- an application form
- a menu
- a road sign
- a simple magazine article
- simple instructions or directions
- product labels
- recipes
- pamphlets
- brochures
- any other common everyday reading material

STEP TWO: GQD 202
Reading
Objective

P

Explanation and Content

R. 2.8
To determine the purpose and
content of different types of texts.

P

• To familiarize the adults
with the various types of
reading material—fiction, nonfiction, poetry, diary, journal,
etc.—and help them identify
the type from the presentation
and content of the text.
Content
a variety of texts

Suggested Activities
1. The teacher presents the adults with a variety of texts,
such as notes, letters, advertising, novels, short stories,
poems, newspapers, magazines, instruction booklets,
comics, guides, timetables, workbooks.
2. For each type of text, the teacher designs questions on
the purpose of the text. For example:
- Where do we find such texts?
- Why are they written?
- What do we learn from them?
- Who is the text geared toward?
- When does a person need such a text?
The adults discuss the various answers to the questions.
3. The teacher and the adults examine each text together
from cover to cover, discussing the layout and the
purpose of the organizational pattern.
4. The adults compare and contrast types of texts, for
example:
- textbook vs fiction
- cookbook vs dictionary
The teacher discusses the reasons for various structures
and formats of texts.

2.192

STEP TWO: GQD 202
Reading
Objective
R. 2.9
To analyse the organization of
reading material.

P

Explanation and Content

P

• To help the adults judge
whether reading material is
fiction, non-fiction, poetry,
letters, directions, forms, etc.
and what the content may be
from the organization of the
text.
Content

Suggested Activities
1. Using a text to suit the current class theme, the teacher
helps the adults analyse the text’s overall organization,
examining such elements as titles, subtitles, paragraph
structure, dialogue, chapters, diagrams, pictures.
2. The teacher helps the adults understand the function or
purpose of the text through an analysis of the
organizational pattern. For example:
- to inform
- to entertain
- to explain

a variety of reading material
3. If the text being used is a novel, a basic introduction to
the organization of plot or a basic explanation of how
setting or characters are introduced may be given.
4. If the text used is a workbook, an examination of the
table of contents and a discussion of the sequence of
activities may be provided.
5. If an essay or editorial is being used, a study of topic
sentences would be helpful. An overview may be given
of basic techniques of argument, for example,
comparison and contrast.

2.193

STEP TWO: GQD 202
Reading
Objective
R. 2.10
To enjoy listening to and reading
the sounds, rhythms, and images
of language.

P

Explanation and Content

Suggested Activities

• To encourage the adults to
appreciate language in its
poetic form.

The teacher and the adults:

Content

2. Read simple poems and discuss:
- the rhyme scheme, repetition of words or phrasing
- how pictures (images) can be created with words
- the rhythm created when a poem is read fluently
- the sensory details: seeing, touching, hearing,
smelling, tasting

a variety of reading texts

1. Listen to taped poetry and discuss the sound of the
language and its effects.

3. Read descriptive sentences and discuss:
- the use of descriptive words
- the use of sensory detail
4. Read or listen to non-fiction and discuss the impact of
some of the word choices, expressions, etc.

2.194

STEP TWO: GQD 202
Reading
Objective
R. 2.11
To use reading to improve
confidence and enhance current
interests and abilities.

P

Explanation and Content

Suggested Activities

1. With the adults, the teacher selects reading material that
• To help the adults realize
is interesting and intellectually challenging but not
their reading potential,
difficult. The adults will feel successful if they can read
appreciate the value of reading
with ease. This type of reading exercise will also help
in their lives, and enhance their
the adults to continue to have a desire to read.
specific interests and skills
through reading.
2. The teacher and the adults brainstorm to compile a list
of the adults’ interests. From a library (or at a library,
with the adults) the teacher selects books that reflect the
Content
adults’ interests. With the adults, the teacher skims or
reads the selection of books, discussing the content.
a variety of reading material
3. The adults keep a log of the books they read.

2.195

STEP TWO: GQD 202
Reading
Objective
R. 2.12
To recognize various forms of
literature.

P

Explanation and Content

Suggested Activities

P

• To help the adults recognize
that there are many forms
within literature: novels, plays,
poetry, short stories, mysteries,
romance, etc.

1. The teacher leads a discussion on the variety of forms of
writing, using the adults’ experiences to enhance the
discussion.

Content

2. The teacher brings to class a variety of literary works
and discusses the purpose of a book of poems or short
stories, a mystery, a drama, etc. The teacher talks about
the pleasure of reading solely for entertainment and
offers an annotated bibliography to the class.

a variety of texts
3. The adults read simple short stories, a short novella
particularly suited to their reading level, simple poems, a
short play, a mystery, etc.
4. The adults keep a reading log, noting the names of texts
and the number of pages read as well as interesting
content.

2.196

STEP TWO: GQD 202
Reading
Objective
R. 2.13
To recognize consonant sounds
including consonant blends.

P
P

Explanation and Content

Suggested Activities

• To help the adults recognize 1. The teacher reviews consonant sounds, using word lists,
pictures, commercial charts, etc.
and know the sounds of each
consonant in the alphabet,
including hard and soft sounds, 2. The teacher points out that some consonants have two or
more sounds. For example:
and recognize and know the
ssend
xfox
sounds of common consonant
shis
xexam
blends.
xxylophone
Content
- consonants:
- g, c: hard or soft
- s: hard “z” sound or soft

The teacher reviews the rule that when g or c is followed
by e, y, or i, it usually has a soft sound. For example:
ggoat
ccake
ggem
ccentre
3. The teacher and the adults create word lists together and
review word lists of the consonant blend being studied.

- beginnings:
bl pl
br pr
cl sn
sp cr
dr tw

spl
wr
str
st
thr

- endings:
mp nt
nd rk

sk
st

4. The teacher dictates, then reads, with the adults, lists of
words with specific consonant blends.
5. When reading, the adults note or look for specific
consonant blends in words.
ld
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STEP TWO: GQD 202
Reading
Objective
R. 2.14
To recognize two-consonant
digraphs as representing one
sound.

P

Explanation and Content

Suggested Activities

• To help the adults
understand that digraphs are
consonant combinations
representing one sound.

1. The adults work from word lists of words with similar
sounds.

Content

3. The adults peruse old magazines and find pictures that
correspond to words with specific digraph sounds.

2. The adults work from word lists of words with a variety
of sounds.

th, ch, sh, ph, wh, gh
4. The teacher uses flashcards of digraph sounds or words
containing them.
5. The adults study a written text and note or search for
words containing specific sounds.
6. The teacher records the sounds on tape, and plays the
tape and asks the adults to locate the sounds or words in
an accompanying written text.
7. The adults play digraph bingo.
8. The teacher prepares cloze exercises using selections of
digraphs to fill in the blanks.

2.198

STEP TWO: GQD 202
Reading
Objective
R. 2.15
To recognize silent letters.

P

Explanation and Content
• To help the adults recognize
that in many common words
there are silent letters.

Suggested Activities
1. The teacher makes word lists of words with common
silent letters and reads the word lists with the adults.
2. When reading, the teacher notes any words with silent
letters and makes word lists of words with similar silent
letter combinations.

Content
- when two vowels are
together, the first is sounded
and the second is silent
- the silent e
- ight words
- silent t after s: wrestle
- silent w before r: wrong
- silent g before n: gnaw,
design
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3. The teacher reviews silent letter rules with the adults.
4. The teacher keeps word charts of words with silent
letters in the classroom and refers to them frequently.

STEP TWO: GQD 202
Reading
Objective
R. 2.16
To recognize words that sound
alike (homophones).

P

Explanation and Content

Suggested Activities

• To help the adults recognize
homophones, words that are
pronounced similarly but differ
in meaning and spelling.

1. The teacher prepares cloze exercises, using homophones
to fill in the blanks.

Content

3. The teacher prepares multiple-choice exercises.

homophones:
- loan - lone
- serial - cereal
- by - buy
- hole - whole
- etc.

4. The adults write sentences in which the meaning of the
homophone is shown.

2. The teacher prepares matching exercises in which the
adults have to select the correct word.

5. The teacher dictates sentences using homophones and
the adults write the correct choice of homophone.

2.200

STEP TWO: GQD 202
Reading
Objective
R. 2.17
To pronounce words by sound
units.

P

Explanation and Content
• To help the adults
pronounce each letter or letter
combination by sound,
separately, in order to hear
how words are constructed
and thus enhance their
phonetic reading ability.

Suggested Activities
1. The adults read a prepared list of words (appropriate to
theme or objectives), each reading a word, sound by
sound.
2. When the adults come across an unknown word in a
text, they pronounce the word by sound units.
3. The teacher dictates words by sound units and asks the
adults to write the words.

Content
-

initial and final consonants
other consonant sounds
long and short vowels
other vowel sounds
silent letters
digraphs
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4. The teacher tapes words, pronouncing them by sound
units and then as whole words, and the adults follow the
tape while reading from a prepared word list.

STEP TWO: GQD 202
Reading
Objective
R. 2.18
To recognize that some letters
have more than one sound.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
that some letters, such as g, c,
or s may have more than one
sound.

1. Using a text of his or her choice, the teacher finds as
many words as possible that contain letters that may
have more than one sound and reviews the words with
the adults.

Content

2. The teacher reviews lists of words which contain
common letters that may have more than one sound.
3. The teacher makes flashcards of words containing letters
that may have more than one sound, such as g or c.

word lists

4. The teacher uses pictures to illustrate words containing
letters that may have more than one sound.
5. The teacher makes index cards of words containing
letters that may have more than one sound and asks
the adults to place the cards in “sound” piles.
6. The teacher tapes or dictates words and the adults write,
then read, them.

2.202

STEP TWO: GQD 202
Reading
Objective
R. 2.19
To recognize that different letters
or combinations of letters may
represent the same sounds.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
that different letter
combinations, such as ch as in
machine and sh as in share,
may have the same sound.

1. Using a text of their choice, the adults select as many
words as possible that contain different letter
combinations with the same sound, and review them.

Content

3. The teacher makes flashcards of words with different
letters that have the same sound and practises these
words with the adults.

word lists

2. The teacher and adults review lists of words with
different letter combinations that have the same sound.

4. The teacher uses pictures to illustrate words with these
sounds.
5. The teacher makes index cards of words with different
letters that have the same sound and the adults
categorize the words by sound.
6. The teacher dictates words and the adults write the
words, then read them back.

2.203

STEP TWO: GQD 202
Reading
Objective
R. 2.20
To recognize, understand, and
use prefixes and suffixes and root
words.

P

Explanation and Content
• To make the adults aware
that many words contain
prefixes (letter groups at the
beginning of a word) and
suffixes (letter groups at the
end of a word).
• To help the adults realize
the basic component of a word
is the root word from which
other words are developed by
the addition of prefixes and
suffixes.
Content

Suggested Activities
1. The teacher refers to commercial lists of suffixes and
prefixes. For example:
- prefixes:
a
bi
mal
mis
ante
de
semi un
- suffixes:
ed
ly
ness
ing
er
able
2. The teacher prepares suffix or prefix cards and root
word cards, and asks the adults to combine cards to
create new words.
3. The teacher makes charts of common prefixes and
suffixes and asks the adults to refer to them often.
4. Some definitions should be learned to help in
vocabulary retention.

- prefixes
- suffixes

5. The teacher prepares fill-in-the-blanks exercises, and the
adults fill in either the suffix, the prefix, or the root
word.
6. The teacher makes lists of root words to match with
suffixes and/or prefixes.
7. The adults search for root words in a given text.

2.204

STEP TWO: GQD 202
Reading
Objective
R. 2.21
To understand and apply the
principle of syllabication.

P

Explanation and Content

Suggested Activities

• To help the adults
understand syllabication, the
process of dividing a word into
syllables.

1. The teacher selects words from the textbook being read
and uses these words as the basis for syllable exercises.

Content

3. The teacher reviews these rules:
- Each syllable must have one sound. Count vowel
sounds in words.
- Silent vowels do not “count” in syllabication.
- Vowel combinations such as ea or ee produce one
sound.

words to be divided into
syllables

2. Using vocabulary from the adults’ own writing, the
teacher prepares syllabication exercises.

4. The adults practise reading compound words.
5. The teacher shows how prefixes and suffixes are often
separate syllables.

2.205

STEP TWO: GQD 202
Reading
Objective
R. 2.22
To read possessives correctly.

P
P

Explanation and Content
• To teach the adults to
pronounce the s sound when
reading a possessive.

Suggested Activities
1. The teacher reviews the rule for written possessives,
singular and plural.
2. The teacher writes a list of possessives on the
blackboard and the adults read them, distinctly
pronouncing the “s” sound.

Many adults omit word
endings when reading,
consequently losing the
meaning or context of the
word.

3. From the text of study, the teacher selects possessives to
use as examples.
4. The teacher gives the adults a variety of singular nouns
to be made plural and plural nouns to be made singular
and they read the lists together.
5. If the adults omit a word ending when reading, the
teacher points out the error and insists the word be
reread.
6. The teacher gives fill-in-the-blanks exercises for
possessives and the adults read the sentences aloud.

2.206

STEP TWO: GQD 202
Reading
Objective
R. 2.23
To understand the concept of
abbreviations.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
and read abbreviated words.

1. Because many adults are unfamiliar with the concept of
abbreviations, a review of the purpose of abbreviation is
appropriate. (See Objective W. 2.37.)

Content

2. The teacher reviews lists of common abbreviations.

common abbreviations:
- Mr., Mrs., Dr., p., pp., St.,
Blvd., a.m., p.m.
- months of the year
- days of the week
- cities
- provinces
- countries

3. The teacher assists the adults in recognizing and reading
various abbreviations.
4. The adults make a list of the abbreviations they use,
then read these lists.
5. The teacher reads addresses and discusses the variety of
abbreviations in an address, and the adults write and
read their own address.
6. The adults make note of all abbreviations used over a
period of a few days and read this list.
7. The adults look at maps and read the abbreviated names
of various places.

2.207

STEP TWO: GQD 202
Reading
Objective
R. 2.24
To use alphabetical order.

P

Explanation and Content

Suggested Activities

P

• To help the adults recognize
how the letters of the alphabet
are ordered.

1. The teacher discusses various uses of alphabetical order:
index, files, encyclopedias, classified ads, class lists,
team lists, telephone books, yellow pages, cookbooks,
address books, information directories, dictionaries,
almanacs, etc.

• To help the adults apply
alphabetical order in real life
situations.
Content

2. Using one of the sources listed above, the teacher
designs alphabetical order exercises for the adults to
practise the process of alphabetizing.
3. The teacher designs role-playing situations in which
alphabetical order is used.

- alphabet
- alphabet charts

4. The teacher gives the adults lists of words (related to the
theme) to place in alphabetical order.
5. The teacher asks the adults to:
- reorder a “confused” list of letters of the alphabet
- alphabetize the names of class members
- complete an address book
- practise filing some file folders
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STEP TWO: GQD 202
Reading
Objective
R. 2.25
To tell time.

P

Explanation and Content

P

• To teach the adults to read
the numbers, recognize the
minute markers, and
understand the function of the
second hand on a clock or
watch, and to read the
numbers, including the a.m.
and p.m., on a digital clock.

Suggested Activities
1. The teacher times a reading activity and asks the adults
to keep track of how much time has passed.
2. The adults show the length of the class or tutorial on a
clock face.
3. The teacher discusses the purpose of time and
punctuality and explains how schedules relate to time.
For example: TV listings, bus schedules, cooking times,
doctor or dentist appointments.

Content
-

4. Using a clock face, the teacher explains the placement of
the hour numbers, the minute markers, and the fiveminute indicators as well as typical time-telling terms
such as noon, quarter past/after, midnight, 6:30, 1300
hours or 1400 hours.

numbers
minutes
seconds
clocks
watches
timers

5. The teacher gives the adults time-related problems to be
read and solved.
6. The teacher teaches the digital clock and a.m. and p.m.
7. The adults keep a log of significant times during the day
or week.
8. The adults bring in various clocks and watches as
examples.
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STEP TWO: GQD 202
Reading
Objective
R. 2.26
To use calendars.

P

Explanation and Content

P

• To help the adults use a
calendar to enhance or
organize daily life and to help
them recognize months of the
year, days of the week, and
dates on a monthly or yearly
calendar.

Suggested Activities
1. The teacher brings to class a typical wall calendar, a
small pocket calendar, and an agenda, and discusses the
many reasons for their use.
2. The teacher explains why and how an agenda is used,
and encourages their use by the adults for recording
homework, special dates, reminders, and appointments.

Content

3. The adults read the date on a medicare card and read
dates in newspapers, magazines, etc.

- pocket calendars
- wall calendars
- agendas

4. The adults list dates in the year that are important for
them, and note these with special messages in the
appropriate calendar spaces.
5. The adults read and learn to spell the days of the week
and months of the year.
6. The teacher discusses the special days marked on
commercial calendars.
7. The teacher points out the significance of the full moon,
half moon, and so on.
8. The teacher discusses the shortest month, February, and
explains leap year.
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STEP TWO: GQD 202
Reading
Objective
R. 2.27
To recognize common symbols.

P
P

Explanation and Content

Suggested Activities

• To help the adults recognize 1. The teacher discusses common symbols found in the
community, examining their purpose and value. For
that signs, place names, and
example: yield, crosswalk, crossroad, signal ahead, stop,
product labels use international
railroad, road narrows, slippery when wet, school
symbols that must be
crossing, playground.
understood for safe and careful
living.
2. The adults look at other common symbols and try to
learn or memorize them for later use. For example,
symbols:
Content
- on appliances such as washing machines, dryers
- on product labels: danger, flammable, caution
common symbols
- in public places: restroom, telephone
3. The adults play memory games or bingo with symbols,
using the symbols as bingo squares.
4. The teacher makes symbol flashcards.
5. The teacher prepares quizzes, using symbols as answers
in multiple-choice or matching exercises.
6. The teacher brings in household products and instruction
manuals that contain symbols and reviews them, asking
the adults to note as many symbols as they can.
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STEP TWO: GQD 202
Reading
Objective
R. 2.28
To become aware of various
sources of information.

P

Explanation and Content
• To make the adults aware
that there is a variety of types
of reference material:
dictionaries, encyclopedias,
phone books, almanacs, etc.
Content
a variety of resource material

Suggested Activities
1. The teacher plans a discussion of the types of resource
material we refer to in our lives to find further
information on various subjects.
2. The teacher presents the adults with a variety of
resource material:
Household:
- phone book and Yellow Pages
- dictionary or thesaurus
- almanac
- books of facts, statistics, or quotations on sports,
television, etc.
- newspapers or magazines
Library:
- encyclopedia
- atlas
- large dictionary
- non-fiction
- magazines
- newspapers
- etc.
3. The teacher prepares scenarios in which specific
information is required and asks the adults which source
of information should be used to locate the information.
For example:
- Where would you look to find the meaning of…?
- Where would I find the population of…?
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STEP TWO: GQD 202
Reading
Objective
R. 2.29
To recognize specific information
required.

P

Explanation and Content
• To help the adults
recognize, when using
reference material, what
specific information is needed
to complete a given task or
research assignment.

Suggested Activities
1. The teacher plans a discussion of the various types of
reference material. For example:
Telephone book: In order to use a telephone book, the
name of the individual is needed, last name, then first
name. A knowledge of alphabetical order is necessary. A
street name and city name are also useful. (See
Objective R. 2.30.)

Content
Yellow Pages: To locate a specific service, the general
nature of the service is needed, for example, pet care,
medical services, carpet cleaning. A knowledge of
alphabetical order is also required.

- discussion
- gathering information

Dictionary or thesaurus: To use a dictionary to locate
word definitions or synonyms, the correct spelling of the
word and a knowledge of alphabetical order are
required. (See Objectives R. 2.31-2.33.)
Encyclopedia: To use an encyclopedia, the subject or
“title” of the specific information is needed, spelled
correctly. A knowledge of alphabetical order and how
to locate information in a volume is also required.
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STEP TWO: GQD 202
Reading
Objective
R. 2.30
To use telephone directories.

P

Explanation and Content
• To help the adults use a
telephone directory to find the
telephone number of a friend,
business, community service,
government service, etc.
Content
the telephone book

Suggested Activities
1. The teacher reviews alphabetical order.
2. The teacher discusses the overall content of the
telephone directory. For example:
- rate information
- emergency numbers
- service information
- government services
- municipal services
- area codes
- time zones
3. The teacher refers to the “How to use this dictionary”
page in a Bell telephone directory.
4. The teacher reminds the adults there are different
telephone directories for various regions, for example,
Montréal, Québec City, South Shore.
5. The teacher prepares several telephone directory
problems in which the adults have to locate telephone
numbers. For example:
- Find the number of the local hospital.
- Find the number of the city hall.
- Locate the number of a certain restaurant.
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STEP TWO: GQD 202
Reading
Objective
R. 2.31
To become familiar with the
organization of a dictionary.

P

Explanation and Content

Suggested Activities

P

• To familiarize the adults
with the alphabetical
organization, guide words,
entry words, definitions, and
introductory information
regarding syllabication,
pronunciation, parts of speech,
etymology, cross-references,
etc.

1. The teacher presents a dictionary page on an overhead
projector, and reviews overall structure of the dictionary,
highlighting the general content of the introductory
pages, alphabetical order, the guide words, the
numbering of definitions, the notation of the words, and
parts of speech such as noun, verb, etc.
2. The teacher demonstrates how the guide words, located
at the top of the dictionary page, can be used to easily
locate the entry words, listed on the page (when the
correct spelling is known).

Content
3. The adults do several alphabetical order exercises. The
teacher presents a list of five words and the adults put
them in alphabetical order by looking at the first letter,
second letter, etc.

dictionaries

4. The teacher explains the value of examining the various
definitions of certain words.
5. The adults practise using the pronunciation keys.
6. The teacher reminds the adults to refer to the dictionary
in daily life.

2.215

STEP TWO: GQD 202
Reading
Objective
R. 2.32
To use a dictionary to find the
meaning of a word.

P
P

Explanation and Content

Suggested Activities

• To teach the adults to use a 1. The teacher reviews dictionary features, for example:
- alphabetical order
dictionary to locate a new word
- guide words
and to identify the most
- syllabication
appropriate meaning to suit the
- cross-references
context of the original source,
- parts of speech
or simply to use dictionary
definitions to enhance
2. Once a word is located in the dictionary, the teacher
vocabulary.
assists the adults in finding the proper meaning
according to its context.
Content
3. The teacher gives the adults lists of vocabulary words to
locate in the dictionary.
- dictionary
- vocabulary words
4. The teacher asks the adults to keep a list of vocabulary
previously looked up while reading. The definitions of
these words should also be included.
5. The teacher uses a word with multiple meanings in a
sentence and writes all possible definitions from the
dictionary for the adults to consider. The adults
determine the correct definition from the context.
The teacher gives out about 10 sentences, with words to
be defined underlined in each sentence, and the adults
give at least three meanings for each underlined word.
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STEP TWO: GQD 202
Reading
Objective
R. 2.33
To use a dictionary to find the
spelling of a word.

P

Explanation and Content

P

• To teach the adults to use
the dictionary entry words to
spell and divide words
correctly.

1. The teacher reviews alphabetical order, guide words,
syllabication, and the pronunciation key.

Content

3. The teacher chooses a word, for example, the colour
blue. Using guide words and alphabetical ordering, the
adults go to the section where words beginning with bl
are listed.

- dictionaries
- word lists
- spelling strategies

Suggested Activities

2. The teacher reviews spelling strategies. See Objective
W. 2.61.

The adults think of possible spellings for the next sound,
“oo,” and write their guesses: bloo, blew, blue, etc.
Each possible spelling is looked up in the dictionary.
The adults identify the correct spelling from the
definition.
4. The teacher reminds the adults to always use a
dictionary to clarify spelling, trying a variety of spellings
until the word is finally located.
5. The teacher locates spelling errors in the adults’ own
writings and asks the adults to find the correct spelling
of these words in the dictionary.
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STEP TWO: GQD 202
Reading
Objective
R. 2.34
To learn about libraries and
discover various library
departments.

P

Explanation and Content

Suggested Activities

1. On a map, the teacher locates the city or municipality in
• To inform the adults that
which the adults live, and determines whether they are
libraries are available to the
aware of the location of the library nearest their
community, and to show them
residence.
how to locate a library in their
neighbourhood and how to join
2. Referring to a telephone directory, the teacher locates
the library.
the phone number and address of the library nearest to
the adults and visits the library with them.
• To show the adults that one
can find, fiction, non-fiction,
3. The teacher shows the adults where the circulation desk
newspapers, magazines,
is, how they can obtain membership and a library card,
children’s books, reference
and where they can go for information, and discusses the
materials, audio material, etc.
general layout of the library.
in a library.
4. The teacher plans a scavenger hunt in the library, giving
the adults a list of types of books to find. The adults
locate the books in the appropriate library departments.

Content
- discussion
- field trip

5. The teacher discusses the many reasons one should use
the library regularly and encourages the adults to do so.

2.218

STEP TWO: GQD 202
Reading
Objective
R. 2.35
To understand and use the
catalogue system at the library.

P

Explanation and Content

Suggested Activities

• To show the adults how to
use the catalogue system to
find material under author and
subject headings.

1. The teacher supplies the adults with a variety of sample
catalogue cards and reviews the call number, author,
title, publication date, total number of pages in the book,
and subject, author, and title cross-references.
2. The teacher gives the adults a list of books to find in the
library by author or subject or title.

Content
- library
- catalogue samples
- library field trip

3. As a research topic, the adults write when they will have
to use the catalogue system to locate reference books.
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STEP TWO: GQD 202
Reading
Objective
R. 2.36
To use schedules and timetables.

P

Explanation and Content

Suggested Activities

• To help the adults read bus, 1. The teacher discusses the need for schedules and
timetables in our daily lives and explains the potential
train, metro, airline, and school
consequences of misreading or being unable to read a
schedules and timetables.
timetable or schedule.
Content
various timetables and
schedules (these may need to
be reproduced in larger print)

2. The teacher examines and discusses the structure and
layout of a schedule, explaining the headings, columns,
subheadings, index, symbols, etc. as well as the use of
the 24-hour clock.
3. The teacher gives the adults an assignment in which they
must plan a day’s transportation around a timetable or
schedule of some form of public transit.
4. The adults plan a trip to and from a specific destination,
choosing convenient departure and arrival times on the
chosen mode of transport.
5. The adults bring in a timetable or schedule to examine
(preferably related to their daily activities, sports, travel,
etc.).
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STEP TWO: GQD 202
Reading
Objective
R. 2.37
To read plans and diagrams.

P

Explanation and Content

Suggested Activities

• To help the adults read floor 1. The teacher discusses the need to understand plans such
as a floor plan or the assembly instructions for a vacuum
plans and the diagrams that
cleaner.
come with instructions for
household appliances and
2. The teacher brings in a variety of instruction booklets
home entertainment systems.
that contain basic assembly instructions and reads them.
3. The teacher examines a basic floor plan for an apartment
or home and discusses the plan.

Content
a variety of reading material

4. The adults draw a floor plan of their apartment or home.
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STEP TWO: GQD 202
Reading
Objective
R. 2.38
To use an encyclopedia.

P

Explanation and Content

Suggested Activities

• To help the adults
understand and use the
encyclopedia, paying particular
attention to the alphabetical
order of the volumes and
index.

1. The teacher explains that an encyclopedia is organized
in alphabetical volumes, including an index, and that it
contains a wide range of knowledge on a variety of
subjects.

Content

3. The adults research each of the subjects, reading the
highlights and, whenever possible, the entry itself.

- alphabetical order
- encyclopedia

2. The class brainstorms a list of subjects to research, using
the encyclopedia.

4. The teacher reminds the adults that the encyclopedia is a
means of adding to general knowledge.
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STEP TWO: GQD 202
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 2.1
To spell and use words related to
personal information.

P

• To enable the adults to spell
words related to personal
information found on forms.

1. The teacher explores words related to personal
information found on forms, for example: surname, first
name, maiden name, street address, province, country,
postal code, country of origin, languages spoken, and
mother tongue.

Content
-

The words should be shown in block letters as that is
how they usually appear on forms.

name
address
forms
etc.

2. For techniques for learning to spell, see Objectives
W. 2.56, W. 2.57, and W. 2.58.
3. The adults practise writing their name on various forms.
For example:
- John M. Smith
- Smith, John M.
4. A variety of government forms are brought in for
practice: UIC, medicare, income tax, passport, job
application, and bank forms. Field trips may also be
taken to complete the forms on site.
5. For fun, entry forms to different contests with prizes
may be brought in.
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STEP TWO: GQD 202
Writing
Objective
W. 2.2
To become a willing and
confident writer.

P

Explanation and Content

P

• To help the adults gain
enough self-confidence and
enjoyment in writing to
become willing and confident
writers.

1. The more the adults write, the easier it will become.
Therefore, the adults must be encouraged to write as
much as possible in a daily diary or journal.

Content

3. Through dictation, the teacher may present spelling
strategies the adults can use to attack words in different
ways. The teacher should not be critical of errors and
should include in the dictation words which challenge
the adults. In this environment the adults should show a
willingness to take dictation and an enjoyment in doing
so.

- dictation
- directed writing
- free writing

Suggested Activities

2. Risk-taking by guessing at spelling should be
encouraged.

4. Opportunity should be given for free writing. At times,
the teacher may notify the adults in advance that the
writing will not be collected. The adults will then be
less concerned about errors and more willing to write
about personal matters, using the writing as an
emotional outlet.
5. Directed writing should be related, where possible, to
the adults’ world: letters to friends, family history,
experiences.
6. A supportive and uncritical environment will help the
adults write willingly and confidently.
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STEP TWO: GQD 202
Writing
Objective
W. 2.3
To write independently.

P
P

Explanation and Content

Suggested Activities

• To enable the adults to write 1. The teacher should give support when the adults ask for
it; however, the teacher should encourage the adults to
without the assistance of the
write independently.
teacher or other individuals.
2. Although the adults are eager to have correct spelling
and grammar, they should be encouraged to guess at
spelling.
3. The adults should try to organize their ideas and focus
on the main idea when writing. (See Objective W. 2.19)
4. With proper encouragement and a supportive
environment, the adults will feel comfortable and
supported enough to take risks and write independently.
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STEP TWO: GQD 202
Writing
Objective
W. 2.4
To use cursive writing.

P

Explanation and Content
• To teach adults to form
letters and words using cursive
writing, paying attention to the
shapes of the letters, the slant,
the left-to- right direction in
letters as well as in words, and
the connection of the letters to
each other.

Suggested Activities
1. It is assumed, at this stage, that the adults have already
begun to use cursive writing.
2. It would probably still be useful for the teacher to
provide the adults with exercises in tracing and copying
letter combinations and, in particular, words that include
problem letter combinations, for example, qu, fix, zone.
3. For adults at this level who have never used cursive
writing, see Objective W. 1.34 for beginning exercises,
and Objective W. 1.55 for multisensory techniques to
facilitate learning.

Content
the letters of the alphabet
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STEP TWO: GQD 202
Writing
Objective
W. 2.5
To form complete sentences.

P

Explanation and Content

P

• To help the adults recognize
that a sentence is a group of
words that makes sense by
itself.

Suggested Activities
1. The teacher explains the following:
A sentence is a group of words that makes sense by
itself. It is an assertion, a question, a command, a wish,
or an exclamation. It begins with a capital letter and
ends with appropriate end punctuation.
Most sentences can be divided into two parts: the part
that tells who or what the sentence is about (the subject)
and the part that gives information about the subject or
tells what the subject does (the predicate).
2. The teacher examines sentences, either taken from a
reading text or written by the adults, and discusses who
or what the sentence is about (the subject) and what
information is given about the subject in the sentence.
The adults should try to decide if the sentence makes
sense and is complete by itself.
3. The teacher prepares exercises in which incomplete
sentences are given to the adults to complete. (See
Objective W. 2.7.)
4. Conversely, the adults may divide run-on sentences into
smaller, complete sentences.
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STEP TWO: GQD 202
Writing
Objective
W. 2.6
To write questions.

P

Explanation and Content
• To help the adults write
questions, structuring them
correctly and using “question
words.”

Suggested Activities
1. The adults practise forming questions beginning with:
who, what, when, where, why, which, how, can, could,
may, would, will, do, does, did, are, is, was, were, have,
etc.

2. The teacher presents the adults with a statement and asks
Very often the adults rely on
them to form the corresponding question. For example:
intonation and the rise of the
- They are here. - Are they here?
voice at the end of the sentence
- He is five years old. - How old is he?
to create the impression of a
question, for example:
3. The teacher reminds the adults to use a capital at the
“You have a car?” rather than
beginning of the question and a question mark at the
“Do you have a car?”
end.
4. The adults make written requests for tourist information
on different locations.

Content
- “question words”: who,
what, when, etc.

5. The adults may take turns writing questions and
answering them in writing, as preparation for a job
interview, etc.
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STEP TWO: GQD 202
Writing
Objective
W. 2.7
To distinguish between a
complete sentence and a sentence
fragment.

P

Explanation and Content
• To assist the adults in
distinguishing between
complete sentences that make
sense by themselves, and
sentence fragments, groups of
words that do not make sense
by themselves.
Content
sentence fragments, for
example:
- when I went to the hospital
- that she couldn’t attend

Suggested Activities
1. The teacher explains that a group of words that does not
make sense by itself is called an incomplete sentence or
sentence fragment, and reviews subject and predicate.
(See Objective W. 2.6)
2. The teacher presents the following example to the
adults: The boy. Hit the ball. The boy hit the ball.
The teacher asks the adults which of these is a sentence
and points out that the first group of words does not tell
what the boy does, and the second does not tell who hit
the ball. The third is complete.
3. The adults and teacher word together looking at other
examples of complete sentences and sentence fragments.
4. The adults are given sentence fragments lacking a
subject or a predicate, and the adults complete the
sentences. For example:
- My friend ________________________.
- _________________ walked home with me.
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STEP TWO: GQD 202
Writing
Objective
W. 2.8
To capitalize the first word in a
formal piece of writing.

P

Explanation and Content

P

• To teach the adults to use a
capital for the first letter of the
first word in a formal piece of
writing.

Suggested Activities
1. The adults look at a variety of texts and identify the
capital letter at the beginning of the first word in each
sentence.
2. In preparation for letter writing (Objective W. 2.27), the
teacher points out the capital D in Dear and S in
Sincerely in a sample letter.

Content
- capital for the first letter of
the first word in a sentence
- salutation: Dear Mary
- closing: Sincerely
- traditional poetry
- direct quotation: He asked,
“May I leave?”

3. Similarly, the teacher presents samples of poetry and
newspaper articles or short stories with direct
quotations. In each case the capitals are highlighted,
perhaps with a transparent marker.
4. During the editing process, the teacher asks the adults to
check their work for omission of capitals. Alternatively,
the adults could review each other’s work.
5. Formal exercises may be given involving checking for
missing capitals in sentences, quotations, letters, and
poetry, and the correction of these errors.
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STEP TWO: GQD 202
Writing
Objective
W. 2.9
To capitalize proper nouns.

P

Explanation and Content
• To teach the adults to use
capital letters to begin each
word of the name of a person,
place, or organization.

Suggested Activities
1. The adults practise capitalizing the first letter in first and
last name, using names of family members or others in
the class.
2. The adults practise capitalizing the names of streets,
the school, a favourite store by making a map of the
neighbourhood.

Content
- people: John Brown
- places: Clear Lake,
Montréal, Rocky
Mountains
- organizations: Boy Scouts
of Canada, The Bay
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3. On a map of a local area, the adults label lakes, rivers,
the ocean, cities, towns, islands, etc.
4. The teacher prepares formal exercises in capitalization,
in which the capitals for proper nouns have been
omitted.

STEP TWO: GQD 202
Writing
Objective
W. 2.10
To capitalize calendar divisions.

P

Explanation and Content

Suggested Activities

P

• To teach the adults to use
capitals for the first letter in
ays of the week, months of the
year, and names of holidays.

1. The adults write down the birth dates of all the members
of the class.
2. Each adult prepares a calendar, labelling the days of the
week and months of the year and writing in the holidays,
remembering to capitalize the first letter.

Content
3. Daily journals or diaries may be kept for writing
practice, with the date written for each entry, including
the day and month with initial capitals.

- days of the week
- months
- holidays

4. The adults correct sentences in which initial capitals
have been omitted for days, months, and holidays.
Either the sentences may be rewritten, with capitals
added where necessary, or the lower case may be
crossed out and the appropriate capital letter inserted.
5. During the editing process, the teacher reminds the
adults to check for the omission of capitals in their own
work. Similarly, the adults could review each other’s
work.
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STEP TWO: GQD 202
Writing
Objective
W. 2.11
To know when words referring to
people should be capitalized.

P

Explanation and Content
• To teach the adults to use
capitals for titles of respect,
nouns of kinship, epithets, the
deity, races and ethnic
groups.

Suggested Activities
The teacher helps the adults understand when words
referring to people should be capitalized by:
-

showing the adults the telephone listings for doctors and
dentists and pointing out the title of Dr.

-

pointing out titles of government officials in
newspaper articles, such as Prime Minister,
Governor General

-

having the adults write the names of members of
their families, showing kinship, for example, Aunt,
Uncle, Grandfather

-

showing that the word God is capitalized in the
Bible

-

introducing a story in which an epithet is added to
the name of a person, describing a characteristic or
attribute, such as, Jack the Ripper, or Maurice “The
Rocket” Richard

-

bringing in the Yellow Pages, looking up ethnic or
cultural organizations under Social Service
Organizations, and pointing out that the names of
such organizations have initial capitals, for example:
Japanese Canadian Cultural Centre

Content
- titles of respect,
professional or official
titles: Dr. Beech, Your
Honour
- nouns of kinship: Grandfather, Aunt Judy
- epithets: Jack the Ripper
- deity: God
- race: Caucasian
- ethnic group: Spanish
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STEP TWO: GQD 202
Writing
Objective
W. 2.12
To be willing to write despite
spelling problems.

P

Explanation and Content

Suggested Activities

• To help the adults overcome 1. The teacher provides encouragement and selects
innovative topics to keep the adults involved and
a reluctance to write due to
interested.
spelling problems.
The teacher notifies the adults in advance when their
work will not be collected, freeing them to write without
concern for errors.

Content
-

write frequently
take risks in spelling
write drafts
proofread

2. Writing often, perhaps in a diary or journal, will make
the adults more comfortable with spelling.
3. The teacher provides frequent and varied writing
exercises, such as notes, messages, greeting cards,
letters, narrative.
4. Sustained timed writing activities make writing more
pleasurable and encourage reluctant writers. (See
Glossary for S.W.I.S.H. technique.)
5. The adults should be encouraged to edit and proofread
their work and to write drafts. A dictionary of
commonly misspelled words may be used. Computers
with spell-checkers are fun and useful.
6. The adults should use sound cues to look up words
(see Objective W. 2.58).
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STEP TWO: GQD 202
Writing
Objective
W. 2.13
To use copying as an aid in
writing and spelling.

P

Explanation and Content
• To have the adults copy
words, sentences, poems, or
short passages as an aid in
improving writing and
spelling.

1. Meaningful material should be provided for the adults to
copy as practice in writing and spelling.
2. The adults copy relevant personal information or signs
in the building or nearby streets.
3. In a work context, the adults copy signs in the company,
forms, instructions, etc.

Content
-

Suggested Activities

4. With the teacher’s assistance, the adults may copy
names of family members, classmates, the school,
stores, companies, and organizations familiar to them in
an address book.

words
names
lists
sentences
poems
short passages

5. Poems or short passages may be copied onto cards and
made into greeting cards for special occasions.
6. Oral language, provided through the language
experience approach, may be transcribed by the teacher
and copied by the adults to help them under-stand that
writing expresses actual oral language.
7. By copying groups of letters, syllables, or entire words at
a time, the adults will find it easier to remember words.
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STEP TWO: GQD 202
Writing
Objective
W. 2.14
To create a personal spelling
dictionary of troublesome words.

P

Explanation and Content

Suggested Activities

• To help the adults learn to
spell words that cause
difficulty by creating a
personal spelling dictionary.

1. The adults create a personal spelling dictionary of
troublesome words to aid learning and, at the same time,
provide a reference tool and give them practice in
alphabetizing.

Content

2. File or index cards may be used for this purpose and
placed in alphabetical order, making it very easy for
new words to be added.

- alphabetical order
- card index
- address book for spelling
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3. A small address book is useful as the pages are already
labelled alphabetically and the format makes it easy to
carry around.

STEP TWO: GQD 202
Writing
Objective
W. 2.15
To spell words used in social and
work settings.

P

Explanation and Content

Suggested Activities

• To help the adults spell
words commonly used in their
daily life in social and work
settings.

To practise spelling words commonly used in their
daily life, the adults:
-

make a personal calendar and fill in months and
days

Content

-

write cheques and fill in bank forms (a visit to the
bank would be useful)

-

make maps of routes normally taken and label
names of towns, streets, addresses, metro and bus
stops, etc.

-

are given a map of the layout of the school and they
label the various parts of the school: our class,
office, exit, gym, etc.

-

fill in blank sign shapes: STOP, etc.

-

fill in forms for the workplace, e.g., order forms, or
from the government, e.g., UIC

-

fill in job application forms: relevant vocabulary

-

list names and addresses of family and friends and
the birthday of each person

-

names
days and months
numbers
places
public signs
work-related words
transportation words
recreation words

See Objectives W. 2.55-W. 2.58.
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STEP TWO: GQD 202
Writing
Objective
W. 2.16
To spell words frequently used in
writing.

P

Explanation and Content
• To teach the adults to spell
words frequently used in
writing that may or may not be
phonetically spelled.

Suggested Activities
1. To help the adults master the spelling of common verb
forms, pronouns, plurals, “question words”, and other
frequently used words, the teacher assigns a few words
at a time to be studied and practised in context in
sentences dictated by the teacher or produced by the
adults.

Content
2. Troublesome words are added to the adults’ personal
spelling dictionary (see Objective W. 2.14).

- spelling list of highfrequency words
- common verb forms
- pronouns
- plurals
- “question words”

3. The teacher may dictate the word list slowly onto a
cassette to enable the adults to practise the word list
at home.
4. See Objectives W. 2.56-W. 2. 58.
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STEP TWO: GQD 202
Writing
Objective
W. 2.17
To spell frequently used words
with difficult spellings.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
that some letters in certain
consonant combinations are
silent or represent different
sounds in different words.

1. The teacher points out letters that are silent in certain
letter combinations, for example, k in kn. To reinforce
this, the teacher introduces typical words using these
silent combinations, for example: know, write, sign,
climb.

Content

2. The adults find these words in sentences, read them
correctly, then cross out the silent letter.

- silent letters: kn, wr, gn,
mb
- consonant combinations:
ph, gh

3. The teacher uses missing-letter exercises.
4. The teacher introduces the consonant combinations
ph and gh and explains that the ph in phone and gh
in rough represent the consonant sound f, but that
the gh in the word light is silent.
5. The teacher gives the adults word lists using these
combinations for pronunciation practice.
6. The teacher presents pictures and words with missing
letters, and the adults fill in the missing letters. For
example:

li_ _ t bulb
7. See Objectives W. 2.56 and W. 2.57.
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Writing
Objective
W. 2.18
To write as a means of expressing
oneself, ordering one’s
experience, or clarifying one’s
thoughts and ideas.

P

Explanation and Content
Content
-

Suggested Activities
1. The teacher reminds the adults that:
- writing can be a valuable means of organizing
one’s thoughts or ideas
- lists are useful for shopping, keeping track of
things to do, or reasoning out a decision by
weighing advantages versus disadvantages
- transportation schedules, etc. are useful for
planning
- a journal or diary is an important way of recording
events, experiences, ideas or reflections
- reports are another way of ordering one’s ideas

lists
stories
diaries
journals
notes
schedules
reports
minutes of meetings

2. The teacher points out that writing is a good way of
preparing for an interview or oral presentation. The
teacher gives the adults sample job interview questions
to answer in writing.
3. The adults write a short autobiography to practise
ordering their experiences.
4. The teacher arranges meetings of the student council
and/or the class to plan special events or debates. A
secretary is appointed to take the minutes.
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Writing
Objective
W. 2.19
To prepare to write.

P

Explanation and Content

Suggested Activities

• To assist the adults in
organizing their thoughts in
preparation for writing.

1. The teacher should assist the adults in choosing a topic.
A choice of titles may be given to help the adults focus
on the main idea.

Content

2. The adults are encouraged to do any necessary research.
The teacher reads and discusses this information with
them.

-

3. Before beginning to write, the adults discuss with the
teacher the organization of the writing and the sequence
of ideas.

choose a topic
read or discuss
collect information
organize ideas
define the purpose

4. The adults make note of the sequence of ideas or
organization of thoughts.
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Writing
Objective
W. 2.20
To write for content and
meaning.

P

Explanation and Content

P

• To help the adults write the
first draft of their work, paying
attention to the content and
meaning of the writing.

Suggested Activities
1. The adults write the first draft of their work, trying to
focus at all times on the main idea or purpose of the
writing.
2. To avoid a tendency to stray from the topic, the adults
refer to the sequence of ideas or organization of thoughts
already prepared (see Objective W. 2.19).

Content

3. In the first draft, it is essential that the adults write
primarily for content and meaning. Corrections of
spelling and sentence structure are made after the first
draft has been completed.

first draft
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Writing
Objective
W. 2.21
To edit and revise.

P

Explanation and Content

Suggested Activities

1. The adults read and reread the first draft of the writing
• To have the adults review
and then review it to ensure that it is related to the topic,
the first draft of their writing,
is in a logical sequence, and clearly conveys the intended
checking for meaning, spelling,
meaning.
and sentence structure.
2. The adults then have the teacher or another adult read
the piece of writing to confirm that the meaning is
expressed adequately.

Content
-

reread
check meaning
discuss
check spelling and
sentence structure

3. Anything that is not clear is discussed with the teacher.
The adults may share their writing at this stage and
discuss ways to make improvements.
4. The next step is for the adults to check for errors in
spelling and sentence structure and try to make the
necessary corrections. If working on a word-processing
program, they may use the spell-checker.
5. The teacher points out the errors in spelling and sentence
structure and the adults make the corrections. If
necessary, the teacher works with them to find and
correct the errors.
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Writing
Objective
W. 2.22
To choose words carefully to
convey the precise meaning
intended.

P

Explanation and Content

Suggested Activities

• To help the adults select
words that offer both variety
and precise meaning.

1. The teacher encourages the adults to carefully select
appropriate vocabulary. This is especially important in
descriptive writing or story-telling.

Content

2. An elementary-level thesaurus and/or a dictionary of
synonyms and antonyms may be used.
3. The teacher encourages the adults to vary their choice of
words rather than repeating words.

- strong vocabulary
- word variety
- synonyms

4. During the editing process, the teacher points out areas
where a stronger, more precise vocabulary could be
used. In particular, the adults should be made aware of
repeated words and how they could be varied.
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Writing
Objective
W. 2.23
To write and present a final copy.

P

Explanation and Content
• To have the adults recopy
the edited version of their
writing and present it to the
teacher and other adults.

Suggested Activities
1. The final version of the adults’ writing should be
recopied once all editing and revision are completed.
This copy is presented to the teacher.
2. The teacher should give the writings careful
consideration in the presence of the adults, making sure
to praise any improvement and compliment them on the
effort made.
3. The adults share their writing by reading it to the group
or by giving the other adults copies to read together.
4. In the case of letters, the writing may be mailed.
5. An area of the class may be reserved for the adults’
writing to be displayed, or exceptional writing may be
shared through a school newsletter or in a book of
thematic texts which could be used as reading material
for future adult learners in the program.
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Writing
Objective
W. 2.24
To write messages.

P

Explanation and Content
• To help the adults record
messages accurately, being
careful to select the essential
content.
Receiving and writing
messages is very demanding.
The adults must decide which
elements are important and
how to arrange them in
acceptable sentences and
format. To restrict the writing
demands of this task, this
exercise may be done using
printed message pads.

Suggested Activities
1. The teacher explains that for phone messages, it is
important to write down the following: who the call is
for, the name of the caller, the time and date of the call,
the phone number of the caller, an accurate message, and
who took the message.
2. The adults should be instructed to repeat the phone
number and message back to the caller.
3. Practice may begin with taped calls, then the adults
could phone for specific transit information or call a
movie theatre and jot down movie titles and times of
screenings.
4. Role-playing activities may be used, with one person
acting as a caller and leaving a message, while the other
person takes and confirms the message.

Content
5. The adults may use a calendar for noting appointments,
being careful to place the note in the correct date box
and include all information.

- telephone calls
- appointments
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Writing
Objective
W. 2.25
To write informal notes.

P

Explanation and Content

Suggested Activities

• To have the adults write
informal notes as reminders or
messages or to give permission
or say hello to a friend.

1. The teacher explains that informal notes may be written
for a variety of purposes. For example:
- as a reminder to yourself to do something, perhaps
written on the calendar
- to tell family members where you are and when
you will be home
- to give a reason for a child’s absence from school
- as thank-you notes, invitations, etc.
- as reminders
- as short messages to inform
- to give permission
- to simply say hi

Content
informal notes to self, family,
neighbour, landlord, etc.

2. The teacher reminds the adults to answer the who, what,
when, where, why questions to ensure that their notes
are complete.
3. The teacher explains that the use of Dear is not
necessary but that the adults should remember to include
the name of the recipient, and that the date should be
indicated when the note is to excuse an absence or when
an action has to be done at a certain time.
4. The teacher points out that the content should include
what the adult or someone else has to do or what the
note is about, and that the note should be signed but that
no formal closing is needed.
5. Different types of notes should be practised.
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Writing
Objective
W. 2.26
To write greeting cards and
postcards.

P

Explanation and Content
• To have the students write
brief notes on postcards and
greeting cards.

Suggested Activities
1. The teacher points out that brief notes may be written to
friends and/or family members for a variety of reasons
and that sometimes complete sentences are not
necessary, for example, when writing on a postcard
“Having a great time.”

Content
-

greeting cards
thank-you notes
wedding announcements
birth announcements
moving announcements
invitations
postcards

2. For wedding, birth, or moving announcements as well as
some invitations, the adults may use printed cards that
only require filling in the appropriate information.
3. The adults practise filling in actual postcards of their
home town or region and mail them to friends.
Pen pals may be found who are in literacy programs in
other cities or provinces or even other countries. The
adults could begin by exchanging postcards and notes
with each other.
4. The adults may practise writing invitations by inviting
another class to visit for a social function.
5. At different holidays, the adults may exchange cards
with each other and friends and write a brief note on
each card.
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Writing
Objective
W. 2.27
To know the required format for
a letter.

P

Explanation and Content

Suggested Activities

P

• To have the adults write a
personal letter, placing the
address, date, greeting, body of
the letter, closing, and
signature in the proper places.

1. The teacher explains to the adults that it is preferable to
use 8 ½ "× 11" paper, writing on one side only, and if
possible, to type letters, but if not, to write in clear
handwriting with black or blue ink.
2. The teacher prepares a short sample letter with a margin
of 1” at the top, bottom, and sides of the paper. Lines
should be added to represent the sender’s address at the
top right-hand corner and the date directly below. A line
should indicate the salutation, then several lines for the
body of the letter, and two lines for the closing. (See
Objective W. 2.39.)

Content
-

heading
opening
body of letter
closing
margins
type of paper and pen

3. The teacher points out that initial capitals are needed for
Dear in the salutation and Sincerely in the closing. (See
Objective W. 2.9 for capitalization.) A choice of
closings should be given to the adults.
4. The adults jot down a short list of things to write about
before beginning a letter. The teacher suggests that for a
friendly letter, the adults should pretend to be talking to
the other person and write in a natural way. The letters
may be thank-you notes, letters to pen pals, etc.
5. The adults edit the first draft and recopy the revised
version before actually mailing it.
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Writing
Objective
W. 2.28
To keep a personal diary or
journal.

P

Explanation and Content

Suggested Activities

• To have the adults write in a 1. The adults should write a diary or journal to keep a
record of events, personal experiences, and thoughts or
personal diary or journal on a
observations. This will also give them practice in
daily basis.
writing dates and ordering events in sequence.
2. The more the adults write, the easier the writing process
will become.

Content
- diary
- journal

3. The diary or journal should not necessarily be checked
by the teacher, giving the adults the chance to take risks
with spelling and be free of concern about errors. As
well, this allows the adults to write about personal
matters and provides an emotional outlet.
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Writing
Objective
W. 2.29
To gain confidence in writing
different types of personal letters.

P

Explanation and Content
• To help the adults gain
confidence in writing personal
letters by practising different
types of letters.
Content
-

letter to family or friends
invitation
thank-you note
sympathy note

Suggested Activities
1. For the required format for a letter, see Objective
W. 2.27.
2. If the adults have a hard time getting started, the
following tips may be useful:
- Jot down a list of things to talk about.
- Upon receiving a letter, highlight parts needing
comment.
- Start by using a smaller paper format, as it is
easier to fill up than a larger one.
- Begin by writing only short letters.
- Write the way you speak.
If the adults are uncomfortable writing to someone they
know, they may write to an imaginary friend.
3. The adults practise writing an invitation to someone to
visit, a “get well soon” letter to someone who is ill, a
letter of sympathy, a thank-you letter, or simply a newsy
letter to a family member or friend.
4. Sample letters should be supplied, with frequently used
expressions, such as, See you later, Bye for now, Best
wishes, Take care, With love, Sincerely, As always, etc.
5. A pen pal program with another literary group elsewhere
in the province or country could be arranged.
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Writing
Objective
W. 2.30
To narrate.

P

Explanation and Content
• To help the adults relate a
sequence of events, give the
history of something, or tell
about a single incident.
Content
- personal experiences
- stories
- news events

Suggested Activities
1. The teacher explains that the purpose of narrative
writing, whether true or fictional, is to tell what
happened in story form. The teacher helps the
adults:
- find a unifying statement or topic sentence that
reflects the purpose of the writing
- brainstorm to list the events that happened
- choose the most important events and put them in
the correct sequence
2. The adults write the story, being sure to use transitional
devices such as: later, after, when, etc.
3. When the story has been completed, the adults make
sure all sentences relate to the topic sentence.
4. The teacher provides ideas for writing: personal
experiences, such as ‘my first job’, ‘the happiest
moment of my life’, ‘my first date’; a dream; past and
present events in the news; etc.
5. For adults having difficulty with narrative writing, books
are available showing sequences of pictures which may
provide inspiration. Comic books may also be useful.
6. A story may be started by the teacher, with each adult
having the opportunity to write a few lines.
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Writing
Objective
W. 2.31
To describe.

P

Explanation and Content

Suggested Activities

• To have the adults describe
a person, place, object, or
feeling, using clear, detailed
descriptions that appeal to the
senses.

1. The teacher explains that a description should appeal to
all the senses -- sight, hearing, touch, taste, and smell -and that when writing a description, the adults should try
to create an effect by careful use of detail and choice of
adjectives, adverbs, nouns, and verbs.

Content

2. The teacher points out that comparisons can be used to
create a clearer picture, especially of something
unfamiliar.

-

person
place
object
feeling

3. The adults should start by describing familiar people and
places, always beginning with a sentence that gives the
main idea of the writing: if it is about a person, then the
opening sentence should indicate this. A description of
the person should follow, to paint a clear imaginary
picture of the person. The face, body, clothes, and even
the way the person moves may be described.
4. To help them describe a place, the adults could first
draw a picture of it. The exterior of their own house
could be used. The description should follow a logical
order, starting at the top and working down.
5. Conversely, the adults could try to draw pictures after
having read their classmates’ writing, including as much
detail as possible.
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Writing
Objective
W. 2.32
To record.

P

Explanation and Content

Suggested Activities

• To teach the adults to record 1. To help the adults practise recording information on
forms, the teacher brings in application forms for a
information or make brief
medicare card, a social insurance number, and
notes or entries.
unemployment insurance as well as job application
forms.
Content
2. The adults practise making entries in an address book,
including name, address, and phone number.
- address book
- calendar
3. The teacher instructs the adults on the use of a calendar
- forms
to keep track of appointments.
- journal
- lists
4. A journal or diary may be used to record day-to-day
- reports
events, experiences, ideas or reflections.
- diaries
- bills
5. The teacher explains that although complete sentences
- receipts
are not necessary in these situations, notes must be clear
and concise and contain all appropriate information.
6. A variety of bills (Hydro, Bell, etc.) may be used to
show how information is recorded.
7. If a bazaar occurs at the school, the teacher could ask the
adults to list the items to be sold and prepare practice
receipts.

2.254

STEP TWO: GQD 202
Writing
Objective
W. 2.33
To write compound and complex
sentences.

P

Explanation and Content
Content

Suggested Activities
1. The teacher explains that a compound sentence contains
two or more thoughts connected by a coordinating
conjunction. For example: I ran home, but my brother
had already left.

- compound sentences
- complex sentences

2. The teacher prepares short sentences and asks the adults
to connect them using or, but, and. This will help
correct the tendency to write short, choppy sentences at
the earlier stages of writing.
The teacher should point out that compound sentences
make writing more interesting.
3. The teacher explains that complex sentences contain one
independent and one or more dependent clauses.
For example:
- John was watching the men who were playing
football.
- Although I would like to go, I must work late.
4. The adults are asked to combine related sentences using
specific conjunctions such as while, when, if, although.
For example:
- He guarded the prisoners. John piloted the plane to
freedom.
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Writing
Objective
W. 2.34
To correct faulty sentences.

P

Explanation and Content
• To have the adults review
sentences for errors in
structure, punctuation,
capitalization, and spelling
and attempt to correct these
errors independently.
Content

Suggested Activities
1. The adults should first ensure that the sentence is
complete and makes sense by itself. Is it a run-on
sentence which would be better divided into smaller
sentences?
2. The adults should read the preceding and following
sentences in a text to see whether combining the
sentences would be appropriate. (See Objectives
W. 2.5, W. 2.7, W. 2.33.)
3. Once the structure of the sentence has been corrected,
the adults should check for errors in verb tenses, subjectverb agreement, and use of pronouns, adjectives, and
adverbs.

-

punctuation
capitalization
subject-verb agreement
incomplete sentences
run-on sentences
correct use of pronouns
correct verb tenses
omitting unnecessary
words
- checking spelling
- choice of words

4. The adults should check the text to ensure that the words
chosen are appropriate. (See Objective W. 2.22.)
5. Finally, the spelling should be checked as well as the
punctuation and capitalization. (See Objectives W. 2.8,
W. 2.9, and W. 2.11.)
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Writing
Objective

P

Explanation and Content

W. 2.35
To form the past tense of regular
verbs.

P

• To help the adults
understand that ed is added to
the infinitive of regular verbs
to form the past tense.
The understanding of the three
different ways of pronouncing
ed is important for spelling, as
adults often try to spell
according to the sound they
hear. For example:
workt instead of worked.
Content
- work - worked
- pronunciation of ed: “t,”
“d,” or “id”

Suggested Activities
1. The teacher explains that ed is added to the infinitive of
regular verbs to form the past tense.
2. The teacher explains:
- The suffix ed is pronounced as “d” when the end
sound of the base word is voiced. For example:
cleaned, played.
- When the end sound of the base word is unvoiced,
the ed takes the sound “t.” For example: stuffed.
Exception: When the word ends in d or t, the
suffix ed is pronounced as “id.” For example:
landed, painted.
The teacher emphasizes that although the ed may be
pronounced as “d,”, “t,” or “id,” the spelling remains
ed.
3. For practice, the adults write about what they did
yesterday, last weekend, or some time previously, or
change sentences written by the teacher in the
present tense to the past tense.
4. The adults answer questions about the past.
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STEP TWO: GQD 202
Writing
Objective
W. 2.36
To understand and use common
irregular verbs in the past tense.

P

Explanation and Content
Content

Suggested Activities
1. The teacher gives the adults a list of common irregular
verbs and the past tense of these verbs (e.g., catch caught).

- write - wrote
- draw - drew

2. The teacher prepares an audio cassette of these verbs to
help the adults practise reading the irregular spellings
and practise their pronunciation.
3. The adults change the verbs in sentences from the
present to the past for additional practice. For
example:
- I go shopping every Saturday. à I went shopping
last Saturday.
4. The teacher prepares questions containing irregular
verbs, for example:
- Where did you go yesterday? I went to school.
5. The adults write about something that happened in
the past to practise the past tense of both regular and
irregular verbs.
6. The adults practise correcting common mistakes, for
example: I seen, I done.
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Writing
Objective
W. 2.37
To understand the use of periods
in abbreviations.

P

Explanation and Content
• To help the adults
understand that abbreviations
are used often in daily life and
business and that abbreviations
must have a period at the end.
Content
- Mr.
- Nov.
- etc.

Suggested Activities
1. The teacher gives the adults a list of commonly used
abbreviations and the words that they represent. (See
Objective R. 2.23.)
2. The teacher explains that there is no rule for
forming abbreviations and that they are formed in a
variety of ways:
- the first few letters of the word and then a period
- the first and last letters of the word and then a period
- the first letter of each word, in an abbreviation of
more than one word, with a period after each letter
(Y.M.C.A., S.P.C.A.)
3. The teacher explains that the function of the period
is to indicate that the word has been abbreviated,
and shows the adults abbreviations such as:
in. - inch
Sat. – Saturday
Wed. - Wednesday
Man. - Manitoba
no. - number
sing. - singular
These examples highlight the importance of the period
in an abbreviation, as there is a great deal of difference
between no and no. in a sentence. For example:
- There is no phone no. listed.
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Writing
Objective
W. 2.38
To use the apostrophe in
contractions and possessives.

P

Explanation and Content
• To teach the adults to use
the apostrophe in commonly
used contractions and
possessives.
Content
- isn’t
- girl’s

Suggested Activities
1. The teacher introduces the common contractions: not
- n’t; is, has - ‘s; had, would - ‘d; am - ‘m; are - ‘re.
2. The teacher explains that contractions are not always
used in writing. For example:
- I like some cake.
- I would like some cake.
- I’d like some cake.
The adults should be aware of the contractions used in
speech as well as in writing.
3. The teacher explains that the apostrophe in possessives
shows ownership, and the position of the apostrophe in
relation to the s is an indicator of singular versus plural.
For example:
- the girl’s toys (the toys belong to one girl)
- the girls’ toys (the toys belong to more than one girl)
4. The teacher gives the adults exercises requiring the
contraction of two words or the separation of
contractions into separate words.
5. The teacher gives exercises requiring that the adults
form singular or plural possessives.
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Writing
Objective
W. 2.39
To meet standards for headings,
margins, indentations, and
writing and spelling in all written
work.

P

Explanation and Content
Content

Suggested Activities
1. The teacher explains that the heading (the sender’s
address and date) in friendly or business letters should
be written at the top right side of the paper, the heading
of a newspaper story or article should be centred on the
paper, and the title of a chapter should be placed at the
top or beginning.

headings, margins and
indentations in:
- business letters
- friendly letters
- newspapers
- books

2. The teacher explains that the margins in business letters
should be at least 1" at the top, bottom, and sides, and
that on loose-leaf paper, the margin should be 1¼" on
the left side of the paper.
3. The teacher explains that it is generally necessary to
indent the first line of each new paragraph by a space
roughly equal to four or five letters, but that in business
letters, one may double-space between paragraphs
instead.
4. The teacher gives the adults samples of friendly and
business letters and they examine the headings, margins,
and indentation. (See Objective W. 2.27.)
5. Newspapers and books are shown to the adults to
illustrate the standards for headings, margins, and
indentation in print.
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Writing
Objective

P

Explanation and Content

Suggested Activities

W. 2.40
To use the appropriate format and
style to complete different types
of forms.

P

• To help the adults use the
appropriate format when
completing forms, i.e.,
abbreviations, initials, etc., and
write legibly in the space
provided.

1. The teacher shows the adults a completed application or
registration form.

Content
- forms (application,
registration)
- block letters
- abbreviations, initials

The teacher:
- points out the block (capital) letters (if required)
- indicates any abbreviations used: Ms., yrs., Mtl.,
etc.
- points out that the date of birth is written
numerically: day, month, year, e.g., 02/10/55
- points out the use of initials: Bob B. Jones or
Jones, Bob B.
- demonstrates how to write legibly in a limited
amount of space
2. The adults practise these points in their notebooks.
3. The teacher gives out fairly simple blank application or
registration forms and works through them with the
adults to ensure that the correct format and style are
used, i.e., correct abbreviations, periods after initials,
etc.
4. See also Objective W. 2.1.
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Writing
Objective
W. 2.41
To use initial capitals for names
of buildings, places and
geographical features, and
organizations and businesses.

P

Explanation and Content

Suggested Activities

P

• To help the adults realize
that names of streets, hospitals,
schools, lakes, businesses and
organizations, etc. require
initial capital letters. To help
the adults understand proper
nouns.

1. The teacher gives the adults a number of sentences
which contain names of buildings, towns, rivers, and
organizations and businesses that have been capitalized.
2. The adults circle the capitalized words and make a list of
these words. The adults discuss the commonalities of
these words.
3. The teacher explains the difference between a common
noun and a proper noun. For example:
- This is a large lake.
- Lake Erie is one of the five great lakes.

Content
- maps
- addresses
- sentences

4. The adults brainstorm names of buildings, places,
geographical features, and businesses and organizations
in their own environment. The teacher writes a list on
the blackboard, indicating the use of initial capitals.
5. On a map of the local area, the adults write in the names
of buildings, places, lakes and rivers, and organizations
and businesses, using initial capitals.
6. The teacher prepares sentence exercises in which the
adults circle the names of places, buildings, etc., and
fill in capital letters where necessary.
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Writing
Objective
W. 2.42
To use and spell correctly
common plural forms of nouns.

P

Explanation and Content

P

• To familiarize the adults
with the rules for writing the
plural forms of nouns.

1. The teacher explains that although most nouns simply
take an s to form the plural, there are some words,
depending on the end spelling, which require spelling
changes before the s is added.

Content

2. The teacher writes matches, wishes, boxes, glasses on
the blackboard and explains that es is added to form the
plural of words ending in ch, sh, s, and x.

-

ch, sh, z, s, x
y
f/fe
o
irregular plurals

Suggested Activities

3. The teacher writes candy-candies, cherry-cherries, berryberries on the board and explains that since the letter
before the final y is a consonant, the plural is formed by
changing the y to I and adding es.
4. The teacher uses the words wife-wives, half-halves and
explains that for words ending in f or fe, the plural is
formed by changing the f or fe to v and adding es.
5. The teacher writes the words potato-potatoes and radioradios and explains that for words ending in o preceded
by a consonant, the plural is formed by adding es,
whereas for words ending in o preceded by a vowel,
only s is added.
6. The teacher shows a picture with the corresponding
word in the singular, then shows it with the word in the
plural. Then the teacher shows the picture alone and the
adults write the word in the plural.
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Writing
Objective
W. 2.43
To form unusual noun plurals
correctly.

P

Explanation and Content
• To help the adults recognize
and use plural noun forms
other than the common s form.

Suggested Activities
1. The teacher explains to the adults that in the plural,
some nouns do not take an s but rather have
irregular forms. For example:
mouse - mice
tooth - teeth
man - men
ox - oxen

Content
-

irregular plurals
nouns which do not change
compound plurals
hyphenated plurals

2. The teacher shows that some nouns are the same in the
singular and plural forms. For example: deer, sheep,
salmon, moose. The teacher gives the names of other
animals in this category.
3. The teacher explains that for many compound nouns,
the plural is formed by adding an s to the noun part
of the compound, and gives examples:
mother-in-law - mothers-in-law
commander-in-chief - commanders-in-chief
4. The teacher explains that for other compound nouns,
the plural is formed by adding s to the end, and
gives examples:
drive-in - drive-ins
two-year-old - two-year-olds
5. With or without using a dictionary, the adults give the
plural forms of a list of nouns: goose, shrimp, son-inlaw, trout, foot, child, etc.
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STEP TWO: GQD 202
Writing
Objective
W. 2.44
To use and spell singular and
plural possessive nouns and
pronouns correctly.

P

Explanation and Content

Suggested Activities

• To help the adults
differentiate between singular
and plural possessive pronouns
and nouns and use and spell
these possessives correctly.

1. The teacher points out possessive pronouns and singular
and plural possessive nouns in reading texts or stories.

Content
- his, hers, theirs
- this, these
- the boy’s book, the boys’
book

2. The teacher has the adult note the s on the end of hers,
theirs, ours, yours, and the ‘s and s’ used with regular
singular and plural nouns respectively.
The teacher indicates that the ‘s in the boy’s books
means that there is only one boy who owns the books
while the s’ in the boys’ book means that more than one
boy owns the book, and explains that the phrase the
boy’s book could by replaced by his and the phrase the
boys’ book could be replaced by theirs.
3. The adults practise using and spelling possessive nouns
and pronouns in formal exercises. For example:
- Mary has a car. It is _____ car. It is _____.
- The girls like their dresses. They are _____ dresses.
They are _____.
4. The adults do similar exercises with this/these;
that/those.
5. Reinforcement of correct usage and spelling of singular
and plural possessive nouns and pronouns may be
provided through analysis of the adults’ writing.
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STEP TWO: GQD 202
Writing
Objective
W. 2.45
To choose the correct pronouns
for subject and object.

P

Explanation and Content
• To teach the adults to use
the correct subject and object
pronouns to replace nouns in a
sentence.

Suggested Activities
1. The teacher explains that pronouns are used in place of
nouns and refer to nouns, and the adults identify the
nouns in a sentence written on the board. For example:
- The boys will put the books away. (boys, books)
2. If the adults find the concept of parts of speech
confusing, the teacher should explain that boys is the
subject of the sentence, while toys is the object because
it answers what after the verb.

Content
- subject pronouns
- object pronouns

3. The teacher explains that pronouns may replace nouns as
the subject or object in a sentence and writes a list of
each on the blackboard, stressing the importance of
choosing the correct pronoun as subject or object.
4. The teacher demonstrates incorrect usage. For
example:
- John is with she and I. (her and me)
- Bill and me went to the show. (I)
5. In future writing exercises by the adults, the teacher
highlights any errors in the use of subject and object
pronouns and has the adults correct their own work.
6. The teacher continues to point out correct usage of
pronouns in reading material.
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STEP TWO: GQD 202
Writing
Objective
W. 2.46
To use proper punctuation in
writing.

P

Explanation and Content

Suggested Activities

• To familiarize the adults
with the types and uses of end
punctuation and the comma.

1. The teacher reviews the use of the period, question
mark, and exclamation mark and points out words which
begin questions (do, wh…, etc.).
2. The teacher examines sentences containing various
forms of end punctuation and encourages the adults to
use the appropriate intonation, and demonstrates that a
comma represents a pause in speaking.

Content
- end punctuation: . ! ?
- comma: ,

3. Since there are so many rules for comma usage, it is
best at this level to introduce only a few, giving
examples of sentences for reinforcement:
- to separate words in a series
- between names of places in addresses
- in dates
- when beginning sentences with words like yes or
no
4. One common problem the adults have is the use of the
comma. The teacher presents them with a short
paragraph with no commas, but needing commas, and
reads it aloud to them, demonstrating how confusing it
sounds without commas. The adults add the necessary
commas. The teacher reminds them to use a comma
only if it follows the rules provided.
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STEP TWO: GQD 202
Writing
Objective

P

Explanation and Content

W. 2.47
To use the present tense correctly
in the third person singular.

P

• To teach the adults to add
an s to verbs in the present
tense in the third person
singular.

1. The teacher reads aloud several sentences in the present
tense, some with an s on the verbs, others without. For
example:
- The dog barks.
- I like her.
- The dogs bark.
- He likes her.

Contents

2. The teacher points out the differences and writes the
sentences on the blackboard, indicating the s on
present-tense verbs with he, she, it or a singular
noun as subject, e.g., dog.

- third-person subject
- present-tense verbs

Suggested Activities

3. The teacher shows the adults pictures and has them write
simple present-tense sentences using an s on the verb.
For example:
- The woman cleans every Saturday.
- The boy likes ice cream.
- He watches TV on Friday night.
4. The teacher explains how the spelling changes when s is
added to verbs ending in ch, y, etc.
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STEP TWO: GQD 202
Writing
Objective
W. 2.48
To use negative and affirmative
contractions.

P

Explanation and Content

Suggested Activities

• To teach the adults to use he 1. The teacher explains that the apostrophe is used in
contractions to show where one or more letters have
apostrophe correctly and to
been omitted: contractions are two words “pulled
omit the correct letters in
together” to form one.
forming negative and
affirmative contractions.
2. The teacher makes sure the adults understand the
difference between the possessive pronoun its and the
contraction it’s, and your and you’re. For example:
Contents
- It’s a shame the dog broke its leg.
- You’re going to lose your book.
- I’m
- I’ve
3. The teacher demonstrates how negative contractions
- isn’t
are formed: ‘m not; isn’t or ‘s not; aren’t or ‘re not;
- haven’t
haven’t
4. The adults rewrite short paragraphs, contracting all
possible verbs.
5. The teacher provides continued practice in writing
contractions in future writing assignments and error
analysis.
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STEP TWO: GQD 202
Writing
Objective
W. 2.49
To avoid using double negatives.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
double negatives and learn to
use words like nothing,
neither, hardly, never, etc.
correctly in forming negative
sentences.

1. The teacher points out that the use of two negatives in
the same sentence or clause is confusing and
grammatically incorrect and shows the adults the correct
form. For example:
- I don’t have no money à I don’t have any money
2. Should the adults ask, the teacher explains that “I don’t
know why he isn’t here” is correct because each clause
contains only one negative.

Content
- “do not never do that”
- “doesn’t have no money”
- no, not, never, none, nothing

3. The adults give examples of some common errors using
double negatives. The teacher makes a list of these
sentences and the adults rewrite them correctly. For
example:
-
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I don’t need no help.
I didn’t see nobody.
I can’t never understand him.
I don’t see nothing.
He doesn’t like neither coffee nor tea.

STEP TWO: GQD 202
Writing
Objective
W. 2.50
To omit redundant words.

P

Explanation and Content

Suggested Activities

• To help the adults avoid
repetitions such as a noun
subject immediately followed
by a pronoun subject.

1. The teacher points out any errors of this nature which
the adults make when speaking. For example:
- This here cup is empty.
- John he has a new car.

Content

2. The teacher explains that pronoun subjects are
unnecessary when the noun subject is given.
3. The teacher gives other examples which are common in
speaking.

- this (here) …
- the cat (it) …
- my fingers (they) …

4. The teacher makes mental notes of errors the adults
make in speaking.
5. There should be continued practice of this in future
writing exercises. Errors should be pointed out so that
the adults can make their own corrections.

2.272

STEP TWO: GQD 202
Writing
Objective
W. 2.51
To understand and use correct
sequential structure.

P

Explanation and Content

Suggested Activities

1. The teacher scatters the letters of the alphabet or a
• To help the adults
sequence of numbers on a piece of paper. The adults
understand sequence and
join them up in the correct order with a connecting line.
recognize and write numbers,
letters, stories, etc. as
continuous or connected series. 2. The teacher gives the adults six or seven sentences
which form a sequence of directions for assembling and
item, using a household product, etc., and the adults
rewrite the sentences in the correct sequence.
Content
-

alphabetical order
sequential directions
cause and effect
sequential order of events
in stories

3. The adults write short stories of a trip, their lives, a
memorable day, ordering the events correctly as they
occurred (using then, after, before).
4. The adults reorder scrambled sentences in the correct
order.
5. The teacher gives the adults a list of words and has them
write the words in correct alphabetical order.
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STEP TWO: GQD 202
Writing
Objective
W. 2.52
To develop responsibility for
self-appraisal and checking.

P

Explanation and Content
• To assist the adults in
assessing writing and spelling
errors, recognizing writing
faults, and beginning the
editing process.

Suggested Activities
1. The adults should reread any writing out loud to
themselves.
2. The adults could ask a peer to proofread their text,
looking for any errors they have overlooked.

Content

3. If the adults have compiled personal spelling lists, these
should be used and consulted regularly.

proofreading techniques

4. Dictionaries should be compulsory classroom aids.
5. The adults should have a list of capitalization and basic
punctuation guidelines to refer to in order to accurately
proofread.
6. When spelling dictations are given, the adults may be
asked to self-evaluate by proofreading and correcting.
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STEP TWO: GQD 202
Writing
Objective
W. 2.53
To develop a spelling list related
to current needs, interests, and
learning themes.

P

Explanation and Content
• To assist the adults in
developing a list of spelling
words reflecting personal
interests and abilities that can
easily be referred to at any
time.

Suggested Activities
1. When the adults are studying specific themes such as
community or social services or holidays, useful words
should be noted and listed. These words may be
collected by the adults while working through a
particular theme of study, or given by the teacher.
2. The adults and the teacher in conversation brainstorm a
list of frequently used words that pertain to the adults’
own special interests. The words are written in a
personal spelling dictionary, journal, or notebook.

Content
word lists

3. The adults develop a personal directory of frequently
used words, for example, addresses, names of friends or
family or doctor.
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STEP TWO: GQD 202
Writing
Objective
W. 2.54
To take dictation to improve
spelling.

P

Explanation and Content

Suggested Activities

• To dictate, in class or on
tape, words, sentences, and
paragraphs that will assist the
adults in developing spelling
skills.

1. The teacher dictates theme words.

Content

4. The teacher dictates a full paragraph that relates to the
theme of study.

2. The teacher dictates sentences.
3. The teacher dictates spelling words from the adults’
personal spelling dictionary.

spelling words
5. The adults dictate spelling lists to peers.
6. Taped dictations are prepared for the adults to use at
home or school.
7. The adults may be responsible for the first stage of
correcting their own writing.
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STEP TWO: GQD 202
Writing
Objective
W. 2.55
To use a logical approach to
spelling.

P

Explanation and Content
• To assist the adults in
learning to spell by means of a
logical, systematic approach.
Content

Suggested Activities
1. The teacher discusses the strategy of breaking words
into sound segments to aid in spelling. For example:
- class + room (compound word)
or
- c-l-a-s-s-r-o-o-m (letter-sound by letter-sound)
or
- un-der-st-and (syllables and consonant clusters)

spelling strategies
2. The teacher compiles lists of word groups with the
adults, focussing on similar prefixes, roots, rhymes, or
endings, etc. For example:
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cat
mat
fat
rat

sunshine
Sunday
sun

discuss
disown
dislike

talks
farms
rests
wants

musical
political
central

softly
poorly
lovely

sidewalk
wallpaper
mailman

indoor
intend
indeed

STEP TWO: GQD 202
Writing
Objective
W. 2.56
To use a multisensory approach
to spelling.

P

Explanation and Content
• To help the adults learn to
spell words by using the
multisensory (“say, trace, hear,
write”) approach to spelling.

Suggested Activities
1. If the adults continue to have difficulty remembering
the spelling of certain words, it may be useful to try
the multisensory approach:
On a blackboard or sheet of paper or cardboard, the
teacher writes the word(s) in large letters, using chalk,
pencil, pen, crayon, or marker.

Content

The adults then say the word, tracing the letters as
they say the word: “trace and say”:

Spelling strategies

c a t
Using fingers only, the adults then trace the letters of the
word on the blackboard, paper, or cardboard, or in the
air, while attempting to visualize the whole word and, at
the same time, saying the word.
2. The teacher repeats the sequence until the adults are sure
of the spelling of the word.
3. See Step One, Objective W. 1.55, for further explanation
of this method.
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STEP TWO: GQD 202
Writing
Objective
W. 2.57
To use visual techniques in
spelling.

P

Explanation and Content
• To help the adults learn to
spell by using visual
techniques to remember
spelling.

Suggested Activities
1. Frequently used words are written on cards to assist the
adults in whole-word recognition.
2. The adults look at the word to be spelled, either on their
own page or on an index card, then cover the word and
write it.

Content
-

3. Flashcards of theme words may be used as spelling aids
along with the dictation of the word. The adults hear
and see the word simultaneously, then write the word.

spelling techniques
look, cover, write
flashcards
word lists
jigsaw puzzles

4. Words are written on paper or cardboard and cut into
jigsaw puzzle pieces, and reassembled by the adults.
5. The adults close their eyes to try to visualize the whole
word.

2.279

STEP TWO: GQD 202
Writing
Objective
W. 2.58
To use an auditory approach to
spelling.

P

Explanation and Content

Suggested Activities

• To have the adults use the
sense of hearing to help them
learn to spell words through
the sounds of the individual
letters and letter combinations.

1. With the adults, the teacher reviews the phonics
corresponding to the words being learned. For example;
initial consonants, consonant blends, long vowels, short
vowels, prefixes, suffixes, etc.
The adults do choral reading of the sounds of the letters
or letter clusters in the words.

Content
- phonics
- pronunciation by syllable
- mnemonics

2. Working together, the adults look at each word being
spelled, divide it into syllables (the teacher reminds the
adults that each syllable has a vowel sound), and then
attempt to spell the word according to the syllables.
3. Using mnemonics, memory aid techniques, the teacher
helps the adults develop rhymes, word associations, or
letter associations to help them remember spellings. For
example: i before e except after c.
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STEP TWO: GQD 202
Writing
Objective
W. 2.59
To discover and correct patterns
of spelling errors.

P

Explanation and Content
• To analyse the phonetic
errors the adults make
consistently and help them
correct these errors.

Suggested Activities
1. With the adults, the teacher reviews their writing to
discover common spelling errors, for example:
- omission of a double letter
- omission of a second vowel
- omission of a word ending
- addition of an initial consonant

Content
2. If a pattern exists in the spelling errors, the teacher, with
the adults, creates appropriate word lists for the adults
refer to.

spelling patterns

3. Through dictation, the adults practise spelling words that
typically give them difficulty.
4. The teacher writes the difficult words or patterns on
flashcards and shows the adults each word and the adults
write it.
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STEP TWO: GQD 202
Writing
Objective
W. 2.60
To distinguish between
homophones.

P

Explanation and Content

Suggested Activities

• To help the adults
distinguish between common
homophones, words that sound
the same but differ in meaning
and spelling.

1. The teacher gives the adults dictation in which choices
of homophones have to be made.

Content

3. The teacher presents the adults with a homophone list
and a list of sentences in which the adults have to select
the correct homophones to fill in the blanks.

your - you’re
aloud - allowed
by - buy
cited - sighted
hole - whole
hour - our
peace - piece
through - threw
no - know
knew - new
right - write
won - one
to - too - two

2. The teacher presents the adults with a list of common
homophones and asks the adults to write or say
sentences in which the homophones are used correctly.

4. The teacher provides mnemonics to help the adults
remember which is the appropriate homophone choice.
5. The teacher makes flashcards of a variety of
homophones and quizzes the adults on the correct use of
each homophone in a sentence.
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STEP TWO: GQD 202
Writing
Objective
W. 2.61
To use sound clues to look up
words in a dictionary.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
common initial consonant
sounds, sounds of consonant
blends and combinations, and
prefixes, root words, and
compound words in order to
use the dictionary more
proficiently.

1. If the adults are experiencing difficulty with spelling, the
teacher should encourage them to use the dictionary.
2. The teacher reviews spelling strategies:
- Say the word slowly, letter by letter, sound by
sound, or syllable by syllable.
- Look up possible alternative spellings of the word.
- Focus on the prefix to aid in spelling the word.
The teacher reviews phonics: ph, gh, kn, and a variety of
consonant and vowel sounds.

Content

3. The teacher dictates words from a word list related to the
theme; the adults write the words, then check in the
dictionary to confirm the spelling.

dictionary

4. The teacher reminds the adults to consult the dictionary
before asking for help with the spelling of a word.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.1
To talk about things heard, seen,
and/or read.

P

Explanation and Content
• To enrich and build up the
adults’ vocabulary for more
effective expression. To
encourage the adults to be
descriptive when talking about
events in their lives.

Suggested Activities
1. The adults give class presentations on subjects of their
choice, for example, work, a film, a book.
2. The adults do reading and retelling:
Each pair of adults is given a different story or article.
The adults each read for a certain amount of time, with
the teacher stopping them at various intervals.

Content

With their partners, they talk about what they have read
up to that point.

- class presentations
- films
- stories

This activity continues until the text is finished.
Each pair then gives a short summary of the text to the
group.
3. The teacher shows the class a film and the adults have
an informal discussion about the film or several adults
give short summaries.
4. The adults, in pairs, listen to a short taped conversation
or dialogue. One adult tells the partner what each
person said, or gives a brief synopsis of the
conversation.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.2
To identify a word by using clues
in pictures, cartoons, or maps.

P

Explanation and Content
• To expand the adults’
vocabulary with terms from
pictures, symbols, maps, and
diagrams.

1. The teacher chooses pictures from a magazine,
newspaper, or story book.
Each group of adults selects a picture.
The adults list about twelve words (nouns) suggested by
the picture.

Content
-

Suggested Activities

The teacher collects the pictures and asks each group to
exchange its list of words with another group.

diagrams
maps
instruction symbols
pictures

Each group composes a paragraph describing the picture
they imagine from their new list of words.
The teacher shows the pictures and each group selects
the picture they feel corresponds to the list they have
worked from.
2. The teacher shows maps or diagrams of amusement
parks, zoos, university campuses, big stores, railway
stations, etc., which have symbols that provide clues
about each location. The adults label locations on other
maps, using these symbols. A list of locations could be
written on the board for the adults to match with
symbols.
3. See activities in Objective V. 1.8.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.3
To guess the meaning of a word
by using what is given in the
sentence.

P

Explanation and Content

Suggested Activities

P

• To help the adults recognize
words in a sentence by using
context clues. To encourage
the adults to make reasonable
guesses as to the meaning of
words.

1. The teacher prepares sentences at an appropriate
linguistic level. Each word is written on a separate card
and the cards grouped into sentences with one word
missing in each. The adults rearrange the cards, leaving
a space for the missing word.
The adults are given another stack of word cards
(nouns, verbs, adjectives, etc.) from which to choose the
best word to complete the segmented sentence.

Content

The adults write the completed sentences on the
blackboard and take turns reading each sentence aloud,
trying to substitute words from their own stack of cards
which could be used instead of the word chosen. All
correct attempts are written on the blackboard.

sentences broken into
segments

2. The adults, in groups of four or five, do sentence relays.
The teacher signals the first in each group to write a
word on the board. The second adult adds a second
word and so on until each member of the group has
written a word, forming a complete sentence. Words
may be added either before or after those already written
on the board. Misspelled words are erased and the turn
goes to the next adult.
3. See Objective V. 1.9 for more activities, but more
advanced sentences and vocabulary should be used.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.4
To predict the meaning of an
unknown word when it is part of
a list of words already known.

P

Explanation and Content
• To help the adults make
assumptions about the
meanings of words, based on
what logically follows a series
of unknown words.

Suggested Activities
1. The adults write their weekly grocery lists, placing the
items in categories: meat, vegetables, dairy, etc.
The adults exchange lists and read them, making
reasonable guesses about the meanings of unfamiliar
words, taking into consideration the category the items
are in.

Content
-

2. The teacher brainstorms with the adults a list of things to
take on a camping trip, picnic, etc. Although the adults
may not know the word for an item they wish to add,
they can explain its use or describe it so that others can
guess the correct word.

grocery lists
directories
recipes
class lists

3. The teacher shows the adults very common recipes, for
example, cookies or bread dough.
Based on whether it is a dry or liquid ingredient, or at
what point it goes into the recipe, the adults make
reasonable guesses as to the meaning of any unfamiliar
word in the recipe.
4. The teacher prepares class lists, perhaps arranged in
terms of seating order. Any unfamiliar or
unrecognizable name will be obvious when it is matched
with the seating order.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.5
To recognize compound words.

P

Explanation and Content

P

• To help the adults realize
that new words may be formed
by the combination of simple
words.

Suggested Activities
1. The teacher prepares two lists of words, A and B.
List A contains words which can be matched with words
from list B to form compound words, but the words are
mixed up and not matched side by side.
The adults are given a list of definitions, one to match
each possible compound word.

Content
- simple words
- compound words

The adults form compound words from lists A and B to
match the meanings provided.
2. The teacher presents paragraphs which include a number
of compound words and the adults circle all compound
words. The teacher lists the compound words on the
blackboard and discusses the meaning of the different
parts of each compound word to help the adults
understand the compound word.
The adults practise using compound words in sentences.
3. Starting with a basic word like book, the adults for their
own compound words. They refer to a dictionary to
build up their list or check their attempts.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.6
To use newly learned words in
communicating facts and ideas.

P

Explanation and Content

Suggested Activities

• To have the adults practise
using new vocabulary in talks
or written work.

1. The teacher presents new vocabulary (adjectives,
adverbs, etc.) in selected reading activities at an
appropriate level for the adults.

Content

2. The teacher discusses the meaning of each new
vocabulary word and demonstrates its use in another
sentence.

- new vocabulary
- short talks

3. The adults list topics they would like to hear a talk on,
and then exchange lists in pairs.
4. The adults choose topics they would be willing to talk
on, and give the lists to their partners.
5. The adults prepare a vocabulary list (five or six words
from the new vocabulary introduced earlier in the
lesson) for the topics their partners have elected to speak
on. These are key words to guide the adults in
communicating their facts and ideas on the chosen topic.
6. Each one of the pair prepares a short talk using the key
words, and gives the talk to the partner.
7. The teacher listens, making sure the newly learned
words are used correctly.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.7
To use the metric system
prefixes.

P

Explanation and Content
• To help the adults
understand the decimal system
of weights and measures.

1. The teacher explains the meaning of the prefixes kilo,
centi, deci, milli: 1000, 1/100, 1/10, 1/1000.
2. The teacher indicates that these prefixes are used in
measuring length, weight, and volume, and provides the
units representing each: metres, grams, and litres
respectively. The teacher uses objects to illustrate each,
such as a juice container.

Content
-

Suggested Activities

kilo
centi
milli
recipes
highway signs
weights
heights

3. To provide a frame of reference, these measurements
may be contrasted with their equivalents in the imperial
system, perhaps by means of a chart.
4. The teacher shows the adults recipes which have
quantities indicated in both systems. This will provide a
better perspective on the prefix milli.
5. The teacher presents road maps with distances indicated
in kilometres. Distances between two cities familiar to
the adults will provide a better idea of the length of a
kilometre.
6. The teacher converts each adult’s weight and height into
metric measurements. Most of the adults will be used to
using pounds and feet. The teacher brings in a metric
scale (if possible) or does mathematical conversions: 1
pound = 0.45 kilograms. The teacher brings in a metric
stick and the adults measure each other’s height in
centimetres.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.8
To enrich vocabulary by learning
new meanings for already
familiar words.

P

Explanation and Content
• To help the adults learn
additional meanings for words
which are already part of their
vocabulary and use these
words.

Suggested Activities
1. See Objective V. 1.14.
The teacher expands the list of familiar words created in
Step One, Objective V. 1.14, by adding new words with
multiple meanings. For example:
- keys (door, music)
- office (place, position)

Content
2. The adults are provided with a list of familiar words that
have more than one meaning, and asked to write one
definition for each. For example: click, glare, mean,
rose, table.

- words with multiple
meanings
- parts of speech

The adults compare the definitions they have written.
Some will have written the obvious or most common
meaning, others may have thought of another. These are
compared and contrasted.
3. The teacher demonstrates, by using the words in
sentences, that each word has more than one meaning.
4. The adults each write five words of their choice and
check the dictionary to find meanings other than the
meanings they know. Each new meaning is presented to
the group and practised in sentences.
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STEP TWO: GQD 202
Vocabulary
Objective
V. 2.9
To be aware of idioms and
colloquial usage.

P

Explanation and Content
• To help the adults learn
certain expressions or idioms
used in familiar and informal
conversation.

Suggested Activities
1. The teacher discusses the fact that idioms and
expressions are unique to each language.
2. The teacher indicates that these are used in familiar and
informal conversation, and that their literal meaning may
have little significance.

Content
3. The teacher provides examples, such as green thumb,
rain check, blow the whistle, and presents the use of
each in a situation. For example:
- John couldn’t accept the dinner invitation because
of illness. Because he wanted to go but was unable
at the time, John accepted a rain check for a later
date.

- idioms
- colloquial language

4. The teacher expands on expressions familiar to the
adults. For example:
- paint the town red
- blow your own horn
The teacher presents situations in which each expression
could be used, as in the above example, and the adults
fill in the blanks with the best expression.
5. The adults write a list of their own expressions or idioms
and present situations in which to use each idiom.
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Vocabulary
Objective
V. 2.10
To clearly describe one’s feelings
and those attributed to others.

P

Explanation and Content

Suggested Activities

• To help the adults talk about 1. The teacher evokes feelings in the adults by having them
listen to musical selections or read emotionally laden
their feelings, thoughts, ideas,
stories or descriptions of situations.
and opinions, or those of
others. To help the adults to be
The adults express their reactions to the music or stories
empathetic with, perceptive of,
and say why they feel this way.
and understanding toward the
feelings of others.
The teacher asks the adults to think back to situations in
their lives when they have felt this same way and talk
about the circumstances which caused such feelings.
Content
- discussions
- music, short stories, films
- character analyses

2. The teacher presents scenarios which evoke strong
emotions: anger, sadness, happiness. Each adult
responds to and asks questions about the feelings of
other members of the group.
3. The teacher reads a short story with the adults, asking
them to focus on the feelings of specific characters at
different points in the story. The teacher asks them to
talk about how this character is feeling and the clues
which indicate this, to think about how they would feel
in the same situation, and to assess the feelings of the
character compared to their own.
* The teacher presents all new vocabulary on the
blackboard as it arises and the adults copy the words
which express feelings.
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Vocabulary
Objective
V. 2.11
To know and use specialized
vocabulary pertaining to a
specific subject area.

P

Explanation and Content

Suggested Activities

Through several consecutive lessons, the teacher presents
• To help the adults learn
specific vocabulary pertinent to Each new area of vocabulary listed in the content area, using
the following activities.
the different areas of their
lives.
1. The teacher presents new vocabulary in the subject area,
perhaps from Longman’s Picture Dictionary. Pictures
are presented individually and the adults practise writing
Content
the name under each.
- health
2. The teacher familiarizes the adults with the vocabulary
- politics
of politics or education through newspaper articles. The
- education
adults read short articles, circling all new vocabulary or
- professions
words that pertain to education, politics, etc.
- journeys
- shopping
The teacher discusses the meanings of the words and the
adults record them. The teacher discusses the article,
using the specialized vocabulary.
3. The adults role-play visits to the doctor’s or dentist’s
office. Using vocabulary provided by the teacher, the
adults role-play situations between receptionist and
patient or doctor and patient.
4. The class visits a grocery store with a prepared list, and
the teacher indicates the items on the list.
5. The adults plan a class trip, using travel vocabulary.
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STEP TWO: GQD 202
Thinking Skills
Objective
T. S. 2.1
To improve auditory recall.

P

Explanation and Content

Suggested Activities

• To have the adults recall
information, messages, details,
etc. To improve the adults’
memory.

1. The teacher recites lists of between 10 and 15 items.
After listening once or twice to the list, the adults record
all items they can remember.
2. The adults listen to recorded advertisements and then list
all facts remembered (prices, times, dates, places).

Content
-

3. The teacher provides words with rhythm for easier
recall, teaching the adults to recite poems or sing songs.

indirect speech
poems
songs
memory games
instructions

4. Discussion activities: at various intervals, the teacher
asks the adults to tell, using indirect speech, what a
speaker said or asked.
5. After a series of spoken instructions have been given,
the adults try to remember them in the correct order.
6. Either the teacher or one of the adults gives an oral
presentation or speech five to ten minutes in length. The
topic should be familiar and of high interest to the
adults.
The adults write a brief outline of the facts and ideas
presented.
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Thinking Skills
Objective
T. S. 2.2
To improve visual recall.

P

Explanation and Content
• To help the adults
remember words, patterns,
symbols, and shapes and be
able to reproduce them.
Content
-

Suggested Activities
1. See Objective T.S. 1.3 (Activities 1 and 2) for review of
visual recall of word shapes.
2. The teacher presents symbols on flashcards along with
the written meanings of the symbols on other cards. For
example: symbols for church, police station, school,
hospital.
The adults label maps, recalling what each symbol
stands for.

word shapes
memory games
patterns or plans
symbols (map, chart)
abbreviations

3. The teacher shows the adults various shapes and
patterns. The adults study each image and reproduce it
from visual recall.
4. The teacher follows Activity 2, using abbreviations
instead of symbols, for example, Dr. – Doctor. The
teacher presents the adults with a list of the
abbreviations shown earlier and they recall as many as
they can.

2.296

STEP TWO: GQD 202
Thinking Skills
Objective
T. S. 2.3
To recognize similarities and
differences.

P

Explanation and Content

Suggested Activities

• To help the adults compare
and contrast.

1. The teacher explains to the adults that when we compare
things we look at similarities, whereas when we contrast
things we focus on differences.

Content

2. The teacher gives the adults a few topics which lend
themselves to comparison and contrast, such as summer
and winter or two breeds of dog. The adults either write
about or discuss the similarities and differences.

- visual figures, patterns, or
shapes
- similes and metaphors
- synonyms and antonyms
- comparison and contrast

3. The teacher compares and contrasts characters from a
class reading assignment, demonstrating the use of
similes and metaphors to draw comparisons.
4. The teacher provides shape discrimination exercises in
which the adults identify similar shapes in row of
various shapes. This exercise can be made more
difficult by increasing the variety of items. For
example:

╠ ╦ ╔ ╣ ╦ ╠ ╣╔
5. The teacher presents homophones (their, there; no,
know) and point out the similarities in pronunciation and
the differences in spelling and meaning.
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Thinking Skills
Objective
T.S. 2.4
To classify items by grouping.

P

Explanation and Content
• To have the adults sort and
group objects, words, or ideas
by identifying common factors
or similar concepts.
Content
- details, main idea
- words, ideas, objects
- common factors, similar
concepts

Suggested Activities
1. Using a reading assignment, the adults write the main
ideas and list the supporting details below them.
2. The class discusses the occupations and hobbies of the
adults. The teacher builds a list of vocabulary related to
these occupations and hobbies. The adults classify the
vocabulary according to the particular occupation or
hobby.
3. The teacher presents the adults with objects, words, or
ideas which have been classified in some fashion. The
adults read the words, ideas, etc., thinking about
common factors or similar concepts which form the
bases for such groupings. The adults discuss these with
the group.
4. The teacher presents the classified ads from a newspaper
or a store directory. The adults examine how the items
are categorized and discuss how they might be
reclassified.
5. The teacher prepares a list of 25 to 30 words with no
apparent commonalities. The adults sort them into
groups by whatever common factors they can suggest,
giving each group a heading. The teacher discusses all
the suggestions.
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Thinking Skills
Objective
T.S. 2.5
To read, listen to, and talk about
imaginative works.

P

Explanation and Content
• To increase the adults’
appreciation of literary works
and help them express it.
Content

Suggested Activities
1. The teacher increases the adults’ exposure to literary
works by imaginative language by:
- playing different types of music
- introducing fictional pieces such as short stories or
novels
- presenting poems
- playing radio dramas or showing films

fiction, poetry, music, drama
2. For each selection, the adults think about and discuss
their reactions to it and the personal feelings it evokes.
Perhaps it elicits certain emotions or brings up
memories. The adults should be encouraged to express
these.
3. The adults focus on the feelings, viewpoints, moods,
etc., expressed by the authors of these selections and
discuss the works from this perspective.
4. The teacher points out literary devices used in
imaginative works: figurative language, metaphors,
symbols, etc.
5. The adults choose a favourite story, poem, song, etc. and
present their selection to the group, explaining why they
like it and how it makes them feel and engaging the
group in a discussion.
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Thinking Skills
Objective
T.S. 2.6
To play with words.

P

Explanation and Content

Suggested Activities

• To show the adults they can
be experimental and have fun
with words.

1. For riddles and definitions, the vocabulary should
belong to the topic the class has been reading or writing
about recently. For example:
- What has four legs and a back, but no head? (a chair)
- What has teeth but not a mouth? (a comb)

Content
-

2. The teacher says or writes a word, for example, ball.
The adults are given a limited time to put down words
similar in form, for example, call, tall, fall. One adult
reads out his or her list, and the others tick off those
words on their lists and add any additional words.

jokes
riddles
rhymes
games
puzzles

3. The teacher gives the adults coded word puzzles to
decipher, for example:
r
o
r o a d s
d
s
(crossroads)

s
t
s
working
o
time
c
(rising costs) (working overtime)

4. Crossword partners: Working in pairs, adult A is given a
copy of the across clues of a crossword puzzle and adult
B is given the down clues. The adults work together to
complete the puzzle.
5. See Objective T.S. 1.10, Activity 3.
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Thinking Skills
Objective
T.S. 2.7
To relate to the feelings and
behaviour of others.

P

Explanation and Content
• To help the adults
understand and appreciate the
feelings, viewpoints, and
behaviour of others.
Content
- discussion
- viewpoints
- fictional characters

Suggested Activities
1. The adults think about and discuss the following
points:
- Different people have different backgrounds,
values, and knowledge.
- You should consider other points of view, whether
you agree with them or not. Keep an open mind.
- There are similarities and differences between
viewpoints.
2. The teacher presents the adults with a situation or a
current controversial issue, for example, lowering
cigarette taxes, and presents two points of view on the
issue. The adults discuss the government’s position and
that of people who oppose the government’s decision:
- Whose point of view is right?
- Why is it necessary to see someone else’s point of
view?
The adults defend the behaviour of the government, and
the views of those opposed to it.
3. See Objective T.S. 1.7, Activity 2. The teacher presents
characters from short stories, movies, or novels. The
adults analyse the moods, feelings, or actions of the
characters to come to a better understanding of them.
The adults relate their own feelings to those of the
characters
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Thinking Skills
Objective
T.S. 2.8
To become more flexible in
thinking.

P

Explanation and Content

Suggested Activities

• To encourage the adults to
think hypothetically, to be
aware of alternative ways of
thinking, and to consider both
sides of an issue.

1. The teacher discusses the fact that there are always
alternative choices, differing opinions, or another side to
an argument.

Content

2. The adults give examples of a major decision they have
made recently (work- or home related), and discuss their
choices. The teacher brainstorms with the adults a list of
other choices they could have made: “What else could
you have done?”

- both sides of issues
- brainstorming

The teacher points out to the adults that it is important to
examine alternatives, or both sides.

3. The teacher organizes class debates, assigning the adults
to one position or another. This will encourage those
who do not agree with the position assigned them to
become more flexible in their opinion.
4. See Objective T.S. 1.8, Activity 2. Solutions to a
problem: The adults contribute ideas to solve a
particular problem. The teacher encourages further
thinking by asking, “What if…?” “Is there anything else
which could be done…?”
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Thinking Skills
Objective
T.S. 2.9
To distinguish between fact and
fiction.

P

Explanation and Content
• To help the adults see the
differences between works
which are actual and those
which are imagined.

Suggested Activities
1. The teacher points out to the adults that facts have actual
existence while fiction is invented by the imagination.
2. The teacher presents examples to demonstrate this.
3. The adults discuss a news story, comparing it with a
fictional story and listing actual events and fictional
events from each.

Content
- radio, newspaper stories
- advertising
- short stories, novels

4. Using other reading or listening material – radio,
advertisements, etc. – the adults list or circle the words
in the material that describe facts.
5. The adults write fictional and factual paragraphs on
topics of their choice related to home, work, current
issues, etc.
6. The adults study fictional characters in short stories or
novels and actual characters in biographies.
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Thinking Skills
Objective
T.S. 2.10
To distinguish fact from opinion.

P

Explanation and Content

Suggested Activities

• To help the adults describe,
using objective and subjective
words. To help the adults
express personal views.

1. The teacher presents examples which distinguish a fact
from an opinion, pointing out that facts are actual or
proven while opinions are personal viewpoints or
beliefs.

Content

2. The teacher compares a news story with an editorial
from a newspaper, pointing out objective words and
those used to express the author’s opinion.

- objective words
- subjective words
- personal viewpoints

3. The adults describe objects, people, etc. For example:
- it’s blue
- it’s big
- it’s nice
The adults record their descriptions in either fact or
opinion columns.
4. The adults write letters to the editor of a local newspaper
about issues of concern to them, expressing their
personal beliefs on these issues.
5. See Objective T.S. 1.12, Activity 2.
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STEP TWO: GQD 202
Thinking Skills
Objective
T.S. 2.11
To understand analogy.

P

Explanation and Content

P

• To help the adults make
comparisons between
otherwise unlike things, using
figurative language.

1. As in Objective T.S. 1.14, the teacher shows the adults
how speech can be more effective and interesting when
we make comparisons to express ourselves. The adults
practise making comparisons by writing similes.
2. The teacher explains that likeness can also be expressed
by the use of a metaphor, a figure of speech in which
comparison is made implicitly by speaking of one thing
as if it were another. This is best demonstrated by
analysing poems. The teacher presents poetry using
metaphorical language and the adults discuss the
comparisons drawn.

Content
-

Suggested Activities

similes and metaphors
poems
synonyms
comparisons

3. The teacher thinks about common figures of speech the
adults use and discusses the use of metaphors to draw
comparisons. For example:
- drowning in money
- a diamond in the rough
4. Using fables, the teacher points out the use of analogy to
teach a lesson and focus on human behaviour. For
example:
- The Boy Who Cried Wolf
- The Fox and the Crow
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TABLE OF CONTENTS - STEP THREE
LISTENING AND SPEAKING
Number

Objective

Page

L.S. 3. 1

To relate to others by acknowledging their input and opinions .............................................. 2.316

L.S. 3. 2

To answer specific factual questions ...................................................................................... 2.317

L.S. 3. 3

To recall specific information heard ...................................................................................... 2.318

P

L.S. 3. 4

To receive messages and give directions accurately............................................................... 2.319

P

L.S. 3. 5

To listen to and correctly interpret a short sequence of instructions ...................................... 2.320

P

L.S. 3. 6

To ask questions and make requests ...................................................................................... 2.321

L.S. 3. 7

To give instructions clearly so that others can follow them.................................................... 2.322

L.S. 3. 8

To pronounce correctly all words commonly used ................................................................. 2.323

L.S. 3. 9

To relate one’s own experience to ideas and concepts heard and read ................................... 2.324

L.S. 3.10

To relate experiences, feelings, and ideas............................................................................... 2.325

L.S. 3.11

To express opinions ................................................................................................................ 2.326

L.S. 3.12

To agree or disagree courteously ............................................................................................ 2.327

L.S. 3.13

To recognize the important ideas in a presentation................................................................. 2.328

L.S. 3.14

To make the voice reflect meaning and feeling ...................................................................... 2.329

L.S. 3.15

To evaluate radio and television programs ............................................................................. 2.330

L.S. 3.16

To evaluate personal strengths and weaknesses ..................................................................... 2.331
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P
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Number

Objective

Page

L.S. 3.17

To participate in public speaking............................................................................................ 2.332

L.S. 3.18

To participate in community activities.................................................................................... 2.333
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STEP THREE
READING
Number

Objective

R. 3. 1

To take risks when reading ..................................................................................................... 2.334

R 3. 2

To define personal need and desire to read............................................................................. 2.335

R. 3. 3

To enjoy listening to and reading the sounds, rhythms, and images of language ................... 2.336

R .3. 4

To identify the purpose and content of different types of texts .............................................. 2.337

R .3. 5

To use accumulated knowledge to derive meaning from reading........................................... 2.338

R .3. 6

To determine the organization of reading material ................................................................. 2.339

R. 3. 7

To use reading to improve confidence and enhance current interests and abilities ................ 2.340

R. 3. 8

To recognize various forms of literature................................................................................. 2.341

R. 3. 9

To use reading materials to define values............................................................................... 2.342

R. 3.10

To read to stimulate new interests and abilities ..................................................................... 2.343

R. 3.11

To know oneself through comparison and contrast with fictional characters......................... 2.344

R. 3.12

To use context cueing ............................................................................................................. 2.345

R. 3.13

To recognize consonant sounds, including consonant blends................................................. 2.346

R. 3.14

To recognize two-consonant digraphs as representing one sound .......................................... 2.347

P

R. 3.15

To recognize silent letters ....................................................................................................... 2.348

P

R. 3.16

To recognize words that sound alike (homophones) .............................................................. 2.349

R. 3.17

To pronounce words by sound units and to understand and apply the principle of
syllabication ............................................................................................................................ 2.350

R. 3.18

Page

To recognize that some letters have more than one sound ..................................................... 2.351
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R. 3.19

To recognize that different letters or combinations of letters may represent
the same sounds ...................................................................................................................... 2.352

R. 3.20

To recognize root words, prefixes and suffixes ...................................................................... 2.353

R. 3.21

To understand the concept of abbreviations ........................................................................... 2.354

R. 3.22

To become aware of various sources of information .............................................................. 2.355

R. 3.23

To use the telephone directory................................................................................................ 2.356

R. 3.24

To understand and use a dictionary......................................................................................... 2.357

R. 3.25

To understand and use a thesaurus.......................................................................................... 2.358

R. 3.26

To learn about and use libraries .............................................................................................. 2.359

R. 3.27

To use a newspaper for finding information........................................................................... 2.360

R. 3.28

To use manuals and guides ..................................................................................................... 2.361

R. 3.29

To use schedules and timetables ............................................................................................. 2.362

R. 3.30

To read plans and diagrams .................................................................................................... 2.363

R. 3.31
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R. 3.32
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W. 3. 1

To become a willing and confident writer .............................................................................. 2.366

W. 3. 2

To write independently ........................................................................................................... 2.367

W. 3. 3

To use cursive writing............................................................................................................. 2.368

W. 3. 4

To distinguish between a complete sentence and a sentence fragment .................................. 2.369

W. 3. 5

To capitalize proper nouns...................................................................................................... 2.370

P

W. 3. 6

To know when words referring to people are to be capitalized .............................................. 2.371

P

W. 3. 7

To develop a willingness to write despite spelling problems ................................................. 2.372

W. 3. 8

To use copying as an aid in writing and spelling ................................................................... 2.373

W. 3. 9

To create a personal spelling dictionary of troublesome words.............................................. 2.374

W. 3.10

To spell words frequently used in social and work settings.................................................... 2.375

W. 3.11

To spell words frequently used in writing .............................................................................. 2.376

W. 3.12

To know frequently used words containing silent letters ....................................................... 2.377

W. 3.13

To write as a means of expressing oneself, ordering one’s experience, or clarifying
one’s thoughts ......................................................................................................................... 2.378

W. 3.14

To prepare to write.................................................................................................................. 2.379

P

W. 3.15

To write a first draft ................................................................................................................ 2.380

P

W. 3.16

To edit, to revise ..................................................................................................................... 2.381

P

W. 3.17

To choose words carefully to suit the precise meaning intended............................................ 2.382

W. 3.18

To write and present a final copy............................................................................................ 2.383
2.310

Prerequisite

P

STEP THREE
WRITING
Number
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W. 3.19

To write informal notes........................................................................................................... 2.384

W. 3.20

To keep a personal diary ......................................................................................................... 2.385

W. 3.21

To know the required format for a personal letter .................................................................. 2.386

W. 3.22

To gain confidence in writing different types of personal letters ........................................... 2.387

W. 3.23

To address an envelope correctly............................................................................................ 2.388

W. 3.24

To narrate ................................................................................................................................ 2.389

W. 3.25

To inform ................................................................................................................................ 2.390

W. 3.26

To describe.............................................................................................................................. 2.391

W. 3.27

To record................................................................................................................................. 2.392

W. 3.28

To write concisely and clearly ................................................................................................ 2.393

W. 3.29

To adapt vocabulary and style to writing purpose .................................................................. 2.394

W. 3.30

To know the required format for business letters .................................................................. 2.395

W. 3.31

To write different types of business letters ........................................................................... 2.396

W. 3.32

To write questions................................................................................................................... 2.397

W. 3.33

To use periods in abbreviations .............................................................................................. 2.398

W. 3.34

To use the apostrophe in contractions and possessives .......................................................... 2.399

W. 3.35

To write compound and complex sentences using transitional devices.................................. 2.400

W. 3.36

To correct faulty sentences...................................................................................................... 2.401
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W. 3.37

To understand and use common irregular verbs in the past tense .......................................... 2.402

W. 3.38

To form the present tense in the third person ......................................................................... 2.403

W. 3.39

To show agreement of subject and verb ................................................................................. 2.404

W. 3.40

To use capital letters for proper nouns ................................................................................... 2.405

W. 3.41

To use quotation marks in direct quotations .......................................................................... 2.406

W. 3.42

To use the comma correctly ................................................................................................... 2.407

W. 3.43

To form the plural of common nouns .................................................................................... 2.408

W. 3.44

To form unusual noun plurals correctly ................................................................................. 2.409

W. 3.45

To use and spell singular and plural possessive pronouns and nouns .................................... 2.410

W. 3.46

To choose the correct pronouns for subject and object .......................................................... 2.411

W. 3.47

To use proper punctuation in writing ..................................................................................... 2.412

W. 3.48

To use negative and affirmative contractions ......................................................................... 2.413

P

W. 3.49

To avoid using double negatives............................................................................................. 2.414

P

W. 3.50

To omit unnecessary words in the subject of a sentence ........................................................ 2.415

P

W. 3.51

To understand and use commonly misused adverbs and adjectives ....................................... 2.416

W. 3.52

To understand and use correct sentence structure................................................................... 2.417

W. 3.53

To meet standards for headings, margins, indentation, writing, and spelling in all
written work ............................................................................................................................ 2.418

W. 3.54

To adapt printing to complete different types of forms .......................................................... 2.419
2.312

P

P

P

STEP THREE
WRITING
Number

Objective

Page

W. 3.55

To develop responsibility for self-appraisal and checking ..................................................... 2.420

W. 3.56

To develop a reference list related to current needs, interests, or learning themes................. 2.421

W. 3.57

To use a logical approach to spelling ..................................................................................... 2.422

W. 3.58

To use a multisensory approach to spelling ............................................................................ 2.423

W. 3.59

To use visual techniques to assist in spelling.......................................................................... 2.424

W. 3.60

To use an auditory approach to spelling ................................................................................. 2.425

W. 3.61

To correct patterns of spelling errors ..................................................................................... 2.426

W. 3.62

To distinguish between homophones...................................................................................... 2.427

W. 3.63

To use sound clues to look up words in a dictionary.............................................................. 2.428
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V. 3 .1

To talk about things heard, seen, or read ................................................................................ 2.429

P

V. 3. 2

To determine the meaning of a word in a sentence from its content ...................................... 2.430

P

V. 3. 3

To guess the meaning of an unknown word when it is part of a list of familiar words .......... 2.431

P

V. 3. 4

To use context clues to understand advertisements and articles............................................. 2.432

V. 3. 5

To use root words as an aid in determining the meanings of words ....................................... 2.433

V. 3. 6

To build an advanced sight vocabulary relevant to the adult learner...................................... 2.434

V. 3. 7

To ask questions to clarify procedures or concepts ................................................................ 2.435

V. 3. 8

To express ideas, facts and opinions clearly........................................................................... 2.436

V. 3. 9

To use knowledge of root words and suffixes to understand various job titles and duties..... 2.437

V. 3.10

To enrich vocabulary by learning new meanings for familiar words...................................... 2.438

P

V. 3.11

To understand and use the metric system prefixes ................................................................. 2.439

P

V. 3.12

To choose words to express the exact meaning intended ....................................................... 2.440

V. 3.13

To be aware of idioms and colloquial usage .......................................................................... 2.441

V. 3.14

To clearly describe one’s feelings and those attributed to others ........................................... 2.442

V. 3.15

To use new words in discussions, reports, and explanations.................................................. 2.443

V. 3.16

To know and use specialized vocabulary pertaining to specific subject areas........................ 2.444
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T.S. 3. 1

To improve auditory recall...................................................................................................... 2.445

T.S. 3. 2

To improve visual recall ......................................................................................................... 2.446

T.S. 3. 3
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Prerequisite

P

STEP THREE: GQD 203

Listening and Speaking
Objective
L.S. 3.1
To relate to others by
acknowledging their input and
opinions.

P

Explanation and Content

Suggested Activities

P

• To help the adults listen in
order to take part in a discussion,
concentrating on and
appreciating input from others.

1. The teacher breaks the class up into small conversational
groups and provides each group with a topic of general
interest to discuss.
The adults prepare short talks on the subject and then are
given one or two minutes to present their talks.

Content
After the adults have presented their talks, other members
of the group rephrase or respond to what was said,
agreeing, disagreeing, asking questions for clarification,
and finally adding to the points made.

- discussion groups
- debates

2. The teacher takes an opinion poll concerning a
contemporary controversial issue.
The teacher divides the class into two groups (agree and
disagree).
The class holds a formal debate on the issue, allowing all
the adults a chance to express their opinions, with the
“disagree” side responding and adding to the opinion
expressed by the “agree” side.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.2
To answer specific factual
questions.

P

Explanation and Content

Suggested Activities

• To help the adults understand
factual questions and respond
with the correct information.

1. This objective may be pursued at the beginning of a
course during “ice-breaker” activities. The adults get to
know each other by asking and answering very specific
factual questions about themselves.

Content

2. The adults, in pairs, role-play situations in which answers

- “ice breaker” games
- question/answer cards
- role-playing

to specific factual questions are required. For example: job
interviews, applying for a bank loan, reporting a crime,
criminal trials.

3. Guessing games may be used: I spy, twenty questions
(objects, people, places).

4. Each adult is given two numbered cards (one containing a
question, the other an answer, but not the answer to their
question); question and answer cards which go together
have the same number.
The teacher reads a question aloud, and the adults respond
if they feel they have the correct answer card.
The activity continues until all questions are matched with
the correct answers.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.3
To recall specific information
heard.

P

Explanation and Content

P

• To help the adults listen for
detail and facts and improve
memory techniques.

1. The adults listen to taped radio newscasts or weather
reports and, in pairs, pool the information they recall,
outlining details and facts.
The tape is replayed repeatedly until all details and facts
are outlined.

Content
-

Suggested Activities

2. The teacher assigns information-gathering activities such
as phoning for bus schedules or inquiring about the time,
cost, and place of a course. All the adults have the same
assignment.

facts
lists
memory games
announcements

Each adult presents the information to the group,
comparing with others to check that the information
recalled is correct.
3. The class plays memory games with lists of words.
The teacher reads the group a list of words (at the
vocabulary level of the adults), repeating the words once or
twice.
The adults then write or say as many words as they can
remember.
4. If applicable, the teacher has the adults recall any
information which may come over the P.A. system.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.4
To receive messages and give
directions accurately.

P

Explanation and Content

P

• To help the adults use the
correct vocabulary when
receiving and giving messages
and directions.
Content
- messages (telephone,
personal)
- directions (classroom, product
use, location)

Suggested Activities
1. The teacher asks the adults to write down their own office
messages, telephone messages, or personal messages.
These are read to a partner, who practises jotting down the
message and in turn gives it to another adult.
2. The teacher compiles a list of expressions and other
vocabulary for requesting and giving messages or
directions. For example:
- Would you like to leave a message?
- Could I leave a message?
The teacher introduces classroom directions (e.g., list,
match, discuss, analyze, summarize, explain) and
directions for the use of a product.
In a role-play activity, the adults give detailed directions
for getting from A to B.
The adults practise receiving and giving directions for
classroom activities.
3. The adults listen to long recorded messages, perhaps from
an answering machine, and write the exact information in
the most concise and effective manner.
The teacher demonstrates to the adults how to jot down
messages, paraphrasing where appropriate.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.5
To listen to and correctly
interpret a short sequence of
instructions.

P

Explanation and Content

P

• To demonstrate to the adults
how to interpret and follow the
steps in everyday instructions.
• To familiarize the adults with
the vocabulary of sequence.

Suggested Activities

1. The teacher reviews and adds to the vocabulary of
sequence: secondly, after this, next step, etc.

2. The adults fill in forms that are more difficult, with more
detailed instructions.
The adults fill in the forms as the teacher reads the
instructions aloud.

Content
-

vocabulary of sequence
forms
classroom instructions
domestic tasks

3. Each adult is given a different task to prepare a set of
instructions for. One adult reads the instructions aloud,
while another listens and mimes each step of the task.
For example:
- ironing a shirt
- sewing on a button
- changing a tire
- making bread
- making a bed

4. The adults must listen to and interpret instructions each
time a classroom activity or task is assigned. To ensure
that classroom instructions are correctly interpreted, the
teacher has the adults repeat instructions each time they
are given, thus providing continuous practice.

2.320

STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.6
To ask questions and make
requests.

P

Explanation and Content
• To teach the adults to phrase
questions correctly.

Suggested Activities
1. The teacher explains that polite requests may be made in
the form of embedded questions as well as wh
information questions.

• To help the adults make polite
requests.

The teacher shows the adults examples of embedded
questions, pointing out how the word order is different
from the word order in a simple question. For example:
- Could you tell me where the bank is? (embedded
question)
- Where is the bank? (simple questions)

Content
- tag questions
- embedded questions
- polite requests, courtesy
language

The adults role-play various situations, using embedded
questions to make polite requests. For example: making
requests at an information booth.
2.

The adults practise making polite requests of one
another, using courtesy language such as: may I, could
you, please, would you, will you, etc.

3. The adults practise extending invitations.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.7
To give instructions clearly so
that others can follow them.

P
P

Explanation and Content

Suggested Activities

• To help the adults give effective 1. The teacher reviews vocabulary for giving instructions in
instructions.
sequence: firstly, next, after this, finally.

2. The teacher assigns each adult a task (domestic or work)

Content
- vocabulary of sequence
- instructions (work, domestic
tasks)

to prepare instructions for. The adults present their
instructions to the class and the class must guess which
task is being described. (See Objective L.S. 3.5)
The teacher encourages the adults to ask questions to
clarify any confusing instructions. The instructions may
be mimed by the group.

3. The adults are paired off, one given a detailed picture of
an object or shape and the other given a blank sheet.
The adults give clear and accurate instructions so that
their partners can, as closely as possible, reproduce the
picture without having seen it.

4. The teacher gives the adults the opportunity to explain
the instructions for classroom activities to classmates
who may not have understood them.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.8
To pronounce correctly all words
commonly used.

P

Explanation and Content
• To help the adults recognize the
importance of correct
pronunciation.

1. Each pronunciation exercise or activity should include
words from the adults’ vocabulary. Activities should also
be adapted to the particular problems of the adults.

2. Pronunciation drills should be held regularly, but not for

Content
-

Suggested Activities

drills
production exercises
word families
discrimination exercises
pictures

long periods: about five minutes for each lesson should
be sufficient.

3. The teacher puts on the blackboard 20 numbered
sentences which differ slightly in pronunciation but
greatly in meaning. Each adult, in turn, reads a sentence
aloud and the members of the group give the number of
the sentence they think has been read. (The sentences
should be based on the adults’ actual difficulties with
sounds).

4. The teacher presents word families based on familiar
words, and forms new words by writing appropriate
letters in front of the base words, for example, hand,
band, sand, grand, beginning with small, familiar words.
The adults practise pronouncing the new words.

5. Using pictures representing words that are difficult to
pronounce, the adults practise pronouncing the words for
the pictures until the correct pronunciations are learned.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.9
To relate one’s own experience to
ideas and concepts heard and
read.

P

Explanation and Content
• To encourage the adults to
share their experiences in relation
to subjects that arise in class
reading and discussion.

Suggested Activities

1. The adults choose a newspaper or magazine article of
particular interest to them and present the ideas in the
article to the group.
The adults engage in class discussion, agreeing or
disagreeing with, supporting or opposing the ideas and
concepts presented in each article, and relating them to
their own experiences and events in their lives.

Content
- magazine articles
- opinions
- ideas, experiences

2. The teacher presents the adults with a number of general
statements.
The adults think of ways to back up each statement with
personal experiences and examples. For example:
- family ties are important
- returning to school is a major step
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.10
To relate experiences, feelings,
and ideas.

P

Explanation and Content
• To help the adults discuss their
experiences, emotions, and
thoughts freely and confidently.

Suggested Activities

1. The teacher organizes class discussions or small group
discussions concerning emotions, for example:
happiness, sadness, anger, jealousy, etc.

2. The adults discuss people, places, and events in their

Content

lives which are connected with strong feelings. The
teacher encourages the adults to talk about these feelings
and experiences in class or group discussions.

- problem solving
- discussion groups
(feelings, emotions)
- class meetings

3. The teacher holds class meetings which provide the
adults with the opportunity to present ideas on classroom
activities, events, organizations, etc.

4. The teacher organizes brainstorming activities to elicit
ideas or suggestions from the adults on any issue at hand.

5. The teacher presents the adults with problems or
dilemmas to solve and each adult contributes ideas to
help find solutions.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.11
To express opinions.

P

Explanation and Content

Suggested Activities

• To help the adults become
1. The teacher presents expressions used in stating
confident enough to express
opinions. For example:
personal points of view and to trust
- Personally,...
in the value of their own opinions.
- It is my opinion that...
- In my opinion...
- I feel that...
• To encourage the adults to
contribute ideas to discussions.
2. Class debates provide opportunities for the adults to
express opinions and to elaborate on them to back up
Content
their views.
- debates
- opinion polls

The teacher divides the adults into two groups and gives
each group one side of a debate topic. The adults prepare
their arguments beforehand and all of them participate in
the debate.

3. The adults devise public opinion polls on matters of their
choice and poll each other on these issues.

4. On a continuous basis, the teacher should encourage the
adults to express their opinions on everyday issues,
current affairs, classroom proceedings, etc. as the
opportunity arises. For example:
- How did they like the story?
- How did they feel about...?
5. The teacher encourages the adults to express their likes
and dislikes as the opportunity arises in class.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.12
To agree or disagree courteously.

P

Explanation and Content
• To help the adults express an
opposing point of view in a nonconfrontational way (polite
disagreement) and to express
agreement politely.

Suggested Activities

1. The teacher provides the adults with an issue to consider
and debate, for example: the effect of TV, violence
against young people, the right to assisted suicide.
The teacher divides the group into pairs, matching adults
who have differing points of view but who could
possibly come to a consensus on some points.

Content
The adults argue their points in an organized way, listing,
first, areas of agreement and, then, areas of disagreement.

- argument
- discussion

The adults should understand the importance of listening
to each other’s position without interrupting, and then
politely presenting an opposing opinion.

2. The teacher should use the same approach when
disagreements arise in any class discussion, and
encourage the use of polite phrases. For example:
- I have to disagree because...
- I’m sorry, but I don’t agree...
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.13
To recognize the important ideas
in a presentation.

P

Explanation and Content

P

• To help the adults separate
main ideas from supplementary
information.
Content
-

Suggested Activities

1. The teacher makes a taped or live oral presentation,
giving the adults a guide sheet of information to listen
for; this will help them listen for the main ideas. Then the
activity is repeated without the guide sheet.
This activity should begin with short presentations
containing three or four main ideas, and gradually
advance to longer presentations. After listening several
times, the adults discuss the main points.

outlining
documentaries
adults’ presentations
newscasts

2. The adults outline material presented under “main idea”
and “supporting information.” They listen to or watch
newscasts, separating headlines from supporting details.

3. The teacher discusses the idea of a topic sentence and the
adults practise listening for topic sentences.

4. The adults make short presentations with specific main
ideas. Other members of the group listen, recording the
details under the appropriate main idea.

2.328

STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.14
To make the voice reflect
meaning and feeling.

P

Explanation and Content
• To have the adults practise
intonation to express feelings and
meanings.

Suggested Activities

1. The adults read parts from short plays, stressing the
emotional tone to accurately reflect the meaning.

2. The adults write dialogues and read them aloud.
Content
-

plays
debates
presentations and speeches
oral reading

The teacher assigns various situations involving
argument, surprise, sadness, etc. The adults read their
own dialogues for the situations, expressing the
emotions.

3. The adults prepare speeches for a variety of purposes, for
example: persuasion, acceptance, congratulation, appeal.
The adults read their speeches, focussing on the thrust of
the speech and the conviction in their voice.

4. The adults practise using debating methods to argue,
convince, agree, or disagree.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.15
To evaluate radio and television
programs.

P

Explanation and Content
• To have the adults judge
programs based on a number of
criteria.
Content
- radio or television programs
- questionnaires

Suggested Activities

1. Depending on the adults’ interests, they listen to or watch
taped radio or television programs: news, documentaries,
sports commentaries, entertainment programs, comedies,
dramas, etc.
Using a questionnaire, the adults evaluate the programs,
For example:
- Did you understand it?
- Was it clear? Interesting?
- Do you think it was at an appropriate level?
- Would you watch it again?
- What type of program was it?
- How does it compare to other programs you’ve
watched?
In discussion groups, the adults compare and discuss
their responses.

2. Throughout the course, the adults discuss the value of
any audiovisual material used as it related to the lesson
and as a teaching tool.

3. On a scale of 0 to 5 (bad to very good), the adults rate the
programs. They discuss their ratings and the criteria their
ratings are based on.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.16
To evaluate personal strengths
and weaknesses.

P

Explanation and Content
• To encourage the adults to
focus on their personal strong
points and shortcomings.
Content

Suggested Activities

1. The teacher puts a list of personal characteristics on the
blackboard. For example: decisive, honest, dependable,
aggressive, indecisive, outgoing, assertive, trustworthy,
procrastinating.
These are divided into strengths and weaknesses by the
adults, who then choose a number of characteristics to
describe themselves.

- questionnaires
- situational reactions
- character studies

These choices are discussed in the group, and examples
are given to justify them.

2. The adults answer questionnaires or surveys such as
those found in magazines. For example:
- How decisive are you?
- How aggressive are you?

3. The adults do character studies based on reading
assignments (novels or short stories). They make
comparisons between themselves and the characters.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.17
To participate in public speaking

P

Explanation and Content

Suggested Activities

• To encourage the adults to
speak in front of groups of people.

1. The teacher starts speaking activities with small group

Content

2. For large group presentations, the adult may work in

- group presentations
- phone-in talk shows
- public speaking contests

presentations, allowing the adults to speak about things
they know well. This will ease their nervousness.

pairs for their first attempt. This will give them more
confidence. Suggestions: a “show and tell” activity, a talk
about a favourite film, a trip, or a particular interest or
hobby.

3. The adults participate in radio phone-in talk shows. This
may be done in the classroom. The teacher encourages
the adults to express their views on the topic of the show.
Speaking publicly over a telephone may be less
intimidating than doing so in front of a group of people.

4. The teacher may hold public speaking contests in class
for those who wish to participate, assigning topics and
having the adults prepare speeches.
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STEP THREE: GQD 203
Listening and Speaking
Objective
L.S. 3.18
To participate in community
activities.

P

Explanation and Content

Suggested Activities

• To encourage the adults to
become more active in community
affairs.

1. The teacher gathers copies of community newspapers or
school or church bulletins and the adults identify
activities appropriate for them.

2. The adults participate in school or community activities:

Content

student councils, special days, extracurricular activities.

- school extracurricular activities
- parent-teacher associations
- volunteer programs

3. The adults attend parent-teacher meetings and perhaps sit
on committees.

4. The adults work on volunteer programs (hospitals,
seniors’ homes, literacy programs, etc.)

5. The adults attend church meetings.
6. The adults enroll in continuing education classes: dance,
cooking, computers, etc.

7. The adults attend community fairs or festivals.
8. The adults share with the class their community activities
or involvement, inviting others to join them.
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STEP THREE: GQD 203
Reading
Objective
R. 3.1
To take risks when reading.

P

Explanation and Content

Suggested Activities

• To encourage the adults to be
willing to accept error and to
persevere without being fearful of
new challenges.

1. The teacher discusses a variety of situations in which the
adults might have to face a new reading challenge. For
example:
- returning to school
- visiting a library and learning to select reading
material
- attending a school meeting
- reading a new text

Content
- coping strategies
- independent learning
- various reading materials

2. The teacher discusses coping strategies. For example:
- plan ahead
- ask for help
- when you make an error, try again
- break down larger tasks into smaller tasks.
3. The teacher assists the adults in compiling a personal list
of reading materials.
4. The teacher exposes the adults to a variety of texts
written at different levels for different purposes.
5. The teacher suggests that the adults keep a daily journal
of reading goals and accomplishments.
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STEP THREE: GQD 203
Reading
Objective
R. 3.2
To define personal need and
desire to read.

P

Explanation and Content

Suggested Activities

• To help the adults realize that in 1. The teacher sets goals and objectives by asking the adults
their reasons for reading, and records these objectives.
daily life individuals are faced
with numerous situations in which
2. The teacher discusses the material an individual needs to
reading is essential. The adults
read in various situations. For example: mail,
should develop a desire to read in
government forms, applications, instructions, directions,
order to feel less alienated and
children’s literature.
ostracized from the literate society.
3. The teacher uses reading materials gathered from the
home as a basis for reading in class: advertisements,
community bulletins, local newspapers, etc.

Content
-

practical reading materials
letters
forms
catalogues
newspapers
magazines
circulars
fiction
non-fiction
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4. The adults keep a log of reading needs and desires.
5. The teacher designs reading activities to suit the adults’
goals, remembering that the desire to read must be
reinforced as incentive and motivation to improve basic
reading skills.
6. See Objective R. 1.2 for further activities.

STEP THREE: GQD 203
Reading
Objective
R. 3.3
To enjoy listening to and reading
the sounds, rhythms, and images
of language.

P

Explanation and Content
• To continuously stimulate the
adults’ need and desire to read by
exposing them to a variety of types
of material.

Suggested Activities
1. The teacher reads poetry with the adults, stopping to
focus on the rhyme schemes or repetitive sounds, and
discusses the effectiveness of the poetic writing style.
2. The teacher reads selected descriptive paragraphs from
fiction or non-fiction and discusses the imagery and the
use of adjectives and adverbs to create special effects.

Content
3. The teacher discusses the use of sensory detail.
a variety of texts:
- poetry
- paragraph selections
- song lyrics

4. The teacher plays a variety of musical or poetic
selections on tape and discusses the use of rhythm,
rhyme, and repetition.
5. The teacher suggests that the adults choose poetic and
descriptive material to read from time to time, rather than
only practical texts.
6. The teacher assists the adults in recognizing that the
written word can be used for simple enjoyment as well as
practical purposes.
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STEP THREE: GQD 203
Reading
Objective
R. 3.4
To identify the purpose and
content of different types of texts.

P

Explanation and Content

Suggested Activities

• To help the adults judge
whether reading material is fiction,
non-fiction, poetry, diary, journal,
etc. from the presentation and
content of the text.

1. The adults should be aware that a variety of texts exist
for a variety of purposes. To illustrate this, the teacher
presents the adults with a variety of reading material, for
example: magazines, plays, short stories, journals,
instruction manuals, etc. The adults and the teacher
discuss the value and purpose of each form of discourse.

• To help the adults develop a
reading strategy to determine the
purpose of a text through a
structural overview of its content.
Content
- a variety of texts
- notes
- letters
- instructions
- signs
- newspapers
- journals
- poems
- fiction
- non-fiction
- discussion

2. The teacher divides the adults into two groups. Each
group is given two or three different types of texts and
directed to do a structural overview of the texts: Who
wrote the text? When? Where? What does the table of
contents tell you? What does the index indicate? Are
there chapter headings, illustrations, glossaries,
appendices? The objective of this exercise is to
demonstrate that by examining the content of a text, the
reader can determine the purpose of the text.
3. The adults visit a library, with or without the teacher, to
assess the variety of types of texts available and the
purposes of these texts. For example: reference,
information, instruction, pleasure.
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STEP THREE: GQD 203
Reading
Objective
R. 3.5
To use accumulated knowledge
to derive meaning from reading.

P

Explanation and Content

Suggested Activities

• To use the adults’ personal
story writing, non-fiction writing,
and other general writing as
reading material or to select
reading material to suit the adults’
personal (cultural) background or
interests.

1. The teacher discusses the adults’ hobbies, traditions,
travel experiences, educational experiences, and interests
in cooking, literature, and current events, etc.
2. The teacher assists the adults in choosing reading
material that will enhance and develop their interests.
3. If the adults encounter difficulties when reading, the
teacher determines whether drawing on their common
knowledge can assist in the decoding process.

Content
a variety of personal reading
material

4. The teacher uses the adults’ own writings as material for
reading. The adults should be able to write
knowledgeably on some personal interest. Through the
editing process they will learn to improve specific
writing skills. Through the reading process the adults will
learn the value of this written material.
5. The teacher encourages the adults to read independently,
drawing on accumulated knowledge and writing skills to
derive meaning from reading.
6. See the activities listed in Objective R. 4.4 for further
suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.6
To determine the organization of
reading material.

P

Explanation and Content

Suggested Activities

1. The teacher studies paragraphs from the adults’ selected
• To help the adults judge
readings. Together, they identify the introductory
whether reading material is fiction,
sentenced, subtopic sentences, concluding sentences,
non-fiction, a textbook, a reference
transitional expressions, adjectives, specific punctuation,
work, etc. through an overview of
capitalization, etc. The teacher explains that a pattern
the organization and format of the
may exist from paragraph to paragraph in the text.
text.
2. The teacher instructs the adults on how to develop a
structural overview of the text. (see Objective R. 3.4,
Activity 2.

Content
a variety of reading material in
various reading and writing modes

3. The teacher helps the adults understand the function or
purpose of the text. For example: Is it organized to
inform? To entertain? To explain? How can this be
determined?
The teacher discusses the variety of responses.
4. If literature is being studied, the teacher examines such
details as setting, main character, organization of plot,
introduction, and conclusion.
5. The teacher discusses techniques of persuasion or
argumentation in essay or editorial writing. For example:
Is comparison/contrast used? Is repetition used? How is
the argument presented in the opening paragraph?
6. See Objective R. 3.4 for further suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.7
To use reading to improve
confidence and enhance current
interests and abilities.

P

Explanation and Content
• To use reading to help the
adults realize their reading
potential, appreciate the value of
reading in their lives, and enhance
their specific interests and skills.

Suggested Activities
1. The teacher and the adults visit a library. Bearing in
mind the adults’ personal interests, they seek out
appropriate books to reinforce the value of those
interests.
2. The adults plan an oral presentation to show their
knowledge of a certain subject and their ability to share
this information.

Content
a variety of reading material

3. Through the use of a personal reading log or journal, the
adults become aware of and satisfied with the growing
amount of information they have accumulated.
4. If the adults are reading material in a specific area of
interest, there will be a certain amount of familiar
vocabulary. This familiarity will be a confidence booster.
5. In a class setting, the adults share the books they are
reading. This will also help the adults realize the value of
their interests in the society around them.
6. See the activities listed in Objective R. 4.5 for further
suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.8
To recognize various forms of
literature.

P

Explanation and Content
• To recognize that within
literature many forms exist:
novels, plays, poetry, short
stories, mysteries, romance,
science fiction, etc.

Suggested Activities
1. The adults may have little exposure to actual literature;
therefore, an introduction to a variety of literary forms
would be helpful.
2. The teacher brings an assortment of literary texts to class
and explains the purposes and characteristics of each type
of text.

Content
a variety of texts reflecting the
theme of study

3. The teacher reads passages from different literary forms
with the adults and assists them in determining the
literary form.
4. The adults:
- read and discuss a poem
- read and discuss a short story
- read and discuss a selection from a full-length play
- discuss the differences and/or similarities between
these literary forms
5. In their reading log, the adults note what type of
literature they are reading.
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STEP THREE: GQD 203
Reading
Objective
R. 3.9
To use reading materials to
define values.

P

Explanation and Content

Suggested Activities

• To use themes presented in
literature to illustrate social values.

1. The teacher explains that the reader can determine what
value systems are reflected in a literary piece through the
study of the characters and themes.

Content

2. In groups, under the direction of the teacher, the adults
discuss clearly stated literary themes: why a writer has
chosen to write on a certain theme, how that theme fits
into society, how it reflects morals or values, and
whether the writing expresses a belief the adults share.

- a variety of texts
- theme analysis
- discussion

3. The teacher explains that writers sometimes choose a
theme to illustrate or interpret values or morals.
4. The adults list themes they might write on which reflect
their personal values, and read them out loud.
5. The adults list their values and then compare them with
those of a literary character.
6. Refer to the activities listed in Objective R. 4.6 for
further suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.10
To read to stimulate new interests
and abilities.

P

Explanation and Content
• To help the adults discover
new interests and new abilities
through the research and reading
process.
Content

Suggested Activities
1. With the adults, the teacher brainstorms a list of interest
areas to be developed.
2. The teacher assists the adults in selecting appropriate
reading materials. For instance, if they would like to
learn more about birds of the region, the teacher helps
them pinpoint that type of material.
3. The adults visit a library in order to discover the
multitude of topics covered.

a variety of texts

4. After showing a video documentary on a new topic, the
teacher helps the adults choose reading material in this
new area of interest. (Note that choosing reading
material at a level slightly lower than the actual reading
level may encourage further reading with diminished
frustration.)
5. The adults share their discoveries with the class or group.
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STEP THREE: GQD 203
Reading
Objective
R. 3.11
To know oneself through
comparison and contrast with
fictional characters.

P

Explanation and Content

Suggested Activities

• To help the adults learn about
themselves through the analysis of a
variety of fictional characters from
an assortment of texts, films, or
television shows.

1. After reading a chapter of a novel or an entire short
story, the adults study the main characters and discuss
who they are, why they behave the way they do, what
motivates them, what values they reflect, where they
came from, etc.

Content
- a variety of literature, especially
short stories
- films
- television shows
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After completely analysing the character(s), the adults
list the same type of characteristics they see in
themselves. The adults, individually or with their
group, compare and contrast themselves with these
characters.
2. After viewing a film, video, or television show, the
adults analyse the main characters and compare their
own strengths and weaknesses with those of the
characters.

STEP THREE: GQD 203
Reading
Objective
R. 3.12
To use context cuing.

P

Explanation and Content

Suggested Activities

1. The teacher designs cloze exercises using the material
• To help the adults determine
being read in class. The teacher extracts a complete
the meaning and pronunciation of
paragraph from a text, leaving blank spaces for specific
a word by examining the known
words, and asks the adults to fill in the missing words.
words in the sentence surrounding
it.
2. The teacher creates sentences based on current reading
and vocabulary, with words or letters missing. The adults
• To help the adults understand a
fill in the missing letters and/or words. This may be done
word by analysing it in its
with entire sentences.
context.
3. After listening to the adults read, the teacher creates a
vocabulary or cloze exercise with those words which are
causing them difficulty.

Content
- a variety of reading material
- cloze exercises
- various sentences
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4. The teacher reads to the adults, occasionally omitting
selected words. Then adults listen carefully while the
teacher reads, and fill in the words missing from the text.

STEP THREE: GQD 203
Reading
Objective
R. 3.13
To recognize consonant sounds,
including consonant blends.

P

Explanation and Content

Suggested Activities

• To help the adults recognize the
sound of each consonant in the
alphabet, including hard and soft
sounds, and the sounds of common
consonant blends.

1. The teacher prepares sentences, leaving blanks and
offering a choice of words containing similar
consonants or blends to fill in the blank. For example:
- stare or scare: Please do not ______ the cat.
- house or mouse: If you scare the cat, it won’t chase
the _____.

Content

2. The teacher prepares charts of consonant blends and
words containing those blends, and drills and reviews
these words. For example:
- cl:
clean, clear, clothes
- str:
straw, straight, strong

- consonant blends:
br pl
st
fr
bl
sp
cr cl
sc
pr fl
sk
gr gl
str
tr
sl
spr

mp
nd
nk
rk
ld
nt

- hard and soft g and c
- soft and hard s: since, cosy

3. From the text being studied in class, the teacher selects
words containing specific consonants the adults have
difficulty with and the adults study these words.
4. The teacher prepares lists, flashcards, or charts of
words that include difficult sounds. For example:
words containing a hard or soft g sound, or an x sound.
5. The teacher dictates words or sentences containing
specific consonants and consonant blends.
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STEP THREE: GQD 203
Reading
Objective
R. 3.14
To recognize two-consonant
digraphs as representing one
sound.

P

Explanation and Content

P

• To help the adults recognize
two-consonant digraphs as
representing one sound.
Content
- th, ch, sh, ph, wh, ng, gh
- sample words:
- thought
- chase
- shelves
- photographs
- whales
- ghostly

Suggested Activities
1. Using the text being read in class, the teacher selects
sentences or paragraphs to analyse which contain a
number of digraphs, and asks the adults to circle or
underline the digraphs or the words containing digraphs.
The teacher makes a list of these words or sounds and
recites and reviews them with the adults.
2. The adults keep lists of words containing confusing
digraphs in a reading journal.
3. The teacher dictates words and sentences containing
digraphs.
4. The teacher creates fill-in-the-blanks or multiple-choice
exercises to review digraphs.
5. The teacher keeps word charts of lists of commonly used
digraphs in class.
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STEP THREE: GQD 203
Reading
Objective
R. 3.15
To recognize silent letters.

P

Explanation and Content

Suggested Activities

P

• To recognize the silent letters in
many common words.

1. The teacher reviews lists of words containing common
silent letters.

Content

2. Using the text being read in class, the teacher selects
and discusses words containing silent letters.

- when two vowels are together,
the first is sounded and the
second is silent (e.g., fearful)
- silent e (e.g., experience)
- ight words (e.g., slight)
- silent t after s (e.g., nestling)
- silent w before r (e.g., write)
- silent g (e.g., gnome)
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3. The teacher dictates words containing silent letters.
4. The adults note any confusing words containing silent
letters in their reading journals.
5. The teacher reviews silent letter rules with the adults.
6. The teacher challenges the adults to write and then read
out loud a paragraph containing many words with silent
letters.

STEP THREE: GQD 203
Reading
Objective
R. 3.16
To recognize words that sound
alike (homophones).

P

Explanation and Content
• To help the adults recognize
that a homophone is one of a
group of words that are
pronounced similarly but differ in
meaning and sometimes spelling.

Suggested Activities
1. Using the text of study as a reference, the teacher
prepares cloze exercises in which the adults must make
the correct choice of homophone to fill in the blanks.
2. The teacher dictates sentences in which the adults must
choose the correct homophone to suit the context of the
sentence.

Content
3. The adults keep in a journal lists of homophones they
discover while reading or those they find confusing.

homophones:
- brake - break
- forth - fourth
- peace - piece
- wait - weight

4. The teacher prepares multiple-choice exercises in which
the adults must choose the correct homophones.
5. To enhance their dictionary skills, the adults define more
challenging homophones by doing dictionary research.
6. The teacher creates a crossword puzzle using
homophones.
7. See the activities listed in Objective R. 4.12 for further
suggestions.
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STEP THREE: GQD 203
Reading
Objective

P

Explanation and Content

R. 3.17
To pronounce words by sound
units and to understand and apply
the principle of syllabication.

P

• To help the adults pronounce
each letter or letter combination by
sound, separately, to hear how a
word is constructed, consequently
enhancing phonetic reading ability.

Suggested Activities
1. A review of specific phonics would be appropriate.
2. Using a dictionary as a resource, the adults search for
words that are multisyllabic and write them in a
notebook, pronouncing each syllable as it is written.

Content

3. Using a list of words from the theme of study, the
adults read the words, carefully pronouncing each
syllable.

-

4. For difficult words encountered in assigned reading, the
teacher reminds the adults how to sound out the words.
One approach is letter by letter, for example:
- dictionary: d - i - c - t - i - o - n - a - r - y

initial and final consonants
other consonant sounds
long short vowels
other vowel sounds
silent letters
digraphs

Another approach is by syllables, remembering that
each syllable must contain a vowel sound:
dic/tion/ar/y.
5. The teacher reviews consonant blends if necessary.
6. Refer to the activities list in Objective R. 4.16 for
further suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.18
To recognize that some letters
have more than one sound.

P

Explanation and Content

Suggested Activities

• To help the adults recognize
that some letters, such as g, c, or
s, may have more than one sound,
and to review the long and short
vowel sounds.

1. Using the adults’ own writings, the teacher selects words
containing letters that my have other sounds. The teacher
uses the adults’ own texts to reinforce their confidence in
their writing and reading.
2. Using the current reading text, the teacher selects a
variety of words containing identical letters with different
sounds. The adults make lists of these words on the
blackboard or in a notebook.

Content
-

word lists
vowels
consonants
digraphs

3. The teacher notes the letters the adults have difficulty
with during individual oral reading and reviews these
letter sounds.
4. The teacher provides the adults with fill-in-the-blanks
(letters or words) exercises, sentences and paragraphs.
The material to be filled in should contain letters that
may have more than one sound. The teacher should try to
use a text from the adults’ current reading.
5. The teacher tapes or dictates appropriate words for the
adults to write, then read.
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STEP THREE: GQD 203
Reading
Objective
R. 3.19
To recognize that different letters
or combinations of letters may
represent the same sounds.

P

Explanation and Content

Suggested Activities

• To help the adults recognize that
letter combinations such as ch in
machine and sh in share may have
the same sound even though the
letters are different.

1. The teacher makes lists of such letter combinations as
sh, tion, ch, in which the sounds of the letter
combinations are identical, and makes posters displaying
these lists. The adults keep the lists in their reading
journals or notebooks.

Content

2. The teacher makes index cards of words with different
letters/same sound combinations. The adults categorize
the sounds.

word lists
3. The teacher dictates a variety of words from the adults’
current text of study to reinforce the spelling differences.
4. After giving the adults the appropriate word lists from
the current reading theme, the teacher asks them to
locate the words in a dictionary and to note the
pronunciation key in the dictionary.
5. In a group or individually, the adults brainstorm as many
different letters/same sound combinations as possible.
6. Refer to the activities listed in Objective R. 4.14 for
further suggestions.

2.352

STEP THREE: GQD 203
Reading
Objective

P

R. 3.20
To recognize root words, prefixes
and suffixes.

P

Explanation and Content

Suggested Activities

1. The teacher makes charts of root words, illustrating how
• To help the adults understand
they change by adding prefixes and suffixes:
that the basic component of a word
is the root word, from which other
Prefix
Root Word
Suffix
words are developed by the
de
mean
ing
addition of prefixes and suffixes.
2. Using word lists derived from their current reading, the
adults identify each root word and then the suffix and
prefix.

Content
- root words
- prefixes:
out
over
post
multi
kilo
inter
semi
- suffixes:
able
age
cle
dom
ed
ness
ly

3. The teacher gives the adults a challenge. Using a timer
and setting a time limit, the teacher gives the adults root
words and they create as many words as possible with
each one.
4. Alternatively, using the timer, the teacher asks the adults
in a limited time to identify as many words as possible
within a challenging word.
5. Using suffixes or prefixes, the adults create new words.
6. The teacher chooses an entry from the dictionary that
contains various forms of a root word, for example,
hard, harden, hardheaded, and analyses the word
structures.
7. See activities listed in Objective R. 4.15.
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STEP THREE: GQD 203
Reading
Objective
R. 3.21
To understand the concept of
abbreviations.

P

Explanation and Content

Suggested Activities

• To help the adults recognize and
read abbreviations.

1. The teacher gives the adults a list of common and less
common abbreviations to read and reviews the meaning
of the challenging abbreviations.

Content

2. The teacher prepares a series of sentences containing a
variety of abbreviations. The adults read the sentences
out loud, reading each abbreviation in full.

abbreviations:
- titles before proper nouns:
Mr., Mrs., Rev., Hon.
- expressions used with numerals:
a.m., p.m.
- provinces, countries, cities,
months, days
- street names: Rd., Blvd.

3. The teacher looks at a map of Canada or Québec with
the adults and reads place names in full, indentifying
their abbreviated forms.
4. The teacher reviews capitalization rules for
abbreviations.
5. The teacher identifies abbreviations as they are
encountered in the current reading.
6. See activities listed in Objective R. 4.17 for further
suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.22
To become aware of various
sources of information.

P

Explanation and Content

Suggested Activities

• To make the adults aware that
information can be found in a
variety of sources which are
easily accessible.

1. With the adults, the teacher discusses what type of
information is often needed that cannot be obtained from
television or radio, such as telephone numbers,
information on government services, facts and statistics,
general information on specific subjects, and word
meanings or spellings.

Content
-

2. On index cards, the teacher writes an assortment of topics
that require some research and distributes the index cards
to the adults. Individually or in groups, the adults list
ideas of where the information may be found and discuss
these ideas.

discussions
dictionaries
thesauruses
encyclopedias
atlases
maps
telephone directories
schedules
almanacs

3. The teacher creates a “problem box” containing problems
or descriptions of scenarios in which the adults have to
seek out information. The adults discuss or role-play
these problems to discover appropriate solutions.
4. The adults play current events or general information
games, using an almanac to locate the answers. The
teacher may adapt this game to other sources of
information.
5. The teacher may introduce a computer and CD-ROM (if
appropriate); these are often found in libraries.
6. See activities listed in Objective R. 4.18 for further
suggestions.
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STEP THREE: GQD 203
Reading
Objective
R. 3.23
To use the telephone directory.

P
P

Explanation and Content
• To help the adults use a
telephone directory to find the
telephone number of a friend,
business, community service,
government service, etc.

Suggested Activities
1. Each adult brings in a telephone directory. The teacher
prepares a scavenger hunt of several questions which ask
the adults to locate specific telephone numbers, for
example:
- F. Wilson on Elm Street in Montreal West
- CLSC on boul. René-Lévesque Est
- library in Boucherville

Content
2. The teacher prepares and distributes a worksheet of
problems which the adults solve by locating the answers
in the telephone directory and writing them down.

- alphabetical order
- telephone book

3. The teacher reviews alphabetical order. From the
telephone book the teacher selects several entries, writes
them out of order on a worksheet or on the blackboard,
and challenges the adults to find the entries in the
telephone book and place them in alphabetical order.
4. The adults explore the Yellow Pages, using the activities
listed above.
5. The teacher discusses the value of toll-free 1-800
numbers for finding information. For example, by
calling the 1-800 operator, you can get the numbers of
provincial tourism bureaus.
6. The adults keep a record in a journal or reading log
when they use the telephone directory.
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STEP THREE: GQD 203
Reading
Objective
R. 3.24
To understand and use a
dictionary.

P

Explanation and Content
• To review the contents and
organization of the dictionary and
to assist the adults in using it to
find spellings, pronunciations,
and definitions.
Content
dictionary

Suggested Activities
1. The teacher reviews the contents and purpose of the
dictionary:
- finding words, using the guide words, the first and last
words on the page
- word entries: the bold-faced main word, pronunciation,
and syllabication
- spellings: Canadian or American
- abbreviations
- syllabication: for pronunciation, to aid in spelling, and
to show where a word may be divided at the end of a
line
- pronunciation: refer to pronunciation key
- parts of speech
- word history: etymology can assist the adults in
remembering definitions
- definitions: multiple, numbered definitions
2. For each component of the dictionary, the teacher gives
the adults a written exercise.
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STEP THREE: GQD 203
Reading
Objective
R. 3.25
To understand and use a
thesaurus.

P

Explanation and Content

Suggested Activities

• To help the adults understand the 1. Some thesauruses have a confusing format; the teacher
should help the adults select one that is organized
purpose of a thesaurus and use it to
alphabetically and is similar in layout to a dictionary.
improve their writing and
The teacher reviews alphabetical order, if necessary.
vocabulary.
2. The adults are given a list of sentences using simple
vocabulary. Using a thesaurus as a reference, the adults
replace simple words with more advanced ones.

Content
-

thesaurus
synonyms
antonyms
alphabetical order

3. The adults write a short paragraph on a topic related to
the theme of study. For example: self-esteem, how do
we learn?, human rights, pollution.
When the adults are finished writing, they circle any
words they would like to replace with more challenging
vocabulary and make a list of these words.
The teacher shows how a thesaurus may be used to
choose appropriate replacement words for those
originally used. The adults rewrite their paragraph,
replacing the old vocabulary with new.
4. The teacher should encourage regular use of a
thesaurus.
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STEP THREE: GQD 203
Reading
Objective
R. 3.26
To learn about and use libraries.

P

Explanation and Content
• To review the availability of
libraries in the adults’
community. To help the adults
join a library and understand the
organization of the library and
use it for home and school
reference needs.

Suggested Activities
1. The teacher organizes a guided tour of the school or local
library. During this visit, if possible, the adults take out
library memberships.
2. The teacher reviews the Dewey Decimal System or the
new Library of Congress system for categorizing books in
subject areas. The teacher explains the call number, the
book’s individual number, and tells how to recognize it in
the card catalogue and on the book’s spine.

Content
The teacher describes the card catalogue and the
alphabetical information system, explaining the filing
system by author, title, and subject. Sample cards may be
used for practice.

- discussion
- field trip
- library activities

3. The teacher describes the variety of material available in
the library, such as history, social science, language,
literature, technology.
The adults may also be reminded that magazines,
newspapers, cassettes, and pamphlets are readily available
in libraries, as are reference books such as encyclopedias,
dictionaries, atlases and almanacs.
4. A computer with CD-ROM may be used.

2.359

STEP THREE: GQD 203
Reading
Objective
R. 3.27
To use a newspaper for finding
information.

P

Explanation and Content

Suggested Activities

1. The adults are asked to bring a newspaper of their
• To introduce the adults to a
choice.
variety of newspapers and to make
them aware of how a newspaper may
2. Individually or in groups, the adults skim the
be used to provide a variety of
newspaper, writing down what they consider to be the
information about many subject
main aspects or highlights of the newspaper. A
areas.
general list is written on the blackboard and then
categorized under specific headings. The adults then
see the overall general-interest categories of most
Content
newspapers.
- newspaper
3. With the adults, the teacher closely examines the
- current events
index, noting such headings as Arts, Births, Deaths,
- general information
Classified, Editorials, Travel, Weather, etc.
4. The teacher creates a scavenger hunt with general
questions. For example: What is the weather forecast?
What news item is headlined on the front page? Find
me a new car for $3 000. What is the punchline of the
“For Better or for Worse” cartoon?
5. The teacher discusses the type of photos used in a
newspaper.
6. The teacher encourages the regular purchase of a daily
newspaper.
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STEP THREE: GQD 203
Reading
Objective
R. 3.28
To use manuals and guides.

P

Explanation and Content
• To help the adults explore the
variety of manuals and guides
available, understand the
importance of using them, and
know where to find them.
Content
-

first-aid manuals
cookbooks
car owner’s manuals
appliance manuals
guides to specific subjects:
- birds
- cities
- restaurants
- government services
- “how to” reference books

Suggested Activities
1. As there are multitudes of manuals and guides available,
the teacher selects or suggests guides to be used for class
study that are directly related to the theme of study or that
have caused the adults particular difficulty.
2. With the adults, the teacher brainstorms a list of manuals
and guides which are typically available. For example:
TV guide, radio guide, restaurant guide, city guide, guide
to a museum or special event; manuals for VCRs,
refrigerators, microwave ovens, washers and dryers, or
cars.
3. With the adults, the teacher examines the layout of a
guide: table of contents, index, chapter or section
headings, numbering or lettering system, etc.
4. Together, the teacher and the adults study how the guide
or manual can be used to pinpoint specific information.
For example: I want to know how to set the clock on my
microwave oven.
5. The teacher prepares a list of questions appropriate to the
guide or manual being studied.
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STEP THREE: GQD 203
Reading
Objective
R. 3.29
To use schedules and timetables.

P

Explanation and Content
• To help the adults read bus,
train, metro, and school schedules
and timetables.

Suggested Activities
1. With the adults, the teacher practises setting up a weekly
schedule, using an agenda or a chart.
2. The teacher presents the adults with a sample list of
courses and asks them to set up a study or class schedule
using the information presented.

Content
various timetables and schedules

3. The teacher enlarges a train, metro, or bus schedule and
reviews the 24-hour clock, the coding system often used
for days of the week, the time slots, the stops and
destinations, etc. The teacher gives the adults a study
guide or questionnaire to test their comprehension of the
use of a timetable or schedule.
4. The teacher gives the adults problems to solve according
to the timetables in use. For example: I would like to
take a train from Trois-Rivières to Montréal, then a bus
from the train station to my hotel situated on Sherbrooke
Street and Berri.
5. Some of the adults prepare a mini-quiz or scavenger
hunt with specific questions based on a timetable, and
distribute it to the rest of the group.
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STEP THREE: GQD 203
Reading
Objective
R. 3.30
To read plans and diagrams.

P

Explanation and Content

Suggested Activities

• To help the adults read floor
plans or diagrams that are
pertinent to their specific needs.

1. The teacher presents the adults with a variety of diagrams
related to different subjects, such as health or biology,
appliances, engines.

Content

2. The teacher discusses the layout of diagrams and the
different labelling systems used.

- sample floor plans and
diagrams
- other plans and diagrams

3. On an overhead projector, the teacher shows the adults a
sample floor plan or pattern, examines the layout,
instructions, and design, and discusses the components of
the plan or pattern.
4. The adults draw a plan of the school building, their own
home or apartment, or any familiar object, taking care to
label each part, and present the results to the group or to a
peer.
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STEP THREE: GQD 203
Reading
Objective
R. 3.31
To read maps.

P

Explanation and Content

Suggested Activities

• To help the adults read road
maps, public transportation maps,
city maps, provincial maps, and
understand scale, longitude, latitude,
and map indexes.

1. The teacher discusses with the adults the type of map
used on a day-to-day basis and uses this type of map to
start instruction.

Content

The teacher examines the map title, the scale, the map
colours, the longitude and latitude or other grids, and
the specific areas covered: streets, cities, provinces,
rivers, lakes, etc.
2. The class may progress to a simple atlas. The teacher
examines the contents of the atlas, reviewing
alphabetical order.

a variety of maps

3. As a basic introduction to topography, the teacher
explains how to identify mountain ranges and other
terrain.
4. The teacher gives the adults a mini-quiz in which they
have to locate specific cities, rivers, lakes, etc. on a
map.
5. The adults draw a basic road map of their
neighbourhood.
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STEP THREE: GQD 203
Reading
Objective
R. 3.32
To use an encyclopedia.

P

Explanation and Content

Suggested Activities

• To help the adults understand
the purpose and use of an
encyclopedia to find information
and the need to pay attention to
the alphabetical order of volumes
and the index.

1. The teacher explains that an encyclopedia contains short
articles on many subjects, describes the purpose of
encyclopedias and says where they may be found
(reference section of the library).

Content

3. The teacher may go to the library with the adults and give
them several topics to research. The relevant volume in
which the appropriate information may be found should
be identified.

- alphabetical order
- encyclopedia

2. The teacher explains the volume set-up and the purpose
of the index to the adults.

4. The teacher explains to the adults that common
encyclopedias are the Encyclopedia Britannica and the
World Book Encyclopedia.
5. The adults look up information on assigned topics and
write a summary of the information they find in note or
short paragraph form. The adults read the information
out loud.
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STEP THREE: GQD 203
Writing
Objective
W. 3.1
To become a willing and
confident writer.

P

Explanation and Content

Suggested Activities

• To help the adults gain enough
self-confidence and enjoyment in
writing to become willing and
confident writers.

1. The more the adults write, the easier the writing process
will become. A personal diary or journal provides
effective daily writing practice. (See Objective W.
3.20.)

Content

2. The teacher provides an environment that is supportive
and uncritical.

-

3. The teacher encourages the adults to take risks in
spelling and writing.

diary or journal
directed writing
free writing
newsletter

4. The teacher structures directed writing to relate to the
adults’ lives: letters to friends, family history,
experiences, etc.
5. The teacher gives the adults ample opportunity for free
writing. On occasion, the teacher may notify the adults
in advance that the writing will not be collected. This
frees them from concern about errors and provides an
emotional outlet to write about personal matters.
6. The teacher encourages the adults to submit their best
writing efforts to a literacy newsletter or to start one for
the centre, prepared by the adults themselves.
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STEP THREE: GQD 203
Writing
Objective
W. 3.2
To write independently.

P

Explanation and Content
• To help the adults write
without the assistance of the
teacher or other individuals.

Suggested Activities
1. The teacher encourages the adults to take risks in spelling
and to use the spelling strategies they have been taught for
unfamiliar words.
2. The adults consult a dictionary of commonly misspelled
words if searching in a regular dictionary proves
unsuccessful.
3. The teacher suggests that the adults prepare an outline
before writing and focus on the main idea when writing.
4. The teacher stresses the importance of the writing process
and the learning experience rather than a perfect final
product.
5. See Objectives W. 3.14 and W. 3.15 for suggestions on
helping the adults prepare to write and write the first draft.
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STEP THREE: GQD 203
Writing
Objective
W. 3.3
To use cursive writing.

P
P

Explanation and Content

Suggested Activities

1. The teacher provides exercises in copying sentences
• To help the adults form letters
that include letter combinations that are difficult in
and words using cursive writing,
cursive writing.
paying attention to the shapes of the
letters, the slant, the left-to-right
direction in the letters as well as in 2. Some adults may vary the slant of the words in the
same piece of writing. The teacher should encourage
the words, and the connection of
the adults to adopt a standard writing style and maintain
the letters to each other.
the size and slant of the letters consistently throughout
their work.
The adults at this stage have already
learned to form the letters of the
3. Some adults may have entered the literacy program at
alphabet in cursive writing.
the level of Step Three without ever having learned
However, they may still be
cursive writing.
alternating between printing and
cursive writing.
For these adults, see the activities in Objectives
W. 1.34 for beginning exercises in cursive writing and
W. 1.55 and W. 1.56 for multisensory techniques to
Content
facilitate learning.
the letters of the alphabet
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STEP THREE: GQD 203
Writing
Objective
W. 3.4
To distinguish between a
complete sentence and a sentence
fragment.

P

Explanation and Content

Suggested Activities

• To help the adults distinguish
between complete sentences, which
make sense by themselves, and
sentence fragments, groups of words
that do not make sense by
themselves.

1. The teacher explains that a sentence is a group of
words that make sense by itself and a sentence
fragment is a part of a sentence that may be punctuated
as if it were a complete sentence.
2. The teacher presents the adults with an exercise
requiring them to distinguish between sentences and
sentence fragments.

Content
examples:
- when I went to the hospital
- that she couldn’t attend

3. The adults check to make sure that each sentence
includes:
- a subject: the part of the sentence that tells who or
what the sentence is about
- a predicate: the part of the sentence that gives
information about the subject or tells what it does;
the predicate always contains a verb
It is necessary that the adults understand the terms
subject and predicate at this stage.
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STEP THREE: GQD 203
Writing
Objective
W. 3.5
To capitalize proper nouns.

P
P

Explanation and Content

Suggested Activities

• To teach the adults to use capital 1. The adults use an address book to practise capitalizing:
- the first and last names of family members, friends,
letters to begin each important word
and classmates
in the name of a person, place, or
- the names of streets, cities, provinces, and countries
organization.
in the addresses of the above persons
- the names of stores, banks, organizations, and
government departments that the adults call or write
Content
to frequently
- people: John Brown
2. The adults practise capitalizing the names of lakes,
- places: Clear Lake, Montréal,
rivers, oceans, cities, towns, islands, and mountains by
Rocky Mountains
labelling a map of the part of the province where they
- organizations: Boy Scouts of
live.
Canada, The Bay
3. The teacher gives formal exercises that involve
correcting sentences in which the capitals for proper
nouns have been omitted.
4. The teacher explains the difference between a common
noun and a proper noun. For example:
- This is a large lake.
- She has sailed on Lake Erie.
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STEP THREE: GQD 203
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 3.6
To know when words referring to
people are to be capitalized.

P

• To teach the adults to use capitals
for titles of respect, nouns of kinship,
epithets, the deity, races, and ethnic
groups.

The teacher helps the adults understand when words
referring to people should be capitalized by:
- having the adults make a family tree to practise the
capitalization of nouns of kinship, such as Aunt
Mary

Content

- reviewing the telephone listings for doctors and
dentists, pointing out the capital letter for Doctor

- titles of respect, professional titles:
Dr. Beech, Your Honour
- nouns of kinship: Grandfather,
Aunt Judy
- epithets: Jack the Ripper
- the deity: God
- races: Caucasian
- ethnic groups

- providing newspaper articles with the capitalized
titles of government officials such as Prime Minister
underlined
- showing a story in which an epithet is added to the
name of a person to describe a characteristic, such as
Jack the Ripper
- bringing in a dictionary or encyclopedia and looking
up the names of races, such as Caucasian or
Mongolian, and ethnic groups, such as Chinese,
pointing out that these are all capitalized
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STEP THREE: GQD 203
Writing
Objective
W. 3.7
To develop a willingness to write
despite spelling problems.

P

Explanation and Content

Suggested Activities

Content

1. The more often the adults write, the easier it becomes.
Frequent writing exercises may include:
- a daily diary or journal
- sustained timed writing
- notes, messages, greeting cards, poetry, etc.
- free writing (the writing is not collected)

-

2. The adults may use a computer with a word-processing
program that has a spell-check function, a pocket-sized
spelling computer, or a dictionary of commonly
misspelled words.

• To assist the adults in
overcoming a reluctance to write
due to spelling problems.

write frequently
take risks in spelling
write drafts
proofread

3. The teacher encourages the adults to write drafts and
proofread, and stresses the importance of the writing
process rather than a perfect final product.
* See the Glossary for S.W.I.S.H. (silent writing intensive
sustained habit).
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STEP THREE: GQD 203
Writing
Objective
W. 3.8
To use copying as an aid in
writing and spelling.

P

Explanation and Content

Suggested Activities

• To have the adults copy poems or
short stories as an aid in improving
writing and spelling.

1. The adults copy poems onto letters or greeting cards
to make personalized cards or messages for special
occasions.

Content

2. The adults copy short stories they have read and
enjoyed.
3. The teacher records the adults telling short stories.
These stories are transcribed by the teacher and
copied by the adults.

- poems
- short stories

4. The teacher encourages the adults to copy entire
words, or at least entire syllables, at a time. The
spelling of a word is more easily remembered if the
letters are meaningfully grouped.
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STEP THREE: GQD 203
Writing
Objective
W. 3.9
To create a personal spelling
dictionary of troublesome words.

P

Explanation and Content
• To have the adults create a
personal dictionary to help them
spell words that cause difficulty.
The personal spelling dictionary
helps the adults learn to spell these
troublesome words, provides a
handy reference, and gives the
adults practice in alphabetizing.
Content
- alphabetical order
- card index
- spelling book (address book)
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Suggested Activities
1. The personal spelling dictionary may consist of:
- file or index cards: with this system it is very easy for
some new words to be added and kept in alphabetical
order
- a small address book: this is sometimes preferable as
the pages are already labelled alphabetically and it is
small enough to be carried around for quick reference
2. Alphabetical order may be reviewed and related
exercises provided.
3. Using a personal story or other writing by the adults,
the teacher assists the adults in locating frequently
misspelled words, patterns of spelling errors, or
difficult letter combinations.

STEP THREE: GQD 203
Writing
Objective
W. 3.10
To spell words used in social and
work settings.

P

Explanation and Content

Suggested Activities

• To help the adults spell words
commonly used in their daily lives in
social and work settings.

1. The adults practise spelling words commonly used in
daily life by:
- making a personal calendar and writing the days
and months
- writing the date in a personal diary
- writing cheques and filling in blank forms
- writing names and addresses of family, etc.
- making grocery lists
- listing all the medicines at home
- writing directions to a specific location, including
signs and names of places
- filling in a layout of their workplace, indicating the
names of the different departments
- completing forms, such as order forms, from the
workplace

Content
-

names
health terms
household terms
numbers
places
recreation terms
transportation terms
work-related terms
public signs

2. Refer to the activities in Objectives W. 3.57-W. 3.60
for techniques and approaches to teach spelling.
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STEP THREE: GQD 203
Writing
Objective
W. 3.11
To spell words frequently used in
writing.

P

Explanation and Content

Suggested Activities

• To teach the adults to spell words
frequently used in writing that may
or may not be phonetically spelled.

1. Words are assigned to be studied and practised in
context in sentences dictated by the teacher or
produced by the adults.

Content

2. Frequently used words that the adults have difficulty
with are added to their personal spelling dictionary.

- spelling list of high-frequency
words
- common verb forms
- pronouns
- plurals
- “question words”

3. The teacher makes a cassette, dictating the word list
slowly, and the adults practise writing the words at
home.
4. Exercises in a spelling series are assigned to help the
adults master high-frequency words.
5. See activities in Objectives W. 3.57-W. 3.60 for
techniques and approaches to teach spelling.
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STEP THREE: GQD 203
Writing
Objective
W. 3.12
To spell frequently used words
containing silent letters.

P

Explanation and Content

Suggested Activities

• To help the adults recognize that
some letters in certain consonant
combinations are silent.

1. The teacher introduces frequently used words with
silent letters: know, write, guide, comb, where, half,
high. The adults cross out the silent letter in each
word.

Content

2. The teacher presents common consonant
combinations that have silent letters: kn, wr, gu, mb,
wh, lf and gh. The adults brainstorm for words with
these consonant combinations.

silent letters:
- kn
- wr
- gu
- mb
- wh
- lf
- gh

3. The adults study frequently used words with silent
letters.
4. The teacher dictates these words in sentences.
5. See the activities in Objectives W. 3.57-W. 3.60 for
techniques and approaches to teach spelling.
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STEP THREE: GQD 203
Writing
Objective
W. 3.13
To write as a means of expressing
oneself, ordering one’s
experience, or clarifying one’s
thoughts.

P

Explanation and Content
Content
-

Suggested Activities
1. The adults use writing as a means of expressing
themselves by:
- writing short stories
- writing about thoughts, feelings, or problems as an
emotional outlet or a means of communicating
their feelings to another person

lists
stories
diaries, journals
notes
schedules
reports

2. The adults use writing as a means of ordering
experience by:
- writing daily schedules, appointments, and
activities in an agenda book
- writing a diary or journal
- writing a report of an event
- writing a recipe
3. The adults use writing as a means of clarifying their
thoughts by:
- reasoning out a decision that has to be made by
writing lists of advantages and disadvantages
- preparing an outline before writing
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STEP THREE: GQD 203
Writing
Objective
W. 3.14
To prepare to write.

P
P

Explanation and Content
• To assist the adults in organizing
their thoughts in preparation for
writing.

Suggested Activities
1. If the adults are having difficulty choosing a topic,
the teacher offers suggestions.
2. The adults choose a title to help them focus on the
main idea or purpose of the writing.

Content
-

choose a topic
read or discuss
collect information
organize the information
define the purpose

3. The teacher assists the adults in finding reading
material related to the topic.
4. The adults collect the information needed. The
teacher discusses the information that is relevant and
the information that is not relevant to the writing.
5. The adults identify the main idea in the writing, then
organize the information into an outline, focussing
on the purpose of the writing and ordering the ideas
or the sequence of events.
6. If the adults have difficulty organizing their writing,
exercises may be given that provide lists of
information to be organized into an outline.
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STEP THREE: GQD 203
Writing
Objective
W. 3.15
To write a first draft.

P
P

Explanation and Content

Suggested Activities

• To have the adults write the first
draft of their work, paying attention
to the content and meaning.

1. The teacher explains that the first draft is the stage
of the writing process when the writer transfers his
or her thoughts onto paper.

Content

2. After brainstorming for ideas, the adults prepare an
outline.
3. When writing the first draft, the adults should try to
write their ideas down on paper as quickly as
possible, focussing on the content and meaning of
the work.

first draft

4. The teacher stresses that it is not necessary to worry
too much about getting the wording right the first
time and that this will be done in the editing stage.
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STEP THREE: GQD 203
Writing
Objective
W. 3.16
To edit, to revise.

P

Explanation and Content

Suggested Activities

P

• To have the adults review the first
draft of their writing, checking for
meaning, spelling, and sentence
structure.

1. The teacher gives the adults exercises to practise
editing:
- paragraphs to edit for sentences not related directly
to the topic sentence
- exercises involving the ordering of details in
logical sequence
- paragraphs with errors in spelling and sentence
structure to be corrected

Content
-

reread
check meaning
discuss
check spelling and sentence
structure

2. To edit their first draft, the adults:
- read and reread the first draft
- look at the topic sentence to see if it catches the
reader’s attention
- make sure the supporting sentences relate directly
to the main idea and are arranged in logical order
- make sure that the words chosen suit the precise
meaning intended
- check the spelling and sentence structure
3. After the adults have made the necessary revisions,
the writing is reviewed with the teacher.
4. If the adults are unable to correct all the errors, the
teacher helps in the final editing process.
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STEP THREE: GQD 203
Writing
Objective
W. 3.17
To choose words carefully to suit
the precise meaning intended.

P

Explanation and Content
• To help the adults select words
that offer both variety and precise
meaning.

Suggested Activities
1. The adults visualize an object or something personal,
such as their own room, and verbalize about it, with
details.
2. The adults carry out a similar exercise with a fantasy
image (a creature, ideal place, etc.), using words that
describe the image precisely. The teacher or other
classmates question the adult and summarize their
understanding of the image to see if the description
was precise enough.

Content
- strong vocabulary
- word variety
- synonyms

3. The teacher gives exercises involving brainstorming
for:
- verbs: e.g., pull: yank, tug, drag, tow, etc.
- adjectives: e.g., fat: stout, plump, portly, etc.
- adverbs: e.g., loudly: noisily, deafeningly, etc.
- nouns: e.g., group: flock, herd, team, etc.
4. The adults use a thesaurus and/or a dictionary of
synonyms and antonyms to search for words that
offer more variety or precise meaning, and check the
dictionary for the exact meaning of any unfamiliar
synonyms.
5. During the editing process, the adults select more
precise, stronger, or more varied words to improve
the writing.
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STEP THREE: GQD 203
Writing
Objective
W. 3.18
To write and present a final copy.

P

Explanation and Content
• To have the adults recopy the
edited version of their writing and
present it to the teacher and other
adults.

Suggested Activities
1. The adults recopy the final version of their writing
after the editing and proofreading have been
completed and all the revisions have been made.
2. The teacher reviews the final copy with the adults,
pointing out any small errors that have been made
in copying and emphasizing the improvements that
have been made to the writing.
3. The final copy of the work may be:
- mailed, if it is a letter
- posted on a bulletin board
- included in a school newsletter
- shared with the class
- included in a book of thematic texts
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STEP THREE: GQD 203
Writing
Objective
W. 3.19
To write informal notes.

P

Explanation and Content

Suggested Activities

• To have the adults write informal
notes as reminders or messages or to
give permission or say hello to a
friend.

1. Different types of informal notes may be written. The
adults may write actual informal notes or do
exercises, practising writing notes for which the
information is provided by the teacher.
2. Types of informal notes that may be written by the
adults are:
- postcards
- notes to remind themselves to do something
- appointments on a calendar
- telephone messages
- messages to family members or others
- excuses for a child’s absence from school
- thank-you notes
- invitations
- notes on a greeting card

Content
informal notes to:
- self
- family
- teacher
- neighbour
- landlord

3. The teacher instructs the adults to include the name of
the person the note is directed to (explaining that
“Dear” is not necessary), the date, and their own
name, and to use the “who, what, when, where, why,
and how” questions to ensure that the note is
complete.
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STEP THREE: GQD 203
Writing
Objective
W. 3.20
To keep a personal diary or
journal.

P

Explanation and Content
• To have the adults write in a
personal diary or journal on a daily
basis.
This provides the adults with practice
in writing dates, ordering events, and
describing situations and emotions.
Content
- diary
- journal
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Suggested Activities
1. The teacher explains that a diary or a journal may
be used to record events of the day and their
meaning, to express present difficulties and to plan
for the future, and to write about anything that the
adults find exciting or interesting.
2. The diary or journal may be written on a daily
basis and not checked by the teacher. Because of
the lack of scrutiny, the adults may feel more free
to express their personal sentiments and emotions.

STEP THREE: GQD 203
Writing
Objective
W. 3.21
To know the required format for
a personal letter.

P

Explanation and Content

P

• To show the adults the correct
placement of the heading, body of
the letter, closing, and signature in a
personal letter.

1. The teacher gives the adults a sample personal letter
with the names of the five parts indicated: margins,
heading, opening, body of the letter, and closing.
2. The teacher gives the adults a blank sheet with lines
indicating the placement of the various parts of a
personal letter and supplies the information to be
placed on the appropriate lines.

Content
-

Suggested Activities

heading
opening
body of the letter
closing
margins
type of paper and pen

3. Similar exercises may be provided on blank 8½" ×
11" sheets. The adults should be instructed to write
on one side only, leaving a margin of 1" at the top,
sides, and bottom of the sheet and using the
appropriate spacing for the five parts of the letter.
4. A personal letter may be typed by the adults or
handwritten using black or blue ink.
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STEP THREE: GQD 203
Writing
Objective
W. 3.22
To gain confidence in writing
different types of personal letters.

P

Explanation and Content

Suggested Activities

• To help the adults gain confidence in 1. The teacher provides ideas to help the adults
overcome difficulties in writing letters:
writing personal letters by practising
- Pretend you’re talking to the other person and
writing different types of letters.
write the way you talk.
- Write short letters often: the more often you
write, the easier it gets.
Content
- When you get a letter, list things you want to
talk about and use the list to start your reply.
- letters to:
Before
starting to write, jot down a list of things
- family
you want to write about.
- friend
- invitation
2. The teacher gives the adults a sample personal
- thank-you note
letter and reviews the format for a personal letter,
- sympathy note
pointing out the use of “Dear,” the person’s first
name, and a comma in the opening or greeting.
3. The teacher discusses the ways to begin a friendly
letter and standard phrases used in invitations,
thank-you notes, and expressions of sympathy.
4. The teacher brainstorms for closings frequently
used in personal letters: Your friend, Sincerely,
etc.
5. The adults practise writing actual letters to family,
friends, or a pen pal.
6. See Objective W. 3.21 for further suggestions.
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STEP THREE: GQD 203
Writing
Objective

P

W. 3.23
To address an envelope correctly.

P

Explanation and Content

Suggested Activities

1. The teacher gives the adults a sample of a correctly
• To show the adults how to
addressed envelope and verifies that the adults know
address an envelope, orienting it
the placement of the return address, the recipient’s
properly and putting the stamp, the
address, and the stamp.
return address, and the address of the
recipient in the correct places.
The teacher reminds the adults that the flap goes at
the top of the envelope at the back.
Content
2. The teacher provides exercises that give information
about the person sending the letter and the person or
- return address
company to whom the letter is being sent and the
- address of person or company
adults use this information to practise filling in a
receiving the letter
blank envelope.
- stamp
3. As practice in envelope writing, the adults may:
- send Christmas or birthday cards and write the
addresses on the envelopes
- assist the office staff in the school by addressing
envelopes
- write to pen pals in other literacy classes and
address the envelopes
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STEP THREE: GQD 203
Writing
Objective
W. 3.24
To narrate.

P

Explanation and Content
• To help the adults relate a sequence
of events, give the history of
something, or tell about a single
incident.

Suggested Activities
1. The teacher explains that narrative writing is
telling a story; it may involve recounting a
personal experience, describing a news event, or
writing fiction.
2. Before beginning to write, the adults:
- visualize the story: make a mental movie
- verbalize: present the story orally to themselves
or others
- arrange the events in logical order
- write down a story plan or plot

Content
- personal experiences
- stories
- news events

3. The teacher explains that a basic plot is made up
of four parts:
- beginning: tells who the story is about, where
and when it takes place
- presentation of a problem: describes some
problem the main character must solve
- description of a struggle or conflict: relates the
solving of the problem
- climax: the most exciting part of the story, in
which the main character either reaches or fails
to reach the goal
4. The teacher provides ideas for writing: past or
present events in the news, a fable, a personal
experience, a first job, a dream, etc.
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STEP THREE: GQD 203
Writing
Objective
W. 3.25
To inform.

P

Explanation and Content
• To help the adults provide
information through notes, forms,
and letters.

Suggested Activities
1. The teacher presents various writing formulas used to
provide information, including letters, notes, forms.
2. The teacher and adults discuss the purpose of the
writing, the wording, the structure, and the type of
writing (printing or cursive) for each:
- notes:
- to oneself or others, e.g., phone messages
- in writing or sometimes printing
- complete or incomplete sentences
- informal writing
- forms:
- medical information, passport application, etc.
- in printing
- words or sentences
- letters:
- personal or business
- in writing or typing
- sentences and paragraphs
- informal and formal wording

Content
- letters
- notes
- forms

3. The adults practise writing in each format, adapting
the wording and style appropriately.
4. See the activities in Objectives W. 3.54 on adaptation
of printing to different forms, W. 19 on writing
informal notes, W. 3.22 on the format of personal
letters, and W. 3.31 on different types of business
letters.
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STEP THREE: GQD 203
Writing
Objective
W. 3.26
To describe.

P

Explanation and Content
• To help the adults describe a person,
place, object, or feeling, using clear,
detailed language that appeals to the
senses.

Suggested Activities
1. The teacher recommends writing description by:
- appealing to the senses: sight, hearing, touch,
taste, and smell
- using detail, descriptive adjectives and adverbs,
and precise nouns and verbs
- using comparisons when possible
2. The adults describe:
- people: physical characteristics, clothes,
movements, personality
- places: home, country setting, city, etc.
- objects
3. The adults write an outline and jot down
appropriate words that could be used in the
description before beginning to write.
4. The class play a game in which some of the adults
write descriptions of school staff or objects in the
classroom and others try to guess who or what is
being described.
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STEP THREE: GQD 203
Writing
Objective
W. 3.27
To record.

P

Explanation and Content
• To help the adults record
information in writing.
Content
-

lists
reports
diaries
forms
bills
receipts

Suggested Activities
1. The adults practise recording information by:
- writing a list of their personal valuables for
insurance purposes
- keeping a daily diary
- filling in forms: medical, medicare, social insurance
card, job application, unemployment insurance, etc.
- looking at different bills and receipts—restaurant,
hydro, Bell, etc. –and entering the information
provided on practice bills and receipts
2. The teacher discusses the need to adjust the format to
the writing purpose.
3. The teacher edits the adults’ writing to ensure that the
recorded information is clear, concise, and complete.
4. Refer to activities in Objective W. 3.20 on keeping a
diary.
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STEP THREE: GQD 203
Writing
Objective
W. 3.28
To write concisely and clearly.

P

Explanation and Content
• To help the adults write concisely
and clearly, avoiding wordiness,
repetition, and ambiguity.
Content
- avoid wordiness
- avoid repetition
- avoid ambiguity

Suggested Activities
1. The teacher explains that sentences can often have
more than one possible meaning and has the adults
reword ambiguous sentences so that the meaning is
clear. For example:
Wash the dishes in the sink. This could mean to
wash the dishes in the sink, not the dishwasher, or
to wash the dishes that are presently in the sink.
2. The teacher provides exercises in which the adults
get rid of repetition, eliminating unnecessary words
and phrases such as: ‘what I think is’, ‘you see’,
‘the thing is’, ‘the point is’, ‘you know’, ‘the reason
is’, etc. For example, instead of “What I mean to
say is, I don’t know,” say “I don’t know.”
3. The teacher explains that groups of words
beginning with that, which, or who may be
unnecessary in a sentence. For example:
- The cookies, which are made with chocolate
chips, are homemade.
- Improved: The chocolate chip cookies are
homemade.
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STEP THREE: GQD 203
Writing
Objective
W. 3.29
To adapt vocabulary and style to
writing purpose.

P

Explanation and Content
• To help the adults adapt the
vocabulary and style used to the
writing purpose.
Content
-

formal language
informal language
standard language
non-standard language
slang
prose
dialogue

Suggested Activities
1. The teacher presents examples of a variety of writing
forms: a business letter, a friendly letter, a narrative
paragraph, a descriptive paragraph, and a play.
2. The teacher presents parts of sentences using standard
and non-standard language, slang, dialogue, etc. and
asks the adults to identify in which form of writing
they would be found. For example:
- her eyes were like saucers
- to whom it may concern
- it ain’t so
- ten bucks
- while I did the shopping
3. The adults practise writing in various forms, and
practise adapting the vocabulary and writing style to
the purpose of the writing.
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STEP THREE: GQD 203
Writing
Objective
W. 3.30
To know the required format for
business letters.

P
P

Explanation and Content
• To familiarize the adults with the
placement of the heading, recipient’s
address, salutation, body, closing, and
signature in a business letter.

Suggested Activities
1. The teacher gives the adults a sample business letter
for them to compare the format with that of a
previously written personal letter and explains that
five of the parts of a business letter are the same as
those of a friendly letter, and that the only additional
part in a business letter is the address.

Content
-

2. The teacher points out that the salutation of a
business letter is different from that of a personal
letter, requiring the use of the recipient’s title and
last name (Dear Mr. Jones), job title (Dear
Manager), or a standard salutation (Dear Sir or
Madam) and that in a business letter the salutation
must be followed by a colon.

heading
recipient’s address
salutation
body
closing
signature

3. The teacher discusses the appropriate closing for a
business letter: Sincerely, Yours truly, etc.
4. The teacher provides the adults with a blank sheet
with lines to indicate the placement of the various
parts of a business letter and supplies the
information to be inserted in the appropriate places.
The adults do exercises such as this until they know
the required format for a business letter.
5. See activities in Objective W. 3.21 on the format for
a personal letter and W. 3.31 on the different types
of business letters.
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STEP THREE: GQD 203
Writing
Objective
W. 3.31
To write different types of
business letters.

P

Explanation and Content
• To familiarize the adults with a
variety of business letters written
for different purposes.
Content
- request for information
- reservations
- order

Suggested Activities
1. The teacher provides the adults with sample business
letters: requesting information, making reservations,
ordering merchandise.
2. The teacher reviews the format for business letters
and if necessary provides a blank sheet with lines
indicating the placement of the heading, recipient’s
address, salutation, body, closing, and signature.
3. The teacher discusses the information that should be
presented in each of the three sample business letters
and helps the adults make an outline for each type of
letter. For example, a letter ordering merchandise:
- opening paragraph: product being ordered, brief
description including model or reference number,
size, colour, etc.
- closing paragraph: how you plan to pay for it
(cheque, credit card, C.O.D., etc.), postage and
handling, how you want it shipped
4. The teacher provides exercises in which the adults
practise writing the three types of letters, using
information provided, or write letters requesting
information from government agencies.
5. Refer to activities in Objective W. 3.30 on the format
of business letters.
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STEP THREE: GQD 203
Writing
Objective
W. 3.32
To write questions.

P
P

Explanation and Content

Suggested Activities

• To help the adults write questions,
using “question words” and structuring
the questions correctly.

1. The adults practise forming questions beginning
with Who, What, When, Where, Why, Which, How,
Can, Could, May, Would, Will, Do, Does, Did, Are,
Is, Was, Were, Have, Had, etc.

Content

2. The teacher discusses questions with tag endings and
how they are often used to start up a conversation
and presents different situations and asks the adults
to ask appropriate questions with tag endings to
initiate a conversation. For example:
- It’s a nice day, isn’t it?
- The bus is late today, isn’t it?

- “question words”: who, what, when,
etc.
- question mark: ?

3. The teacher points out the difference between direct
questions, which require the use of a question mark,
and indirect questions, which do not. For example:
- I asked if he had picked up the mail.
4. The teacher explains that statements indicating
surprise or disbelief are often punctuated with a
question mark. For example:
- He actually ate fifty pancakes at one meal?
5. The adults practise writing questions and take turns
playing the role of interviewer in a job interview.
6. The adults write questions and interview each other
as reporters for the school newsletter.
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STEP THREE: GQD 203
Writing
Objective
W. 3.33
To use periods in abbreviations.

P

Explanation and Content

Suggested Activities

• To help the adults understand that
some words which are used often in
daily life and business are
abbreviated and that abbreviations
end with a period.

1. The teacher gives the adults a list of commonly used
abbreviations and the words they represent.
2. The teacher points out that the period is used to
indicate the word has been abbreviated.
3. The teacher points out that abbreviations are formed
of either:
- the first few letters: Jan.
- the first and last letters: hr.
- the first letter of each word: C.O.D.

Content
- Mr.
- Nov.
- etc.

4. The teacher brainstorms with the adults for
commonly used abbreviations:
- companies or associations: G.E., Y.M.C.A.
- days and months: Mon., Jan.
- time and dates: 6 a.m., B.C.
- place names in addresses: Mtl., Ont., Can.
- titles: Dr.
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STEP THREE: GQD 203
Writing
Objective
W. 3.34
To use the apostrophe in
contractions and possessives.

P
P

Explanation and Content
• To teach the adults to use the
apostrophe in commonly used
contractions and possessives.

1. The teacher points out that the apostrophe takes the
place of the missing letters when two words are
shortened to make one in a contraction. For example:
you + have = you’ve.
The teacher points out that some contractions do not
follow the above rule. For example:
will + not = won’t.

Content
-

Suggested Activities

isn’t
won’t
she’s
let’s
we’ll
girl’s
girls’
women’s

It is especially important to explain contractions with
more than one meaning. For example:
- he’s = he + is or he + has
- he’d = he + had or he + would
2. The teacher gives the adults exercises on
contractions:
- forming contractions
- replacing contractions in sentences with the words
in full
3. The teacher reviews the difference between
possessive pronouns and contractions: its and it’s,
their and they’re, whose and who’s, and your and
you’re. The teacher points out that the apostrophe in
possessives shows ownership.
4. The teacher gives exercises in which the adults
practise forming possessives for singular nouns and
for plural nouns with or without an s.

2.399

STEP THREE: GQD 203
Writing
Objective
W. 3.35
To write compound and complex
sentences using transitional
devices.

P

Explanation and Content
• To teach the adults to use
transitional devices to link two
related sentences.

Suggested Activities
1. The teacher explains that a compound sentence is
made up of two or more simple sentences joined by a
coordinating conjunction such as: and, but, or. For
example: Turn the radio down, or my father will be
upset.

Content
-

compound sentences
complex sentences
conjunctions: but, and, or
other connectors
transition sentences using finally,
next, before

2. The teacher explains that using too many simple
sentences makes writing choppy and uninteresting
and that connecting related sentences makes writing
easier to follow. The teacher provides simple
sentence pairs and the adults rewrite them as
compound sentences, using the conjunctions and, but,
or.
3. The teacher explains that a complex sentence is made
up of an independent clause and one or more
dependent clauses. For example: When Jane finished
the dishes (dependent clause), she watched TV
(independent clause).
4. The adults do an exercise in forming complex
sentences using conjunctions such as: while, when, if,
although, whenever. For example:
- I try to study. I fall asleep.
- Whenever I try to study, I fall asleep.
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STEP THREE: GQD 203
Writing
Objective
W. 3.36
To correct faulty sentences.

P

Explanation and Content
• To help the adults correct sentences
for errors in construction, punctuation,
capitalization, word use, and spelling.
Content
-

run-on sentences
incomplete sentences
subject-verb agreement
punctuation
capitalization
dangling modifiers
double negatives
choice of words
spelling

Suggested Activities
1. The adults check sentence construction to see:
- that there are no run-on sentences
- that there are no incomplete sentences
- that compound and complex sentences have been
formed where necessary, so that the writing is not
too simple and choppy
2. The adults:
- review sentences for proper punctuation and
capitalization
- check that the verb tenses are used correctly and
there is proper subject-verb agreement
- review sentences for misuse of words: confusion
of adjectives and adverbs, dangling modifiers,
misleading placement of words, double negatives,
incorrect choice of words for meaning intended,
errors in spelling
3. Exercises are done on each of the common errors
listed above or sentences with a variety of common
errors are corrected independently by the adults. The
adults may edit their own writing for errors.
4. See activities in Objectives W. 3.4 - W. 3.6, W. 3.35,
W. 3.39, W. 3.49, W. 3.50, and W. 4.40 for further
suggestions.
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STEP THREE: GQD 203
Writing
Objective
W. 3.37
To understand and use common
irregular verbs in the past tense.

P

Explanation and Content
Content

Suggested Activities
1. The teacher provides the adults with a list of irregular
verbs including the present tense, past tense, and past
participle.

- write - wrote
- draw - drew

2. The teacher makes an audio cassette of the irregular
verbs, to be used by the adults as a dictation to practise
the spelling of these words.
3. The teacher gives exercises on the past tense of
troublesome irregular verbs. For example:
He _________ (lie) down on the sofa after supper.
4. The adults often confuse the past participle with the
past tense. For example:
- I begun the work yesterday.
- I seen it already.
The teacher points out that the past participle is only
used with have, has, had, or will have.
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STEP THREE: GQD 203
Writing
Objective
W. 3.38
To form the present tense in the
third person.

P
P

Explanation and Content
• To teach the adults to add an s to
verbs in the present tense with thirdperson singular subjects.

Suggested Activities
1. The teacher explains that when the subject is
singular, the verb in the present tense ends with an s,
but when the subject is plural, the verb does not take
an s. For example:
The swan swims. The swans swim.

Content
The teacher points out that the verb is not plural.
-

third-person subject
present-tense verbs
the dog barks
the dogs bark

2. The teacher gives exercises with sentences that have
either a singular or a plural noun as subject and the
adults choose the correct form of the verb. For
example: The pail (leaks, leak).
3. The teacher emphasizes that with the pronouns he,
she, or it, the verb ends with an s.
4. The adults rewrite sentences that have a plural
subject, changing the subject to singular and adding
an s to the verb. For example:
Bears live in this park. A bear lives in this park.
5. Refer to the activities in Objective W. 3.43 on the
spelling of plural nouns, as the same rules apply to
adding an s to verbs.
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STEP THREE: GQD 203
Writing
Objective
W. 3.39
To show agreement of subject
and verb.

P

Explanation and Content

Suggested Activities

• To teach the adults to make the
subject agree with the verb. If the
subject is singular, the verb must be
singular. If the subject is plural the
verb must be plural.

1. The teacher points out that verbs must agree with or
match their subjects: if the subject is singular, the verb
is singular; if the subject is plural, the verb is plural.
For example:
- The boy practises every day.
- The boys practise every day.

Content

2. The teacher emphasizes that, unlike singular nouns,
the singular form of a verb in the present tense ends
with an s when the subject is the third person (i.e.,
other than you or I).

- subject
- verb

3. The adults do exercises, underlining the form of the
verb that agrees with the subject. For example:
- My brother (like, likes) Jane.
- The children (play, plays) games.
4. The teacher points out that in most cases the subject
comes before the verb but if a sentence begins with
Here or There or is in the form of a question, the
subject follows the verb. The teacher has the adults
identify whether the subject is singular or plural and
underline the correct verb form. For example:
- There (is, are) five students in class.
- Here (come, comes) the band.
- (Were, was) both drivers speeding?
- How often (do, does) those bells ring?
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STEP THREE: GQD 203
Writing
Objective
W. 3.40
To use capital letters for proper
nouns.

P

Explanation and Content
• To teach the adults to use capitals for
buildings, places, geographical features,
organizations, businesses, trade names,
titles, and government departments and
positions.
Content
-

Royal Victoria Hospital
Main Street
Lake Erie
Boy Scouts of Canada
The Bay
Coke
Good Housekeeping
Hamlet
Gone with the Wind
Mona Lisa
Catholic
Minister of Education
Prime Minister

Suggested Activities
1. The class brainstorms the names of familiar
buildings, places, businesses, schools,
organizations, and geographical features and the
teacher writes them on the board, pointing out the
use of capitals.
2. The adults look through the phone book and
Yellow Pages to find names and addresses of
stores, businesses, organizations, and government
departments that are part of their lives, and add
them to their personal address books, using
capitals correctly.
3. The adults look on maps and in an atlas to find the
names of places and geographical features they
have visited or would like to visit and write them
down, using capital letters correctly.
4. The adults look in grocery store fliers for trade
names of packaged products and write a grocery
list including trade names, using capitals correctly.
5. The teacher points out the use of capitals in the
names of newspapers and magazines. The adults
look through newspapers, highlighting the use of
capitals in the names of plays, movies, and
government departments and positions.
6. The adults do exercises, inserting missing capitals
in sentences.

2.405

STEP THREE: GQD 203
Writing
Objective
W. 3.41
To use quotation marks in direct
quotations.

P

Explanation and Content
• To teach the adults to use
quotation marks when quoting the
exact words that a person said.

Suggested Activities
1. The teacher reviews the rules for quotation marks
(“ ”):
- Quotation marks show the beginning and end of
direct quotations. They always come in pairs.
- To separate a direct quotation from the rest of the
sentence, use a comma. If the quotation is at the
beginning of the sentence, place the comma inside
the second set of quotation marks. For example:
“I don’t know where it is,” she said.
- If the quotation is at the end of the sentence, the
comma goes before the first set of quotation marks.
For example: She said, “It is too late.”
- Direct quotations start with a capital letter.
2. The teacher gives the adults sentences with the
punctuation left out. The adults fill in the missing
quotation marks, capitals, commas, etc.
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STEP THREE: GQD 203
Writing
Objective
W. 3.42
To use the comma correctly.

P

Explanation and Content

Suggested Activities

• To help the adults understand the
purpose and use of the comma.

1. The teacher explains that a comma is a mark of
separation that signals a pause when reading.

Content

2. The teacher has the adults read, paying careful
attention to commas and pausing every time a comma
is encountered.

-

3. The teacher explains that commas can sometimes
change the meaning of a sentence. For example:
- No, help is coming.
- No help is coming.

dates
places
series
introductory words
introductory phrases
complex sentences

4. The teacher demonstrates the use of a comma in:
- dates: On Tuesday, March 3, 1989, we…
- addresses: He moved to 25 Wood Street, Victoria,
B.C.,…
- series: She sings, dances, and plays the guitar.
- introductory words: Paul, your sister is here.
- introductory phrases: In my opinion,…
- complex sentences: When it stopped snowing, Tom
went skiing.
5. The adults do sentence and paragraph exercises,
inserting missing commas.
6. The teacher instructs the adults on the correct use of
commas in all their writing.
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STEP THREE: GQD 203
Writing
Objective
W. 3.43
To form the plural of common
nouns.

P

Explanation and Content

Suggested Activities

• To familiarize the adults with the 1. The teacher gives the rules for forming the plural of
nouns:
rules for forming common plurals
- Most nouns simply take an s.
of nouns.
- For words ending in ch, sh, s, x, and z, add es to
form the plural.
- If a word ends in y, change the y to I and add es.
Content
- If a word ends in f or fe, change the f or fe to v and
add es.
- ch, sh, s, x, z
For most words ending in o preceded by a
- y
consonant, add es. For musical terms, however,
- f/fe
add only an s.
- o
2. The teacher teaches the above rules separately and
provides many examples of each rule on the board
and in exercises.
3. The teacher gives exercises in which the singular
form of nouns is provided and the adults write the
plural form.
4. The teacher gives the adults sentences with plurals
written correctly and incorrectly and the adults correct
the plurals where necessary.
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STEP THREE: GQD 203
Writing
Objective
W. 3.44
To form unusual noun plurals
correctly.

P

Explanation and Content

Suggested Activities

• To help the adults recognize and
use plural noun forms other than the
common s form.

1. The teacher explains that some nouns do not take an s
to form the plural, but change spelling instead. For
example: man - men, tooth - teeth.

Content

2. The teacher explains that some nouns have the same
form in the singular and plural. For example: deer,
sheep, moose, etc.

-

irregular plurals
nouns which do not change
compound plurals
hyphenated plurals

3. The teacher explains that some compound nouns add s
at the end of the entire compound. For example:
go-between - go-betweens, hold-up - hold-ups.
4. The teacher explains that some compound nouns add s
to the first part of the compound. For example:
mother-in-law - mothers-in-law.
5. The teacher gives the adults a list of singular nouns
and the adults write the plural forms, with or without
the use of a dictionary.
6. The teacher provides sentences containing unusual
noun plurals written correctly and incorrectly. The
adults correct the plurals where necessary.
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STEP THREE: GQD 203
Writing
Objective
W. 3.45
To use and spell singular and
plural possessive pronouns and
nouns.

P

Explanation and Content

Suggested Activities

P

• To help the adults use and spell
singular and plural possessive
pronouns and nouns.

1. The teacher explains that the apostrophe in boy’s and
boys’ indicates ownership by one boy and by more than
one boy respectively.
2. The teacher prepares exercises on singular and plural
possessive nouns.
- The adults rewrite groups of words, using
apostrophes. For example: the paws of the cat - the
cat’s paws.
- The adults rewrite singular possessives, making them
plural. For example: the fox’s den - the foxes’ den.
- The adults add apostrophe-s to plural nouns that do
not end in s. For example: the toys of the children the children’s toys.

Content
-

his, hers, theirs
this, these
the boy’s book
the boys’ book

3. The teacher demonstrates that expressions using
possessive nouns can be replaced by possessive
pronouns, pointing out the s at the end of most
possessive pronouns but emphasizing that there is no
apostrophe. For example: yours, his, hers, its, ours.
4. The adults do exercises, changing expressions using
possessive nouns into pronouns. For example: It is
Jill’s doll. It is her doll. The doll is hers.
5. The adults correct errors in the use of possessive nouns
and pronouns in sentences and paragraphs in their own
writing or that of other adults.
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STEP THREE: GQD 203
Writing
Objective
W. 3.46
To choose the correct pronouns
for subject and object.

P

Explanation and Content
• To help the adults choose the
correct subject or object pronoun
when there is a noun in addition to
the pronoun.
Content
- Mary and I went to the store.
- John invited Sue and me.

Suggested Activities
1. The teacher explains: The pronouns that can be used in
place of a noun which is the subject are I, you, he, she,
it, we, and they. These are called subject pronouns.
When the subject consists of a noun and a pronoun,
many adults have difficulty using the correct pronoun:
- My mother and I visited Québec City. (correct)
- My mother and me visited Québec City.
The adults could try reading the sentences without the
words “My mother and.” It will then be clear that “I,”
not “me,” is the pronoun to use. The teacher provides
exercises for practice.
2. The teacher explains: The pronouns me, you, him, her,
it, us, and them, are called object pronouns. They often
come after an action verb. Sometimes an action verb is
followed by a noun and a pronoun. If the adults are not
sure which pronoun to use, they should read the
sentence without the noun and the word “and.” For
example:
- John invited Laura and I to the party.
- John invited Laura and me to the party.
When the sentence is read without “Laura and,” it is
clear that “me,” not “I,” is the correct pronoun. The
teacher provides exercises.
3. The teacher provides sentences with nouns to be
replaced by the appropriate pronouns.
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STEP THREE: GQD 203
Writing
Objective
W. 3.47
To use proper punctuation in
writing.

P

Explanation and Content

Suggested Activities

• To familiarize the adults with
the use of the comma, end
punctuation, quotation marks, the
apostrophe, and the period in
abbreviations.

1. The teacher reviews the correct use of the comma. The
adults practise using commas by:
- writing the date on class work, daily journal entries,
friendly and business letters
- writing addresses on envelopes and letters and in an
address book

Content

2. The teacher reviews the use of the question mark and
exclamation point.

-

end punctuation: . ! ?
comma: ,
quotation marks: “ ”
apostrophe: ’
period in abbreviations

3. The teacher shows that certain sentences that begin
with How or What are not questions, such as: How easy
it is! What a mess it was!
4. The adults do sentence and paragraph exercises,
inserting missing punctuation.
5. The teacher uses the adults’ writing to teach the use of
punctuation.
6. See Objectives W. 3.32, W. 3.33, W. 3.34, W. 3.41,
and W. 3.42 for additional punctuation activities.
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STEP THREE: GQD 203
Writing
Objective
W. 3.48
To use negative and affirmative
contractions.

P

Explanation and Content

Suggested Activities

P

• To teach the adults to form
negative and affirmative contractions
by using an apostrophe and omitting
the correct letters.

1. The teacher explains that the apostrophe is used in
place of the letter or letters that have been omitted
when two words are combined and discusses where it is
appropriate (speech, dialogue, friendly letters) and
inappropriate (signs, directives, business letters) to use
contractions.

Content
-

2. The teacher points out that ’s can represent is, has, or
us, and that ’d can represent had or would, and ensures
that these contractions are understood in context by
providing exercises in which the adults separate
contractions with ’s and ’d into their original
components.

I’m
I’ve
isn’t
haven’t

3. The teacher ensures that the adults understand the
difference between the possessive pronouns and
contractions its and it’s, your and you’re, etc.
4. The teacher indicates that affirmative contractions are
not used at the end of a sentence, but that negative
contractions can be. For example:
- He’s not lost, but she is.
- He is lost, but she isn’t.
5. The adults rewrite assigned sentences and paragraphs or
their own writing, forming contractions where
appropriate.
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STEP THREE: GQD 203
Writing
Objective

P

Explanation and Content

W. 3.49
To avoid using double negatives.

P

• To help the adults recognize
and avoid double negatives in
speech and writing, and learn the
proper use of: any, nothing,
neither, hardly, etc.

1. The teacher presents examples of double negatives:
- I don’t want no coffee.
- I didn’t go nowhere
- I can’t never do math.
- I hardly never go to the movies
- He doesn’t want neither coffee nor tea.

Content

2. The teacher corrects the above examples with the adults,
pointing out the negative meaning of not, no, never,
neither/nor, hardly, scarcely, and barely. The teacher
discusses the use of any in place of no, ever in place of
never, and either/or in place of neither/nor to eliminate
double negatives.

- do not never do that
- doesn’t have no
- no, not, never, none, nothing

Suggested Activities

3. The adults rewrite sentences containing double
negatives, correcting the errors.
4. The adults correct paragraphs from their own or each
other’s writing for the use of double negatives.
5. The teacher corrects the adults when they use double
negatives in speech.
6. The teacher points out that I am not should be used
instead of I ain’t.
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STEP THREE: GQD 203
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 3.50
To omit unnecessary words in the
subject of a sentence.

P

• To help the adults avoid repetition
such as a noun subject followed by a
pronoun subject.

1. The teacher points out the errors that the adults make in
speaking, repeating the adults’ sentences and asking the
adults to correct them by omitting the unnecessary
words.

Content

2. The teacher gives the adults examples of sentences with
unnecessary words and asks them to cross out those
words. For example:
- That there stapler is broken.
- This here book is finished.
- My friend he is sick.

- This here cup is empty.
- My son he…

3. The adults edit their own or each other’s writing to
eliminate unnecessary words.
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STEP THREE: GQD 203
Writing
Objective
W. 3.51
To understand and use commonly
misused adverbs and adjectives.

P

Explanation and Content
Content
-

Suggested Activities
1. The teacher points out that most adjectives can be made
into adverbs by adding the suffix ly. For example:
- a quiet walk (adjective)
- the woman walked quietly (adverb)

good, well
bad, badly
real, very
sure, surely

The teacher explains that not all words that end in ly are
adverbs, that a few adjectives, such as friendly (the
friendly dog), lonely (a lonely beach), and lovely (a
lovely sunset), also end in ly.
2. The teacher discusses the kinds of words that are
modified by adjectives and adverbs.
3. The teacher reviews commonly misused adverbs and
adjectives, providing examples of the correct use of each
word in a sentence:
good (adjective)
well (adverb)
well (adjective when referring to health)
bad
(adjective)
badly (adverb)
real
(adjective)
very (adverb)
sure (adjective)
surely (adverb)
4. The adults do fill-in-the-blanks exercises, choosing the
correct words.
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STEP THREE: GQD 203
Writing
Objective
W. 3.52
To understand and use correct
sentence structure.

P

Explanation and Content

Suggested Activities

• To help the adults put words in the
correct order within a sentence.

1. The teacher shows a variety of sentences and looks at
the placement of the verbs, adverbs, adjectives, nouns,
pronouns, and prepositions.

Content

2. The teacher points out that most often the subject
comes before the verb. For example: A colony of sea
lions lives on those islands.

-

verbs
adverbs
adjectives
nouns
pronouns
prepositions

The teacher adds that, for variety, the subject is
sometimes put at the end of the sentence. For
example: On those islands lives a colony of sea lions.
3. The teacher explains that adverbs can usually be
placed almost anywhere in a sentence but that
sometimes putting the adverb in a different position
changes the meaning of the sentence. For example:
- Foolishly, Doug answered all the questions.
- Doug answered all the questions foolishly.
4. The teacher provides exercises in which the adults
reorder the scrambled words of a sentence. For
example:
- Hotdogs are best the Tom’s.
- Tom’s hotdogs are the best.
5. See activities in Objective W. 3.46 on the placement
of subject and object pronouns.
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STEP THREE: GQD 203
Writing
Objective
W. 3.53
To meet standards for headings,
margins, indentation, writing, and
spelling in all written work.

P

Explanation and Content

Suggested Activities

1. The teacher presents a style sheet or writing manual that
• To help the adults adapt the
outlines the basic requirements for all writing
writing format and presentation to
assignments.
the requirements of an assignment
or task.
2. The teacher shows the adults a poorly written, sloppily
presented letter of request (for example) and compares it
to a polished version, and discusses pride in presentation
Content
and the importance of presentation.
- writing instructions
3. The teacher discusses the convenience of dating work
- manual
for maintaining organized notes.
- formats
4. The teacher discusses the paragraph break as an
indicator of the introduction of a new idea in writing,
and explains the use of indentation at the beginning of a
paragraph.
5. The teacher discusses the use of margins for neatness
and easy readability.
6. The adults should be aware that organization and
presentation of writing should always be considered,
even outside of a learning or practising situation.
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STEP THREE: GQD 203
Writing
Objective
W. 3.54
To adapt printing to complete
different types of forms.

P

Explanation and Content

P

• To help the adults adjust printing
from upper case to lower case to suit
the format requested on forms or
applications.

1. The teacher gives the adults printing or writing lessons
and provides practice to reinforce the different styles of
writing.
2. To practise block letters, the adults write their name,
address, etc. using actual blocks. For example:

Content
-

Suggested Activities

block letters
cursive writing
regular printing
different types of forms:
- applications
- requests
- information

R

O

B

E

R

T

3. To practise writing on lines or within small spaces, the
adults fill out samples of forms.
4. The teacher assists the adults in filling out actual forms.
For example, the teacher presents a passport, job
application, medicare, U.I.C., or other form and the
adults practise filling out the form using the correct size
and style of printing.
5. The teacher discusses the importance of neatness and
legibility when filling out forms.
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STEP THREE: GQD 203
Writing
Objective
W. 3.55
To take responsibility for selfappraisal and checking.

P
P

Explanation and Content

Suggested Activities

• To help the adults apply
techniques and strategies for
proofreading written work.

1. The teacher gives the adults exercises in which
paragraphs containing errors must be edited. With the
adults, the teacher discusses the reasons for the
corrections and editing.

Content

2. The teacher may introduce peer editing, so that the
adults become responsible for presenting their written
work to someone other than the teacher.

proofreading strategies

3. The adults are asked to circle or underline misspelled
words or poorly constructed sentences. The teacher
then assists the adults in making corrections.
4. The teacher discusses situations in which it would be
unacceptable to submit written work containing errors,
for example, job applications.
The adults should learn to ask someone to edit their
work in important writing situations.
5. The adults keep a personal spelling dictionary or list of
troublesome words to consult for quick editing.
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STEP THREE: GQD 203
Writing
Objective
W. 3.56
To develop a reference list
related to current needs, interests,
or learning themes.

P

Explanation and Content
• To help the adults easily locate
spelling and vocabulary words by
creating personal word lists.

Suggested Activities
1. In their personal spelling dictionary, the adults insert
pages alphabetically or add an appendix of lists of
words, definitions, or ideas that relate to the current
theme of class study or that generally interest them.
For example:
- theme: time management
- schedule
- appointment
- agenda
- day-planner
- responsibility
- organization
2. The adults should be encouraged to refer to their
vocabulary lists regularly.
3. The adults should be reminded to regularly add to their
vocabulary lists.
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STEP THREE: GQD 203
Writing
Objective
W. 3.57
To use a logical approach to
spelling.

P

Explanation and Content
• To assist the adults in learning
to spell by teaching them a
logical, systematic approach.
Content
-

spelling rules
plurals
syllables
sound-out lists
phonics

Suggested Activities
1. Helpful spelling rules should be reinforced to
encourage the implementation of repetitive spelling
patterns:
- when to change y to i
- when to drop a silent e
- when to drop the final letter before adding a new
ending
2. A review of the formation of plurals may be helpful.
3. Dividing words into syllables, remembering that each
syllable must contain a vowel sound, is helpful practice.
4. Sounding out each consonant or vowel sound or
combination thereof is a logical, systematic approach.
5. A review of basic phonics may be applied to logical
spelling.
6. Dictation of spelling words can be helpful. The adults
sound out the words as they write them.
7. The “read, cover, say, write” approach assists in logical
spelling.
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STEP THREE: GQD 203
Writing
Objective
W. 3.58
To use a multisensory approach
to spelling.

P

Explanation and Content
• To help the adults learn to spell
words by having them say, trace, hear,
and write them.

Suggested Activities
1. The teacher compiles a spelling or vocabulary word
list to suit the thematic text.
2. Any words the adults experience difficulty with are
reinforced, using a multisensory approach. A first step
is to ask the adults to write the word on the blackboard
in large print or cursive writing. The adults then say
the word or letters as they trace them with a finger or
chalk brush.

Content
- word lists
- tracing methods

3. The same method may be applied to writing on paper,
except that a crayon or an embossing pen is used to
write the word. While saying the words, the adults
trace the letters, and in doing so, feel the word.
4. A dot-to-dot approach may be used.
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STEP THREE: GQD 203
Writing
Objective
W. 3.59
To use visual techniques to assist
in spelling.

P

Explanation and Content
• To assist the adults in learning
to spell by teaching them visual
techniques.

Suggested Activities
1. The teacher creates word lists from the thematic text.
These sight-word lists are used for reading practice.
2. Words are written on large poster-style cards and
placed around the classroom as constant reinforcement.

Content
3. Passages are dictated in which the sight words are used
in context.

- thematic word lists
- sight word exercises
- word games

4. The adults read passages and locate and circle the sight
words in the text.
5. The teacher devises word bingo, word dominoes,
crossword, or Scrabble games using the sight words.
6. Flashcards are used for reinforcement.
7. The adults are given fill-in-the-blanks exercises in
which the sight words are used.
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STEP THREE: GQD 203
Writing
Objective
W. 3.60
To use an auditory approach to
spelling.

P

Explanation and Content

Suggested Activities

• To help the adults use the sense of
hearing to spell words by the sounds
of the individual letters and letter
combinations.

1. The teacher creates word lists from the thematic text.
These word lists are used in dictation.

Content

3. Dictionaries may be used to study words according to
dictionary pronunciation keys.

- thematic word lists
- sound-out techniques

2. Words are written on the blackboard and read in sound
units.

4. Words are dictated and recorded on a cassette tape and
played back at the adults’ convenience.
5. Choral reading of words is used.
6. Sounds and syllables are written on flashcards and then
read and repeated.
7. The adults produce lists of words with similar beginning
sounds, end sounds, vowel sounds, etc.
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STEP THREE: GQD 203
Writing
Objective
W. 3.61
To correct patterns of spelling
errors.

P

Explanation and Content
• To determine and correct the
adults’ phonetic spelling errors
through an analysis of their
writing.

Suggested Activities
1. The adults write a language-experience story. Spelling
errors are identified and any patterns that emerge are
dealt with independently.
2. Once patterns of spelling errors are identified, spelling
drills are designed to suit the adults’ needs. For
example:
- review of the rules
- practice on the silent e
- review of rules on double letters
- review of the ph sound
- review of vowel combinations
- dictation
- fill-in-the-blanks exercises
- dictionary exercises

Content
- language experience
- the adults’ writing
- spelling exercises
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STEP THREE: GQD 203
Writing
Objective
W. 3.62
To distinguish between
homophones.

P

Explanation and Content
• To help the adults distinguish
between common homophones,
words with similar pronunciation but
different meanings and, usually,
spellings.

Suggested Activities
The teacher:
1. Prepares fill-in-the-blanks exercises in which the correct
homophones must be selected.
2. Dictates sentences in which the adults must select the
correct homophone for the context.

Content
3. Gives the adults lists of homophones to study and to use
in specifically designed writing exercises.

homophones

4. Reviews troublesome homophones: its, it’s; your, you’re;
then, than; they’re, their, there; two, to, too; etc.
5. Gives the adults definitions and asks them to write the
corresponding homophones.
6. Gives the adults sentences or phrases in which they must
select the correct homophones.
7. Has the adults write sentences using homophones
correctly.
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STEP THREE: GQD 203
Writing
Objective
W. 3.63
To use sound clues to look up
words in a dictionary.

P

Explanation and Content
• To help the adults associate
sounds with letter patterns and
combinations in order to be able
to locate words in a dictionary.

Suggested Activities
1. The adults listen carefully to the pronunciation of a word
and then look up the word in the dictionary, focussing
on its beginning sound or syllable.
2. In pairs, the adults compare their spellings of a dictated
word and then look up the word in the dictionary.

Content
-

3. The adults write several possible spellings of an
unfamiliar word and then search for the correct spelling
in the dictionary.

dictionaries
spelling words
spelling patterns
spelling strategies

4. The adults are taught to say the guide words at the top of
the dictionary page to assist in locating the correct
spelling of a word.
5. The adults review spelling patterns and sounds. For
example: knock, knee.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.1
To talk about things heard, seen,
or read.

P
P

Explanation and Content
• To help the adults develop
discussion skills by teaching them to
formulate and present thoughts in a
logical order.

Suggested Activities
1. The teacher skims daily newspapers with the adults to
locate current events topics, or prepares discussion topics
on the current class theme.
2. The teacher lists the adults’ ideas for discussion on the
blackboard. The adults place the ideas in a logical
sequence in order of importance, according to subtopics,
etc.
3. The adults formulate questions based on such concepts
as: appraise, assay, arbitrate, classify, criticize, describe,
discriminate, determine, explain, evaluate, interpret,
justify, prioritize, summarize, support, transform,
translate.
4. Topics are generated based on the adults’ interests and
background knowledge, using a brainstorming or
“question box” format.
5. Bloom’s Taxonomy may be used for additional
questioning techniques.
6. The adults base an oral presentation on an outline to help
them organize their ideas.
7. Frequent casual group or class discussions are used.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.2
To determine the meaning of a
word in a sentence from its
context.

P

Explanation and Content

P

• To help the adults determine
the meaning of a word by
examining the surrounding words
in a sentence or paragraph.
Content
-

Suggested Activities
1. The teacher designs cloze exercises using vocabulary
from the thematic unit.
2. A paragraph or page of writing is taken from the
thematic unit or reading; words are extracted and listed,
and blanks left in the text. The adults then insert the
correct words from the list.
3. The teacher reads to the adults, omitting specific words.
The adults fill in the blanks with the correct words.

various readings
paragraphs
pages
sentences
vocabulary

4. Sentences are designed with blanks for missing words.
A choice of words is offered to the adults to fill in the
blanks.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.3
To guess the meaning of an
unknown word when it is part of
a list of familiar words.

P
P

Explanation and Content
• To help the adults make guesses
about the meanings of words based on
what logically follows a series of
known words.
Content
- lists
- familiar words
- classified ads

Suggested Activities
1. The teacher reviews the months of the year and days of
the week.
2. The teacher and group brainstorm a specific list of
words (for instance, car parts). Although the adults
may not know the word for an item they wish to add to
the list, they can explain its use or describe it so that
others can guess the unknown word.
3. The adults look at menus from restaurants, in which
items are categorized under aperitif, entrée, main dish,
dessert. Logical assumptions about the meanings of
words are made by considering the category they are in.
4. The adults study the classified ads sections of the
newspaper, in which items are classified under various
headings, and make guesses as to the meanings of
words based on the category the ad is in and familiar
words in the context.
5. The teacher chooses an object and presents a list of
adjectives to describe this object. Through a process of
elimination, the adults figure out the meanings of any
unfamiliar adjectives.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.4
To use context clues to
understand advertisements and
articles.

P

Explanation and Content

Suggested Activities

• To help the adults use
abbreviations, symbols, pictures,
and familiar words to understand
texts and advertisements.

1. The teacher chooses a text for the adults that is a little
more difficult than they are accustomed to. The adults
look through the text and cross out any words or
phrases that are unfamiliar.
The adults reread the text, trying to make sense of what
is left. They should get the gist of the article. All
known words will provide context clues as to the
meaning of unfamiliar words and phrases, leading to
further understanding of the article.

Content
- articles
- advertisements

2. The teacher brings in newspaper or magazine
advertisements and crosses out any print in the
advertisements.
The adults study the pictures to determine the message
behind each picture.
The adults write their own advertisements to go with
the pictures.
3. The teacher gives the adults some newspaper headlines
and they give their ideas as to the subject and content of
the articles which accompany these.
The adults study the articles and match headlines with
articles.
The adults discuss the clues which led to their choices.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.5
To use root words as an aid in
determining the meanings of
words.

P

Explanation and Content
• To help the adults expand on
familiar words by adding common
prefixes to create new words.
• To help the adults guess the
definitions of unfamiliar words by
focussing on the meanings of common
prefixes and suffixes.

Suggested Activities
1. The teacher explains that a root word is the main part of
a word, which may have prefixes or suffixes added. The
adults are given pairs of words and asked to find the
common root word. For example:
- actor – react
- respectful – disrespect
- guilty – guiltless
- unfair – fairness
2. The teacher presents a list of more advanced vocabulary
using prefixes and suffixes learned in previous lessons.
For example: unapproachable, disagreeable.

Content
- prefixes
- suffixes
- root words

The adults break the words down into prefix, root word,
and suffix, and write a definition of the root word and
show its use in a sentence.
3. The adults are given a set of cards containing prefixes,
suffixes, and root words and asked to form as many new
words as possible and to write meanings for the new
words.
4. The adults look through a text and find any unfamiliar
words containing prefixes or suffixes. They guess at the
meanings of these words based on clues from the
prefixes and suffixes.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.6
To build an advanced sight
vocabulary relevant to the adult
learner.

P

Explanation and Content
• To help the adults recognize,
use, and record the most
commonly used words from an
advanced sight vocabulary.

Suggested Activities
1. Frequent exposure to words in a clearly defined
context will help the adults build up a fairly extensive
bank of sight words. Refer to a commonly used sight
list for this level.
2. By using advertisements, signs, newspaper headlines,
the adults have exposure to sight words which have a
clear meaning in an identifiable context. The adults
record new words and their meanings in a personal
dictionary.

Content
- advanced sight list
- personal dictionary
- various texts

3. Sight words which do not have a clear meaning, such
as however, finally, through, though, etc., should be
presented in sentences to provide context. These
sentences should be drawn from in-class reading
activities.
4. Using an advanced list of sight words, the teacher
makes a set of flashcards including some familiar
words, and goes through the set several times, having
the adults say each word.
When the adults seem familiar with the words, the
teacher has them write each word without seeing it but
after hearing it.
5. New words should be reinforced by including them in
future reading exercises, flashcards, etc.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.7
To ask questions to clarify
procedures or concepts.

P

Explanation and Content

Suggested Activities

1. The teacher presents appropriate questions to ask in
• To help the adults ask appropriate
order to understand a procedure or idea. For example:
questions in order to understand
- How do I go about this?
procedures and ideas. To make the
- How do I get to the next step?
adults realize that they are responsible
- Why is this like this?
for indicating when they don’t
- Could you repeat that?
understand something and that they will
not lose respect because of this.
2. The teacher prepares a form or registration card to be
filled out by the adults.
Content
The teacher reads out the instructions for completing
the card. To ensure that the adults will not understand
- questions
all the instructions, the teacher speaks quickly and
- instructions
does not explain the vocabulary beforehand.
The adults should ask for clarification on what they
have not understood. This should be done in small
groups, giving the adults more opportunity to respond.
3. When beginning any classroom activity, the teacher
encourages the adults to ask questions for clarification.
For example: Could you say that more slowly?
The teacher asks the adults to indicate clearly whether
or not explanations have been understood.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.8
To express ideas, facts and
opinions clearly.

P

Explanation and Content

Suggested Activities

• To familiarize the adults with
vocabulary necessary to present
their personal ideas or beliefs or to
provide factual information.

1. The teacher presents phrases or vocabulary associated
with the personal expression of opinions and ideas:
- In my opinion…
- I feel that…
- I believe that…

Content

2. The adults write letters to the editor of the local paper
about an issue of concern to them, expressing their
opinions or ideas.

- ideas (decision making,
feedback)
- opinions
- facts
- letters to the editor

3. See Objectives L.S. 3.1, Activity 2.
4. The teacher plans a discussion in which the adults talk
about books, stories, and films and asks them to
express three opinions and three facts about each.
5. The teacher encourages the adults to participate in
class decision-making activities, contributing their
ideas and suggestions.
6. The teacher encourages the adults to give feedback,
when necessary, to the teacher or other adults.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.9
To use knowledge of root words
and suffixes to understand
various job titles and duties.

P

Explanation and Content
• To help the adults use root words
and suffixes to determine the meaning
of job titles and duties.

Suggested Activities
1. The teacher points out to the adults certain suffixes
added to root words to form names of professions and
job titles. For example: ist, er, or.
2. The adults brainstorm a list of job titles formed using
these suffixes and discuss their meanings and the
duties associated with each.
3. The adults write job descriptions and related duties
for a list of job titles, using their knowledge of root
words to describe the jobs.
4. From the employment section of a newspaper, the
adults make a list of unfamiliar job titles and divide
them into root words and suffixes.
The adults discuss the possible meanings of the job
titles and descriptions based on their familiarity with
the root words and suffixes used.
5. The adults discuss their own jobs and related duties.
The teacher notes particular vocabulary used in each
presentation, and the adults make note of any new
vocabulary.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.10
To enrich vocabulary by learning
new meanings for familiar words.

P

Explanation and Content

P

• To help the adults learn
additional meanings for words
which are already part of their
vocabulary.
Content
- words with multiple meanings
- parts of speech

Suggested Activities
1. The teacher gives the adults a list of familiar words for
which they know one meaning but perhaps not a second
meaning, and expands the list by adding more meanings.
For example:
- pound - weight
- animal pound
- to hammer
2. The teacher gives the adults a list of definitions and a list
of familiar words to match the definitions, with two or
three definitions for each familiar word.
* The teacher encourages the adults to use dictionaries
to look up the words.
3. The adults write their own sentences to demonstrate they
have learned the new meanings.
4. Using dictionaries, the adults each present one new
meaning of a familiar word to the group. Then the
adults practise using the new meanings of the words in
writing or speaking activities.
5. The teacher points out any new meanings for familiar
words as they arise in class reading activities or on other
occasions.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.11
To understand and use the metric
system prefixes.

P

Explanation and Content

P

• To help the adults understand a
decimal system of weights and
measures and know the values
represented by the prefixes used in the
metric system.

Suggested Activities
1. The teacher gives the quantities represented by
common metric prefixes such as kilo, milli, centi.
2. The teacher gives the adults a list of metric prefixes
and base units. For example: grams, litres, metres.
The adults make as many combinations as possible,
then write their meanings based on their knowledge of
the quantities represented by the prefixes. For
example: kilogram, millimetre, millilitre.

Content
- kilo
- milli
- centi

3. The adults do conversions of quantities from imperial
measurements to metric measurements in volumes,
distances, and weights.
4. The teacher gives the adults a list of quantities in
metric measurements and asks them to fill in the
appropriate metric term. For example:
- 1000 metres =
- 1/1000 litre =
- 100 metres =
5. The teacher introduces new vocabulary using the same
prefixes: centipede, millennium, decade, century.
The teacher discusses the meanings of these words in
relation to the prefixes.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.12
To choose words to express the
exact meaning intended.

P

Explanation and Content
• To help the adults choose the
correct word of a group of words with
very similar meanings and understand
the precise sense of various words.
Content
-

passage, doorway, access
crowd, audience, spectators
pinpoint, focus, specify
thesaurus or dictionary

Suggested Activities
1. Using sets of words such as those in the Content
section, the teacher and adults discuss the slight
differences in their meanings and the contexts in
which they should be used.
2. The teacher gives the adults a set of sentences with
one word used incorrectly in each. The adults circle
the misused word and, using a dictionary or thesaurus,
replace it with the correct word to express the intended
meaning (see Objective R. 3.25).
The adults then write their own sentences using the
circled words correctly.
3. The teacher gives the adults a set of sentences with
blanks to fill in and a choice of three or four words
that are very similar in meaning, and the adults choose
the words that best complete the sentences.
The teacher provides examples of the correct use of
the remaining words.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.13
To be aware of idioms and
colloquial usage.

P

Explanation and Content
• To help the adults understand
certain expressions or slang as
figurative language or language used
in familiar and informal
communication.

Suggested Activities
1. The teacher gives the adults a few examples of
common idioms: green thumb, rain check.
The adults brainstorm a list of expressions or idioms
which they frequently use. The teacher points out that
these expressions contain ordinary words, but that the
words are used in a special way and not literally.

Content
2. The adults search a text (story, newspaper article, etc.)
which contains figurative expressions, circling each
one they find. They then rewrite the text, substituting
a word or phrase which means the same for each
expression.

- idioms
- colloquial language

3. The adults write paragraphs or sentences which
contain idioms chosen from a list given to them,
demonstrating that they understand the correct use of
each expression.
4. The teacher uses newspaper headlines, editorial
cartoons, or comic strips in which there are idiomatic
expressions or colloquial language.
5. The teacher discusses the connotations of some
expressions: positive or negative, frivolous or serious,
etc.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.14
To clearly describe one’s feelings
and those attributed to others.

P

Explanation and Content
• To help the adults talk about
personal beliefs or feelings and be
empathetic and understanding toward
the feelings of others.

1. The adults are asked to place themselves in situations
suggested by the teacher which clearly evoke strong
feelings. The teacher reviews vocabulary for
expressing different feelings.
The adults then express the feelings they would have
in each situation and listen to and discuss the feelings
of other members of the group.

Content
-

Suggested Activities

discussion
character analysis
communication skills
feelings and emotions

2. The teacher selects characters from class reading
assignments, films, political figures, etc.
The adults discuss their feelings toward these
characters, giving explanations as to why they have
such feelings.
3. The adults role-play situations in which they express
fear, sadness, jealousy, happiness, etc.
4. The adults act out plays or dramas in class, expressing
the feelings attributed to the characters in the play.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.15
To use new words in discussion,
reports, and explanations.

P

Explanation and Content
• To have the adults learn and
practise new words through
meaningful self-expression and
interaction.

Suggested Activities
1. The teacher introduces new vocabulary around a
particular theme: vocabulary associated with sports,
legal language, political language, etc. These are
presented in context. For example, during a reading
activity, the adults note all unfamiliar words and the
teacher writes them on the blackboard.

Content
The adults, in small groups, talk about the new words
and share their knowledge about the meanings of the
words. This vocabulary should guide a discussion
about a favourite sport, a legal issue, or politics, so
that the new words are applied.

- discussion
- reports
- explanation

2. The teacher assigns group reports on a subject which
relates to a particular vocabulary theme. The adults do
research, using reference material that provides
exposure to the new vocabulary in different contexts.
The adults present the reports, using the new words.
3. The adults are given stories or newspaper articles with
new vocabulary circled. The adults paraphrase their
articles, either orally or in writing, using all new
vocabulary.
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STEP THREE: GQD 203
Vocabulary
Objective
V. 3.16
To know and use specialized
vocabulary pertaining to specific
subject areas.

P

Explanation and Content
• To identify and introduce specific
vocabulary pertinent to the different
areas of the adults’ lives.

Suggested Activities
1. The adults fill out personal forms which require
knowledge of specialized vocabulary for a subject
area. For example:
- application to a school or course
- drivers’ test (road signs, laws)

Content
-

2. The teacher presents clothing labels (fabrics) or labels
on food items or other products. The adults match the
different labels with the correct items.

education
health
politics
social services
labels
work

3. The adults choose a subject area: their work, a hobby,
a new car. They write a list of 20 to 25 words
pertaining to their subject area. Then they use these
words to write a letter to a friend.
4. Using a list of specialized vocabulary for five or six
subject areas, the adults categorize the words in the
correct subject areas.
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STEP THREE: GQD 203
Thinking Skills
Objective
T. S. 3.1
To improve auditory recall.

P

Explanation and Content

Suggested Activities

1. Listening and retelling: the adults recall events and
• To have the adults recall details,
facts from a story or article and retell them to a
information, messages etc., to improve
partner. This may be done as a timed listening
memory.
activity.
2. The adults act on spoken instructions (fairly elaborate
instructions to be followed in a specific sequence).

Content
-

retelling (reading)
instructions (spoken)
memory games
oral presentation outlines
songs and poems
indirect speech

3. The adults outline facts and ideas learned from an oral
presentation or speech.
4. The group listens to recorded dialogues and practises
using indirect speech to retell the conversations.
5. The adults memorize and recite or sing poems and
songs.
6. The adults relay spoken messages.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.2
To improve visual recall.

P

Explanation and Content
• To help the adults remember and
reproduce words, shapes and patterns,
and symbols seen.
Content
-

plays
memory games
patterns or plans
abbreviations
symbols (map, chart)

Suggested Activities
1. The adults memorize lines for roles in class plays.
2. From a text, the teacher chooses eight or ten words,
including three or four words which appear several
times and a few which are repeated many times
(pronouns, articles), and adds two or three words
which do not appear in the text.
The adults read through the text; then the text is
removed and the teacher writes the list of words on the
blackboard. From memory, the adults try to remember
how many times each word appeared in the text.
3. The teacher shows the adults a fairly elaborate pattern
or plan. The adults study it for detail and then
reproduce it as clearly as possible from memory.
4. The teacher puts a number of abbreviations on
flashcards and shows each card and explains what
each abbreviation stands for.
The teacher dictates the same list of words to the
adults and they write the abbreviation for each.
5. The teacher shows a number of map symbols: school,
railway crossing, etc. The adults label maps, using the
symbols.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.3
To reach conclusions based on
evidence.

P

Explanation and Content

Suggested Activities

1. The adults read short detective or mystery stories with
• To help the adults assimilate
the conclusion or solution omitted.
information so as to make accurate
inferences or draw logical conclusions.
In groups, the adults work together assimilating and
analysing the facts and evidence, and write their own
conclusions to the story.
Content
- detective stories, reasoning
- brain teasers
- moot court, role-plays

2. The teacher provides problem-solving activities (using
conditionals) similar to brain teaser puzzles. The
adults are given certain facts or evidence with which to
solve the puzzles. For example: If you walked into
your house and all your furniture was missing, you
would…
3. The adults hold a moot court, role-playing actual trials
or hypothetical situations. The evidence is examined
and the adults act as jurors to render verdicts.
4. The adults play guessing games such as twenty
questions (animal, vegetable, mineral).
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.4
To question.

P

Explanation and Content

Suggested Activities

• To help the adults to be critical and
ask questions to clarify, simplify,
organize, or extend ideas and
information.

1. The teacher presents the adults with a confusing set of
instructions for a classroom activity. The instructions
should be as vague as possible so that the adults will
require more information or clarification.
The adults ask questions such as:
- Could you repeat that?
- What about…?
- Is this correct?
- What is the next step?

Content
-

readings
instructions
survey
presentations

2. The adults read texts which are difficult for this level
(newspaper articles, reports). Then, in small groups,
they discuss and ask questions in order to understand
the reading.
Each group writes comprehension questions for
another group to work on.
3. The adults create questionnaires or surveys, compiling
pertinent questions on an idea they wish to explore or
information they wish to gather.
4. The adults do group presentations followed by
question-and-answer periods.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.5
To recognize one’s own values.

P

Explanation and Content
• To help the adults become aware of
principles which are intrinsically
desirable to them.
Content
-

discussions
reactions
value words, judgments
values clarification techniques

Suggested Activities
1. The teacher explains the concept of personal values
and principles by which we live and gives a few
examples of his/her own values.
2. The teacher discusses how people judge situations,
other people, things, etc., putting on them values they
believe to be right, and gives examples of “value”
words, such as: normal, fair, honest, open, ridiculous,
unfair, stupid.
3. The adults discuss some of their own value judgments,
using the above-mentioned words.
4. The teacher presents a controversial issue and divides
the class into two groups, one to argue for the issue,
one against. The teacher or the adults point out any
value judgments which arise.
5. The adults fill out a values continuum sheet,
responding to about ten statements with comments
such as: strongly agree, agree, disagree.
The distribution of agreements and disagreements in
the class is determined and the differences of opinion
discussed.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.6
To recognize similarities and
differences.

P

Explanation and Content

Suggested Activities

• To help the adults compare and
contrast.

1. The teacher discusses comparisons and contrasts and
how in making them we identify similarities and
differences.

Content

2. The adults give group presentations, comparing and
contrasting objects, people, places, etc. of their choice.

- synonyms, antonyms, homophones
- similes and metaphors
- shapes and patterns

3. The teacher shows the adults two very similar pictures
with slight differences in detail, and they discuss or list
the similarities and differences.
4. Using a thesaurus, the adults find synonyms and
antonyms for a list of new vocabulary words.
5. In class reading material, the teacher points out the use
of metaphor and discusses how comparisons are made
using this technique. Using a list of metaphors, the
adults decide what comparison is being drawn in each
one.
6. The teacher presents a list of homophones (at an
appropriate level). The adults practise pronouncing
each pair to note similarities, and use each word in a
sentence to show the differences in meaning.
7. The adults are given two elements – objects, people,
abstract concepts, etc. – and asked to find as many
connections between them as possible. The elements
may be presented in written form or in pictures.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.7
To classify items by grouping.

P

Explanation and Content

Suggested Activities

• To help the adults sort objects,
words, or ideas by identifying
common factors or similar concepts.

1. Working with a two- or three-page text, the adults
write the main ideas presented. The adults sort the
details given in the text under the corresponding main
ideas.

Content

2. The teacher gives the adults extremely varied lists of
items and lets them decide how to classify each list,
choosing their own criteria. The teacher tells the
adults to divide the lists three or more times, along
different lines.

words, objects (sorting)
- common factors
- details, main idea
- organization, outlining

3. The adults suggest how they would group members of
the class for activities and explain their criteria for
these groupings.
4. The adults create a classified ads section for the school
newspaper or an imaginary paper.
5. The teacher gives the adults the information from the
table of contents of a book (not in order) and the adults
prepare their own table of contents, creating headings
and presenting the information in an organized
manner.
6. The teacher presents a list of food items found in a
restaurant and the adults create menus, classifying the
items under common headings found on menus.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.8
To read, listen to, and talk about
imaginative works.

P

Explanation and Content

Suggested Activities

• To increase the adults’ appreciation
of literary works and help them
express this appreciation.

1. The teacher introduces the elements of a short story or
novel – style, theme, climax – as a means to discuss
those literary works.
As a group, the adults read a short story, and the
teacher leads a discussion of the elements of the story.

Content
-

2. The adults read a second short story and, in small
discussion groups of three or four, discuss the story on
their own. The teacher provides questions as a guide
to discussion.

fiction
poetry
music
drama
emotive responses

3. The adults share their favourite pieces of music, songs,
or poems and tell the group why they like them, their
reactions to them, the memories associated with them,
etc. The group shares their responses to each other’s
selections.
4. The adults visit an art gallery or museum and give
feedback on some of their favourite works.
5. The adults read plays in class and choose a favourite
character, do a study of this character, and present
their findings to the group.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.9
To play with words.

P

Explanation and Content

Suggested Activities

1. The teacher presents fairly simple cryptoquotes (coded
• To show the adults they can be
messages in which each letter represents another).
experimental and have fun with words.
2. The teacher divides the class into two groups and
prepares a set of 100 cards (35 vowels, 65 consonants).

Content
-

The first member of group one chooses nine cards,
vowels and/or consonants, without knowing the letters,
writes the letters on the blackboard, and writes the
longest word he or she can, using the nine letters
chosen. Points are awarded according to the length of
the word, to create competition.

jokes
riddles
puzzles
rhymes
games
anagrams

The game continues until all members of both groups
have had an opportunity to play.
3. The teacher gives the adults words and has them
rearrange the letters to form other words.
4. The adults do crossword puzzles and recite tongue
twisters.
5. Adult A says a word, such as table, and adult B must
think of a word that begins with the last two letters of
adult A’s word, such as lemon. The game continues
until all the adults have had a turn.
6. The adults recite or write simple poems.

2.453

STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.10
To relate to the feelings and
behaviour of others.

P

Explanation and Content
• To help the adults understand and
appreciate the feelings, viewpoints,
and behaviour of others and to be
empathetic with them.

Suggested Activities
1. The teacher discusses with the adults the importance
of seeing others’ viewpoints or feelings and being
empathetic with them.
2. The teacher divides the class into small discussion
groups and presents a situation, problem, or event
which would have an effect on a number of people.

Content

The teacher provides the names, ages, and jobs of the
people involved in the situation and assigns one of
these people to each adult.

- discussions
- viewpoints
- fictional characters

The adults discuss among themselves what this
particular person might feel.
The teacher pairs each adult with a counterpart from
another group. They exchange their views and try to
add more thoughts and arguments.
3. The teacher chooses characters from class reading
(short stories, novels) and examines the behaviour and
feelings of these characters. The adults discuss the
justification for the behaviour and feelings, whether or
not they agree with them, and whether or not they
would feel or act in the same way.
4. The adults discuss moods they experience and
situations which cause these. Others contribute, either
agreeing or disagreeing, understanding or failing to
understand, etc.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.11
To distinguish between fact and
fiction.

P

Explanation and Content
• To help the adults see the
difference between words and works
which are factual and those which are
imagined.

Suggested Activities
1. The teacher reads aloud examples of facts and short
fictional works.
2. The teacher brainstorms with the adults words which
convey factual meaning and those which convey
fictional meaning from each written work.

Content
- reading or listening material
- newspapers
- advertising

3. The adults write paragraphs, one about a vacation
which they took and one about their ideal vacation
(i.e., a factual account and a fictional account).
4. The teacher compares documentary and fictional films.
5. The adults write newspaper articles on a local story. It
is important that the teacher stress the necessity of
gathering all the facts and presenting them accurately.
6. The teacher assigns term reading – a fictional work
and an historical account or biography (factual) – and
asks the adults to write a comparison of the two or a
summary of each.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.12
To distinguish fact from opinion.

P

Explanation and Content
• To help the adults see the
difference between facts and personal
viewpoints.
Content
- newspaper articles, editorials
- discussions
- statements (fact or opinion)

Suggested Activities
1. The teacher explains to the adults that a fact is a
statement that can be proven true or false, while an
opinion is a personal thought or attitude about
something.
The teacher presents the adults with 10 statements and
they decide if each one is a fact or an opinion. These
statements could be presented in connection with a
class reading assignment.
2. See Objective T.S. 3.11, Activity 5.
The adults write newspaper articles on a local story,
presenting facts.
The adults write letters to the editor of a newspaper,
expressing their personal viewpoints on an issue.
Examples are presented and read aloud to the group
beforehand.
3. The teacher chooses a topic for class discussion.
The adults prepare one fact and one opinion on the
topic to contribute to the discussion and the teacher
lists these under fact or opinion on the blackboard.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.13
To understand analogy.

P

Explanation and Content

Suggested Activities

1. The teacher explains the meaning of simile and
• To help the adults make
metaphor, pointing out that a simile is a comparison
comparisons between otherwise unlike
between two otherwise unlike things, using like or as.
things.
2. The adults read through short poems and find all
comparisons made by means of similes or metaphors,
and have a class discussion on their findings.

Content
-

similes, metaphors, poems
comparisons
literature
proverbs
fables

3. Working with two lists of somewhat dissimilar
objects, the adults choose an item from one list and
compare it to an item from the second list. The adults
discuss and explain the basis of their comparisons or
write them in the form of similes.
4. The teacher brainstorms with the adults a list of
common proverbs. For example: A rolling stone
gathers no moss.
The adults try to imagine what a rolling stone is being
compared to and what moss is being compared to.
The adults work through a list of proverbs, discussing
the analogies being made.
5. The adults read and discuss fables that contain
analogies.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.14
To become more flexible in
thinking.

P

Explanation and Content

Suggested Activities

• To encourage the adults to think
hypothetically, to be aware of
alternative ways of thinking, to
consider both sides of an issue, and to
be open-minded.

1. The teacher presents a task or problem-solving activity
to the group and each member contributes opinions on
how best to solve the problem or perform the task.

Content

2. The adults read about different cultures and their
customs and ways of thinking.

- discussion
- alternatives
- debates

The teacher records all solutions and the adults weigh
all the contributions and agree on a common solution.

Through discussion, the teacher gets the adults’
reactions and encourages them to be open-minded and
flexible and to appreciate alternative ways of thinking.
The adults may compare their own beliefs, traditions,
etc. with those of other cultures.
3. Class debates and listening to opposing views on a
topic will make the adults aware of the other side of
an issue.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.15
To solve problems by applying
flexible thinking skills.

P

Explanation and Content

P

• To help the adults consider all
alternatives in solving problems.
Content

Suggested Activities
1. The adults form groups of three or four and role-play
as the management of a company that has to lay off
one worker of a group of six. The teacher provides
them with details on each worker: age, number of
dependents, education level, work habits, etc.
After examining all the facts, the adults exchange
opinions as to which employee should be laid off.

- facts and opinions
- discussion

2. In groups of three or four, the adults decide what
should be done with $50. Left from a class sale. A
decision which satisfies everyone must be made.
The adults write down their ideas. By arguing and
presenting reasons, they try to reach a consensus. The
teacher should encourage them to be flexible and
consider all alternatives equally.
3. Presented with examples of advice columns (such as
Ann Landers), the adults try to find solutions to the
problems.
Each adult presents a solution and as a group the class
decides on which solution presented is best. All
possibilities should be examined carefully.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.16
To predict events, given facts.

P

Explanation and Content

Suggested Activities

• To help the adults anticipate results
and see cause-effect relationships.

1. The adults read newspaper articles, examining the
facts concerning a contemporary issue or event such as
an election campaign.
The adults make a list of facts and details (polls,
platforms, etc.). They then give their predictions of
the outcome of the election (winner, number of votes,
seats, etc.).

Content
-

consequences
cause-effect
conditionals
speculation

2. The teacher chooses a text and from it selects 10
vocabulary words. These are key words which typify
the main meaning of the text.
The teacher writes the list on the blackboard and tells
the adults that they are going to read a text in which
these words appear (but not necessarily in the same
order).
In groups, the adults speculate on the content of the
text and write down their predictions.
3. The teacher presents a number of hypothetical “what
if…” situations, including the relevant facts. The
adults write the outcomes as they foresee them.
4. The teacher presents various causes and the adults
write their predictions of the effects.
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STEP THREE: GQD 203
Thinking Skills
Objective
T.S. 3.17
To make reasoned inferences.

P

Explanation and Content

Suggested Activities

• To help the adults draw conclusions 1. A wide range of subjects may be used for guessing
games: things, animals, professions, celebrities,
or make guesses on the basis of facts.
actions, or places. At this level, more complex or
comprehensive, abstract or semi-abstract subjects are
appropriate, for example: the Second World War,
Content
anger, authority.
- guessing games
Various methods may be used, such as a twenty
- advertising messages
questions game in which the adults are given a certain
amount of information and allowed a number of
conjectures.
2. The teacher shows the adults advertisement pictures
from magazines and they infer the messages and guess
what is being advertised.
3. The teacher reports the facts of a crime: time, place,
people, circumstances. The adults draw conclusions by
discussing the facts (who did it, how they did it, etc.).
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STEP FOUR: GQD 204

Listening and Speaking
Objective
L.S. 4.1
To relate one’s experiences to
ideas and concepts heard and
read.

P

Explanation and Content

P

• To encourage the adults to
share their experiences in
relation to subjects that arise in
class reading and discussion.

Suggested Activities
1. The teacher presents the adults with a number of letters
to the editor or editorials from a local newspaper. The
adults choose one which is of particular importance to
them and deals with an issue to which they can relate. For
example: unemployment insurance, daycare.
The teacher groups the adults who have similar interests
into small discussion groups.

Content
- magazine and newspaper
articles
- opinions, experiences
- discussions

Having read through the article together, the adults
discuss their interests in the article, how the issue
presented affects them, and on what terms they can relate
to it.
2. The teacher chooses a topic for discussion (a
contemporary issue). For example: job retraining,
smoking in the workplace.
The teacher brainstorms with the adults ideas about the
topic and encourages them to contribute experiences they
have had with such concerns and concepts.

2.472

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.2
To relate experiences, feelings,
and ideas.

P

Explanation and Content

Suggested Activities

P

• To help the adults freely and
confidently discuss experiences,
emotions, and thoughts.

1. Individuals share with the group a problem they have. For
example: oversleeping, financial problems, managing
time.
The other adults suggest ways and means of dealing with
the problem by relating similar experiences with such a
problem and ideas on how to resolve it. There should be a
supportive group atmosphere for this activity.

Content
- problem-sharing

2. The adults are asked to think about their lives and the
people they have known. Each adult finds at least two
people who have influenced his/her life in a personal way.
These could be parents, friends, personalities from history,
etc. In order to share their experiences with the class, the
adults write some points on how these people have
influenced them.
3. The teacher should continually encourage the adults, pick
up on ideas and feelings they express, and encourage them
to contribute their ideas about classroom proceedings,
activities, decisions, etc.

2.473

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.3
To express opinions.

P

Explanation and Content

P

• To help the adults gain the
confidence to express personal
points of view.

Suggested Activities
The adults carry out a survey:

1. The adults decide on a general heading and the area of
research, for example: television viewing. The adults write
open-ended survey questions, which will give those
• To help the adults understand
surveyed more latitude to express their exact opinions.
the value of their own opinions.
• To help the adults contribute
ideas to discussions.

This may be done in small groups, with one group
surveying another on their opinions and vice-versa.
2. The teacher tapes radio commentaries, political
commentaries, etc. and plays them to the adults. The
adults express their opinions about the commentator’s
opinions.

Content
- surveys
- commentaries

3. The adults read questions and problems discussed in
advice columns and respond by offering their opinions on
solutions.
4. The teacher should encourage the adults to express
opinions on issues or problems raised through class
discussions or readings.
5. In groups, the adults plan an undertaking such as a
business venture in detail, considering all aspects
involved.

2.474

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.4
To agree or disagree courteously.

P

Explanation and Content

Suggested Activities

• To help the adults express an
opposing point of view in a nonconfrontational way (polite
disagreement).

1. The teacher divides the adults into two groups. Each adult
receives a handout containing a number of suggestions for
a group holiday. Each group has to agree on the one
holiday that they would take together.

• To help the adults express
agreement politely.
Content
- group decision making
- debates

A decision should be reached through the discussion and
presentation of good arguments. The adults should
understand the importance of listening to each other’s
position, without interrupting, and then politely presenting
an opposing point of view or objection.
2. The teacher and adults organize class debates.
3. The adults are divided into groups of three to six and
receive a handout which describes a crisis situation in
which they as a group find themselves forced to make a
desperate decision. For example: they are lost in the
woods on a hiking trip with a limited number of supplies,
in bad weather, with injured parties, etc.
The adults try to find as many courses of action as
possible and discuss the advantages and disadvantages of
each. Arguments and conclusions should be challenged by
each group.

2.475

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.5
To work in pairs and small
groups.

P

Explanation and Content

P

• To allow the adults to learn
ways of communicating their
thoughts and feelings.
• To allow the adults to gauge
their understanding of subject
matter by comparing it with the
understanding of their peers.
• To help the adults learn to
work cooperatively.
Content
-

group projects
role-playing
games and simulations
buzz groups
peer tutoring and consulting
case studies
brainstorming

Suggested Activities
1. Buzz groups: During a lecture, a video viewing, or a
reading of a text, the adults in groups of three or four
come together to discuss any difficulties in
understanding, to answer a prepared question, or to
speculate on what will happen next.
2. Case studies: The teacher provides the adults with case
notes in advance. The adults, in groups, prepare their
own solutions to the problems presented. Case studies
provide opportunities for role-play dealing with
particular issues and real life events.
3. Peer tutoring or consulting: For paired work
assignments, more advanced adults should work with
less advanced adults. This promotes cooperation and
motivation. The adults are actives as learners and learn
by teaching.
4. Group projects: Groups are organized according to the
interests and preferences of the adults. Group projects
allow the adults to pool resources, divide labour, and
cooperate.
5. The adults play games: role playing, board games,
simulations.

2.476

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.6
To correctly pronounce all
commonly used words.

P

Explanation and Content
• To help the adults recognize
the importance of correct
pronunciation for conveying
meaning.

Suggested Activities
1. The teacher adapts activities to the particular
pronunciation problems of the adults and their
vocabulary level.
2. Pronunciation drills may take the form of games. They
should be held regularly but not for long periods.

Content
3. The teacher illustrates pronunciation differences
between words by using pictures. The teacher shows the
adults sets of pictures numbered 1 and 2, representing
words that are similar in pronunciation. The adults
pronounce each word until the correct pronunciation is
learned.

- drills
- syllables
- pictures

4. The teacher provides rhyming exercises, songs, and
poems.
5. The adults divide difficult words into syllables, referring
to a dictionary and pronouncing the individual syllables.
6. The adults read an advanced text out loud or role-play a
common speaking situation. The teacher tapes the
exercise and plays back the recording, pointing out any
errors in pronunciation. The adults practise correcting
the errors.

2.477

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.7
To make the voice reflect
meaning and feeling.

P

Explanation and Content
• To help the adults vary their
intonation to express feelings and
meaning.
Content
-

presentations
debates
stress and intonation practice
plays or dramatic roles

Suggested Activities
1. The adults practise saying sentences in which different
placements of stress and emphasis on words accompany
definable differences in meaning. For example
-She was carrying an umbrella. (not somebody else).
-She was carrying an umbrella. (you’re wrong to suggest
she wasn’t)
The teacher gives the adults other examples like the one
above and they practise varying their stress and
intonation to match the intended meanings.
2. The adults put on class plays, acting out roles, paying
attention to the words of their characters and making the
tone of their voice reflect meaning and feeling.
3. The adults take part in debates in which they are given
the opportunity to argue, convince, and agree or
disagree.
4. The adults give speeches to the group, choosing topics
they feel very strongly about. The teacher encourages
them to put conviction and enthusiasm in their voices.

2.478

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.8
To demonstrate control and
fluency of speech.

P

Explanation and Content
• To help the adults control the
volume and rate of speech
appropriately for the situation.

Suggested Activities
1. The adults role-play situations, expressing anger,
surprise, excitement, sadness, etc. and raising or
lowering their voices according to the situation.
2. The adults deliver speeches or oral presentations to the
class on topics of particular interest to them. Practice
such as this will help them overcome nervousness
associated with public speaking and help them achieve
fluency.

Content
- speeches
- presentations
- role-plays

The teacher encourages the adults to speak clearly at a
moderate rate.
The volume of speech may vary depending on the
particular emphasis the adults want to place on various
sections of their presentations.
3. The adults practise reading aloud from a text into a tape
recorder. The adults will be able to judge for themselves
if they speak too loudly, softly, quickly, etc. and be
better prepared to control this.
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STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.9
To summarize an oral report.

P
P

Explanation and Content

Suggested Activities

1. The adults listen to taped presentations—speeches or
• To help the adults separate
news reports. In preparation, they are given a guide sheet
main ideas from supplementary
of pertinent information as an example of how main
information and summarize an oral
ideas are presented.
report.
Content
- outlining
- presentations and reports

The activity is repeated without a guide sheet and with a
different presentation (fairly lengthy) containing several
main ideas. The adults listen and jot down what they
believe are the more important or main ideas.
The adults discuss these ideas.
2. The adults listen to more presentations and outline them
under main idea and supporting details.
3. After the adults listen to a presentation, the teacher
writes a number of ideas on the blackboard. The adults
discuss them and choose the ones they feel to be most
important.
4. The teacher encourages the adults to take notes for each
class lecture or lesson, concentrating on the main points.
The teacher asks the adults to orally summarize the main
points of the lesson.
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STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.10
To recognize emotive responses.

P

Explanation and Content

Suggested Activities

• To make the adults aware of
certain emotional responses and
help them detect whether
responses are sincere or contrived.

1. While the adults watch a television program or film or
listen to a radio drama, the teacher directs their attention
to certain characters.
The adults discuss the responses of the characters. For
example:
-How does the character feel?
-Are his/her reactions justified?
-Are his/her responses real?
-Is the character pretending to feel something?

Content
- role-plays
- dramas
- character studies

2. The adults role-play emotional scenes or read parts from
plays. Other members of the class identify the emotions
being expressed.
3. The adults do detailed character sketches based on class
reading exercises, novels, or short stories. They focus on
the emotions of the character: how these emotions are
revealed, what types of situations evoke them, how the
characters deal with them, etc.

2.481

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.11
To evaluate radio and television
programs.

P

Explanation and Content

Suggested Activities

• To help the adults judge media
programs based on a number of
criteria.

1. The teacher chooses radio and television programs
based on the interests of the adults. For example: news,
documentaries, comedy, etc.

Content

2. In small discussion groups, the adults informally
evaluate programs, sharing their opinions.

- radio or television programs
- questionnaires or surveys
- discussions

3. On a more formal level, the adults fill out questionnaires
or surveys to evaluate programs for presentation, interest
level, clarity, etc.
4. The adults think about what aspects they consider when
judging a program. The adults make up their own
questionnaires or surveys around these, and poll their
classmates.
The questionnaires or surveys should have rating scales
to evaluate various aspects of programs presented in
class. For example:
0-5
bad - excellent
The adults discuss their evaluations and the basis for
them.
5. The teacher encourages the adults to offer their
judgments on any radio or television programs used in
classroom activities.

2.482

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.12
To evaluate personal strengths
and weaknesses.

P

Explanation and Content
• To encourage the adults to
focus on and judge their strong
points and shortcomings.

Suggested Activities
1. The teacher presents the adults with a list of personal
characteristics. For example: reliability, being a good
listener, strength, honesty, intelligence, stubbornness.
The adults think about how important they consider each
quality, then arrange them in order of importance.

Content

In small groups, the adults discuss their ranking of the
qualities with the aim of reaching a consensus. As a next
step, the whole class aims to reach a consensus on the
qualities.

- character situations
- personality qualities

2. From the same list, the adults each choose several
qualities to describe their own character and discuss
their choices with the rest of the group.
3. The adults compare and contrast their own personality
with a well-known person, a character from a novel, or a
classmate. This often gives people insight into
themselves.

2.483

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.13
To show leadership in
discussions.

P

Explanation and Content

Suggested Activities

P

• To help the adults demonstrate
initiative and responsibility in
discussion activities.

1. For group discussion activities, the teacher assigns each
adult a role. For example: note-taker, chairperson,
presenter, etc. This will create a sense of responsibility
and leadership.

Content

2. The teacher gives each adult the opportunity to chair a
class debate.

- debates
- discussions

3. The adults each give a presentation on a topic of their
choice, being responsible for initiating, guiding, and
concluding a discussion session afterwards.
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STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.14
To discuss a problem or question
in order to reach a conclusion.

P

Explanation and Content

P

• To help the adults solve
problems, decide consequences, or
draw conclusions through
discussion.

Suggested Activities
1. The teacher prepares two slips of paper for each adult,
containing questions or problems to be solved. One
adult reads the question aloud and the rest consider the
solution. The activity continues until all questions or
problems have been solved.

• To help the adults learn to keep
2. In small discussion groups, the adults each describe a
to the topic under discussion.
problem they have. The others suggest ways and means
of handling it. There should be a supportive class
atmosphere.
Content
- role-plays
- discussion (problem sharing)

3. Either the teacher reads a story aloud or the adults view
a film or television program, omitting the ending. The
adults make up their own endings, taking into
consideration the following questions:
-What do you think happened?
-What should this or that person do?
-Do you think this will happen?
4. To help the adults keep to the topic under discussion, the
teacher encourages them to prepare their ideas
beforehand when practical and sets a time limit for the
adults to find a solution, consider effects, or predict an
outcome.

2.485

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.15
To participate in public speaking.

P

Explanation and Content

Suggested Activities

• To encourage the adults to
speak in front of groups of people.

1. As a group project, the adults plan a publicity campaign
with the aim of convincing the public of something. For
example:
-vote for a certain politician
-stop pollution
-charity drive

Content
role-play of a publicity campaign

The adults decide on a target audience. Each group
should have a different subject and audience. They roleplay as a certain organization: a town council, a political
party executive, an environmental pressure group, or a
student council.
Each group writes a speech presenting its cause and
arguments and delivers the speech to the class. The
teacher makes sure each adult has a few minutes to
present.
2. If the opportunity arises, the teacher encourages the
adults to participate in learners’ conferences; these often
involve a certain amount of public speaking.
3. The adults participate in phone-in radio talk shows, if
possible during class time.

2.486

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.16
To participate effectively in
various interview situations

P

Explanation and Content

Suggested Activities

• To help the adults provide
correct information in answer to
specific questions.

1. The adults role-play a television interview, acting as a
panel of experts on various subjects and answering
questions put forward by the interviewer. This activity
requires adequate preparation time.

Content

2. As an ice-breaker or activity for the first day, the adults
do paired interviews. The adults each have an identity
card to be filled in by a partner, who interviews them
and records their personal data.

-

role-plays
TV interviews
paired interviews
job interviews
opinion polls

3. Groups of adults choose a subject and write questions
for an opinion poll, and interview other groups as to
their opinions on this subject.
4. The adults role-play job interview situations. This may
be done in pairs or as a “board interview” in small
groups.
5. The adults role-play situations in which they are
interviewed for personal information. For example:
applying for a loan.

2.487

STEP FOUR: GQD 204
Listening and Speaking
Objective
L.S. 4.17
To participate in community
activities.

P

Explanation and Content
• To encourage the adults to
become more active in community
affairs.
Content
- school or extracurricular
activities
- volunteer programs
- community entertainment
events

Suggested Activities
1. As a field trip, the adults visit a local museum, festival,
or exhibition.
2. The teacher encourages the adults to participate in
activities of the school community. For example:
-student council or school committees
-learners’ days
-student newspaper
-sports teams
-clubs
3. The teacher encourages the adults to participate in
volunteer activities. For example: hospitals, libraries,
tutor programs.
4. The teacher encourages the adults to enroll in nonacademic interest courses. For example: cooking, dance,
wine-tasting.
5. The adults organize an open-house day or night, inviting
the public to visit the school.
6. The teacher encourages the adults to involve themselves
in the activities of their children’s schools. For example:
the parent-teacher association.

2.488

STEP FOUR: GQD 204
Reading
Objective
R. 4.1
To take risks.

P

Explanation and Content

Suggested Activities

P

• To encourage the adults to
accept error and persevere without
being fearful of new challenges.

1. The teacher encourages the adults to seek help from
teachers, librarians, or telephone directory assistance
operators, and to use resources to help them clarify their
ideas: dictionary, thesaurus, dictionary of synonyms and
antonyms, encyclopedia, library card catalogue.

Content
-

2. The teacher discusses reading situations in which
individuals make mistakes but overcome their errors
through positive attitudes, perseverance, and reading
strategies.

discussion
bar graphs
reading materials
requesting strategies
coping strategies

3. The teacher suggests using a daily, weekly, or monthly
bar graph to illustrate the number of pages or words
read.
4. The teacher assists the adults in locating reading
material at an appropriate level—high-interest-lowvocabulary—and encourages the adults to take every
opportunity to read, to reinforce the value of language.
For example: signs, advertisements, headlines, store
names, billboards, license plates.
5. The teacher suggests recording difficult vocabulary
encountered, to be researched later either with a teacher
or independently.

2.489

STEP FOUR: GQD 204
Reading
Objective
R. 4.2
To define one’s desire to read.

P

Explanation and Content

Suggested Activities

• To assist the adults in
developing a desire to read to feel
less alienated and ostracized from
the literate society and to develop
their desire to read outside of a
school or teaching situation.

1. The teacher initiates a discussion on “the types of books
I would like to read.” This will elicit a variety of
subjects and types of books: romance, comedy, drama,
poetry, short story, etc.

Content

2. The teacher brings a newspaper to class. With the adults,
the teacher analyses the content of the paper and asks for
a list of questions that may be answered with the aid of
the newspaper.

- discussion
- newspapers
- various fiction and non-fiction
readings

The adults compare the type of reading done in school
with reading for pleasure that may be done at home.

This activity is repeated with other popular reading
materials: magazines, cookbooks, almanacs.
3. The adults fill in the blanks in questions such as:
-I have always wanted to be able to read __________.
-I’d like to try reading __________.
-My favourite type of book is __________.
The teacher assists the adults in finding the desired
reading material.

2.490

STEP FOUR: GQD 204
Reading
Objective
R. 4.3
To enjoy listening to and reading
the sounds, rhythms, and images
of language.

P

Explanation and Content
• To enhance the adults’ desire
and ability to read by having them
study poetry, lyrics, descriptions,
and imagery.

1. The teacher chooses a simple play to read with the
adults and assigns them roles. The adults read the play
out loud in a group setting.
2. The teacher selects a variety of poems that contain
interesting rhymes and rhythms and reads them out loud
with the adults and asks the adults to read them out loud
independently. The teacher discusses the content and
diction of the poetry selections.

Content
-

Suggested Activities

songs
poems
rhymes
limericks
stories
fables
legends
descriptions
plays

3. The adults listen to folk music, ballads, opera, or other
music. The teacher provides the adults with the lyrics to
the selected musical pieces and discusses how the music
brings the language to life.
4. The teacher presents the adults with a selection of
limericks and they read the limericks together. The
group tries to write some limericks and the teacher
displays the results on the blackboard.
5. The teacher locates descriptive paragraphs, passages, or
short stories and discusses selected adjectives and
adverbs and images, focusing on their effectiveness.

2.491

STEP FOUR: GQD 204
Reading
Objective
R. 4.4
To use accumulated knowledge
to derive meaning from reading.

P

Explanation and Content

Suggested Activities

P

• To use the adults’ personal
story writing and other general
writing as class reading material,
or to select reading material to suit
their interests.

1. The teacher questions the adults to gain more knowledge
of their interests, etc., asking such questions as:
- What is your hobby?
- What is your favourite sport, food, subject, recipe,
activity, person, country, city, etc.?
The teacher varies the questions to create an interesting
survey.

Content
a variety of reading material

2. The adults read a text in their area of interest and give
written answers to such questions as:
- Where could you find other books like this?
- What information did you gain from reading this book?
- Where could you check the accuracy of this
information?
- List some of the facts you have learned.
- Prepare an information session to share this text with
the class.
3. The adults maintain a vocabulary list of new words
discovered in their reading.
4. The teacher uses the adults’ writing as reading material
in the class.
5. Refer to the activities listed in Objective R. 3.5 for
further suggestions.

2.492

STEP FOUR: GQD 204
Reading
Objective
R. 4.5
To use reading to enlarge general
knowledge, increase confidence,
and enhance current interests and
abilities.

P

Explanation and Content

Suggested Activities

• To help the adults use reading
to realize their reading potential,
appreciate the value of reading in
life, and enhance their specific
interests and skills.

1. The teacher brainstorms with the adults to discover their
personal interests.

Content
a variety of reading material

2. The adults visit a library and the teacher directs them to
the area where books on those personal interests are
found. The teacher suggests that the adults borrow two
of these books at a manageable reading level. (See
Objective R. 4.22 on using libraries.)
3. The teacher asks questions: What topic was selected?
Why? State five points that could be shared with another
adult. What new information have you gained? Could
this topic be recommended to a friend? Why or why
not?
4. The teacher asks the adults to prepare a summary of or
report on the information gained and read it to the class.
5. As a class project, the adults collate the information
gathered into one binder and circulate it for reading.
6. The adults share their readings in an organized group
discussion.

2.493

STEP FOUR: GQD 204
Reading
Objective
R. 4.6
To use reading material to define
one’s values.

P

Explanation and Content
• To use themes presented in
literature to illustrate societal
values.

Suggested Activities
1. With the adults, the teacher discusses some typical
themes found in literature: survival, good versus evil,
self-awareness, self-discovery, the journey, etc.
2. On the basis of the ideas discussed, the adults agree on a
statement for each theme. For example: survival: human
beings have an innate desire to survive in a world of
numerous challenges.

Content
- formation of ideas
- discussion
- variety of texts

The adults record the themes.
3. After reading a text in class, either fiction or non-fiction,
the adults discuss and record its literary theme or
purpose.
4. The teacher selects newspaper or magazine articles that
reflect current ethical issues and the adults write their
interpretations of the essence of each article. The adults
discuss the articles.
5. The teacher selects passages from a variety of texts that
show characters in conflict. The adults read them and
discuss why the characters are experiencing
complications.
6. See the activities listed in Objective R. 3.9 for further
suggestions.

2.494

STEP FOUR: GQD 204
Reading
Objective
R. 4.7
To identify a writer’s intent.

P

Explanation and Content
• To help the adults identify the
theme, thesis, or purpose of a
written work.

1. Using a newspaper, the teacher selects a variety of types
of articles in different writing styles: news, editorials,
opinion, entertainment, humour, political articles,
financial news, etc.
2. The teacher reads the articles out loud with the adults,
discusses the intention of the writer, and asks questions
on the writer’s opinion or point of view, style, language,
and tone.

Content
-

Suggested Activities

newspapers
fiction
non-fiction
pamphlets
textbooks
reports
manuals
etc.

3. For each selection, the teacher prepares specific
comprehension and analytical questions to help the adults
discover the writer’s intent. The adults write their
answers and read them out loud in class.
4. The teacher provides fictional writings at an appropriate
level and the adults identify the themes.
5. The adults examine other forms of print material:
pamphlets, textbooks, magazines, etc. The teacher
repeats the above activity, designing questions to suit the
text of study.

2.495

STEP FOUR: GQD 204
Reading
Objective
R. 4.8
To identify the organization and
content of various forms of
literature.

P

Explanation and Content

Suggested Activities

P

• To make the adults aware that
different types and genres of
literary works exist and that
different works are composed of
specific literary elements.

1. Poetry: Various aspects of poetry are discussed: forms
such as ballad, limerick, haiku, and narrative poetry;
simile, metaphor, alliteration, onomatopoeia, imagery,
figurative language, rhythm, interpretation, symbolism,
and theme. The teacher uses a wide selection of poems to
teach the elements of poetry, comparing and contrasting
and reading out loud.

Content
-

2. Short story, novella, novel: Various elements are
discussed: structure, theme, point of view, characters,
setting, plot and conflict, symbolism, irony, and imagery.
The teacher uses study questions to direct the reading and
reads out loud.

poetry
short story
essay
novella
novel
play

3. Plays: The teacher presents the adults with a variety of
plays and discusses them in terms of stage technique,
lighting, set design, direction, conflict, suspense, plot,
subplots, characters, language, costumes, and theme.
Plays may be read in parts in class.
4. The teacher selects literary works to reflect the class
theme of studies.
5. See Objectives R. 4.3, W. 4.19, and W. 4.48 for further
activities.

2.496

STEP FOUR: GQD 204
Reading
Objective
R. 4.9
To determine the content of a
book.

P
P

Explanation and Content

Suggested Activities

• To help the adults determine the 1. The teacher presents the adults with a reading list and
annotated bibliography.
function of a text through an
overview of its contents.
2. The teacher shows sample texts from the annotated
bibliography or directs the adults to the library to search
for their choice of a book from the bibliography.
Content
- a variety of reading material
representing different modes
- annotated bibliography

3. The adults select books to suit their needs or interests
and/or the theme of study in class.
4. The teacher reviews with the adults how to survey a
text: What subject is the text on? Is the text
informational, literary, non-fictional? Does the reading
level seem appropriate (read small sections to test for
level of difficulty)? Check the table of contents, index,
chapter headings, illustrations, and appendices for an
idea of the content.
5. The adults select books and list their contents to
ascertain their appropriateness.
6. Refer to the activities listed in Objective R. 3.4 for
further suggestions.
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STEP FOUR: GQD 204
Reading
Objective
R. 4.10
To use context cuing.

P

Explanation and Content

Suggested Activities

• To help the adults determine
the meaning and pronunciation of
unfamiliar words by examining
the known words in the sentence.

1. The teacher discusses cues with the adults. They may
have had experience with a word without being aware of
its exact meaning and can therefore guess at its exact
meaning.

• To help the adults understand
words by analyzing them in their
context.

2. The teacher reminds the adults to read ahead or to look
back in the text or paragraph to search for cues that will
assist them in defining the new vocabulary.

Content
- various reading material
- sentence and paragraph
reading samples

3. The teacher suggests that the adults search for cues such
as “for example” or “for instance” and explains that
writers will often give examples of the meaning of an
unfamiliar word in a text. For example:
In literature, students are often asked to look for
symbolism. For instance, in Of Mice and Men, the
mouse is symbolic of…
4. The teacher suggests that the adults try substituting
possible synonyms to test the meaning of a word and
reminds them to look at the prefix or suffix to aid in
decoding the word’s meaning.
5. Refer to the activities listed in Objective R. 4.15 for
further suggestions.

2.498

STEP FOUR: GQD 204
Reading
Objective
R. 4.11
To adapt reading speed to reading
purpose.

P

Explanation and Content
• To help the adults read a specific
number of words per minute.

Suggested Activities
1. The teacher discusses the concept of reading at
different rates and explains that when reading a short
story, for example, a person reads at a faster rate than
when perusing information at a museum exhibition.

Content
- timed readings
- reading graphs and charts
- speed-reading strategies

The teacher discusses the value of skimming,
explaining that reading word by word or too slowly
can be detrimental to reading comprehension.
2. The teacher explains the technique of pacing the
reading by moving one’s finger from left to right at a
slightly faster pace than the actual reading speed. This
technique trains the eye to move more quickly.
3. The teacher gives timed readings. The adults chart or
graph the number of words read per minute in each
speed-reading session. The teacher tests for reading
comprehension.
4. The teacher suggests that the adults increase their
reading speed by reading slightly easier material.
5. The adults practise skimming: searching for a name in
a telephone book or class list, looking for dates on the
calendar or agenda, looking through the newspaper for
specific information, searching for words in the
dictionary, spotting names on a city map.

2.499

STEP FOUR: GQD 204
Reading
Objective
R. 4.12
To recognize words that sound
alike (homophones).

P

Explanation and Content

P

• To help the adults recognize
that homophones are words that
are pronounced similarly but
differ in meaning and sometimes
spelling.

Suggested Activities
1. The teacher provides the adults with a list of common
homophones to read and define. For example: serial,
cereal; prey, pray; wail, whale; reign, rain, rein; surge,
serge; cell, sell.
2. Using the thematic reading, the teacher designs an
exercise in which the adults locate words in a paragraph
or page of writing and match them with homophones or
homonyms provided by the teacher.

Content
- homophones

3. The teacher prepares matching exercises in which a
homophone from column A is matched with a definition
from column B.
4. The teacher provides exercises involving choosing the
correct homophones to fill in the blanks.
5. The adults write sentences using an appropriate list of
homophones, then read the sentences out loud.
6. The teacher assigns a dictionary exercise in which the
adults locate the definitions of difficult homophones.
7. Refer to the activities listed in Objective R. 3.16 for
further suggestions.

2.500

STEP FOUR: GQD 204
Reading
Objective
R. 4.13
To recognize that some letters
may have more than one sound.

P

Explanation and Content

P

• To help the adults recognize
that some letters, such as g, c, or s,
may have more than one sound, and
to review the long and short vowel
sounds.

Suggested Activities
1. The teacher prepares word lists based on the theme of
study, with words containing letters that may have
more than one sound.
2. The adults write and then read lists of words containing
letters that may have more than one sound. The lists are
written in a reading journal.

Content
3. Using a paragraph or page selected from the reading
text or a language-experience story, the adults circle,
read, or list any words they encounter that contain
letters that may have more than one sound.

examples:
- meat, bread
- thought, tough

4. The teacher dictates words and the adults categorize
them into sound lists.
5. In a reading journal, the adults record any words
encountered in reading which cause letter
pronunciation confusion.

2.501

STEP FOUR: GQD 204
Reading
Objective

P

R. 4.14
To recognize that different letters
or combinations of letters may
represent the same sounds.

P

Explanation and Content
• To help the adults recognize
that letter combinations such as
ch in machine and sh in share
may have the same sound even
though the letters are different.

Suggested Activities
1. The adults locate words with similar-sounding letter
combinations in a language-experience story, list these
words, and practise reading them frequently.
2. The teacher dictates words containing similar sounds but
different letter combinations. With the adults, the teacher
reads the dictated words out loud to hear the difference.

Content
3. The teacher prepares poster boards with interesting
collages or pictures representing words containing
different letter combinations but the same sounds. The
adults state the word represented by each picture, write it,
and read it.

word lists

4. The teacher devises a sound Bingo or sound crossword
game in which the words contain different letter
combinations representing the same sound.
5. See the activities listed in Objective R. 3.19 for further
suggestions.

2.502

STEP FOUR: GQD 204
Reading
Objective
R. 4.15
To recognize, understand, and
use root words, prefixes, and
suffixes.

P

Explanation and Content

Suggested Activities

P

• To help the adults understand
that the basic component of a word
is the root word, from which other
words are formed by the addition of
prefixes and suffixes.

1. The teacher presents the adults with a word list to read,
in which each word contains a “hidden” word. For
example: fearful, unthinkable, preview, restless.

• To help the adults understand
that prefixes and suffixes have
specific meanings that can alter the
meanings of root words.

2. The teacher gives the adults prepared lists of prefixes
or suffixes. The adults look up the definitions of these
prefixes and suffixes in a dictionary or determine them
through discussion. For example:
- anti - against
- inter - between

Content
-

The adults locate the “hidden” words.

3. The adults find words containing suffixes and prefixes
in their current reading and underline the suffix or
prefix, or the root word.

prefix lists
suffix lists
root words
reading passages

4. The adults are given a passage to read in which they
must identify the meanings of underlined words
containing prefixes or suffixes, either by the context or
by defining the prefix or suffix.
5. See the activities listed in Objective R. 3.20 for further
suggestions.

2.503

STEP FOUR: GQD 204
Reading
Objective
R. 4.16
To understand and apply the
principle of syllabication.

P

Explanation and Content

P

• To help the adults read by
breaking words down into
syllables and sounding out each
syllable separately.

1. The teacher presents the adults with a list of challenging
vocabulary suited to the theme of study. The adults read
the words, sounding out each syllable, and divide each
word into syllables with dividing lines.

Content

2. The teacher dictates words in syllables for the adults to
write and then read back.

-

initial and final consonants
other consonant sounds
long and short vowels
other vowel sounds
silent letters
digraphs
jog/ger, pur/chase

Suggested Activities

3. Any difficult words encountered in the adults’ reading
are recorded and later broken down into syllables with
the teacher.
4. Difficult words are divided into syllables or sounds and
the segments written on cards, which are read first
separately and later as complete words. For example:
psychiatrist:
psy

chi

a

trist

5. See activities listed in Objective R. 3.17 for further
suggestions.
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STEP FOUR: GQD 204
Reading
Objective
R. 4.17
To understand the concept of
abbreviations.

P

Explanation and Content

P

• To help the adults recognize
and read abbreviated words.
Content
-

common abbreviations
acronyms

Suggested Activities
1. Abbreviation rules are reviewed with the adults. For
example:
- A period usually follows an abbreviation, but when
reading, do not pause.
- Names of government departments, some
organizations, businesses, television stations, etc. may
be written without periods: CJAD, IBM, CLSC.
Each letter is usually pronounced separately:
C - L - S - C.
- When reading single-word abbreviations, read the
word in full: “Ontario,” not “Ont.”
2. The teacher reviews lists of common abbreviations to
familiarize the adults with how to read them:
Jan.
Mr.
Dr.
Ave.
conj.
anon.

-

January
Mister
Doctor
Avenue
conjunction
anonymous

3. The teacher discusses acronyms: UNICEF - United
Nations Children’s Fund; WHO - World Health
Organization; CARE - Cooperative for American
Relief Everywhere.
4. The teacher gives the adults words to read and then
abbreviate. Refer to the activities listed in R. 3.21 for
further suggestions.

2.505

STEP FOUR: GQD 204
Reading
Objective
R. 4.18
To become aware of various
sources of information.

P

Explanation and Content

Suggested Activities

• To make the adults aware that
different types of information can
be located in different sources.

1. The teacher prepares a matching game in which different
types of information are listed in list A and various
sources of information are listed in list B and the adults
match the information and the corresponding source.

• To help the adults match the
type of information required to
the appropriate source.
Content
-

dictionaries
thesauruses
encyclopedias
information texts
atlases
maps
telephone directories
schedules
almanacs
cookbooks
general information books
art or science texts
library resources

2. The teacher plans a game in which the adults have to
identify where to locate information on a variety of
topics.
3. The adults play a current events or general information
game, asking such questions as:
- What is the population of...?
- Who is the prime minister of...?
The adults give the answer or, if they do not know it, say
where to look for the information.
4. The adults maintain a weekly journal of the types of
references and sources of information they have used or
would like to learn how to use.
5. The teacher may want to introduce a CD-ROM
containing reference materials, often available in public
libraries.
6. See the activities listed in Objective R. 3.22 for further
suggestions.

2.506

STEP FOUR: GQD 204
Reading
Objective
R. 4.19
To use a newspaper for finding
information.

P

Explanation and Content
• To introduce the adults to a
variety of newspapers and to show
them how a newspaper can be used
to find a variety of information.
Content
-

newspapers
current events
general knowledge

Suggested Activities
1. The teacher presents a selection of newspapers, local,
national, regional.
2. The teacher assists the adults in locating and
understanding the index and various sections of the
paper. To reinforce understanding of what each section
contains, the adults read headlines and articles from the
paper.
3. The teacher prepares a scavenger hunt with a list of
factual questions.
4. The teacher demonstrates skimming techniques to help
the adults appreciate the newspaper and its contents.
(See Objective R. 4.11 for further activities.)
5. Many newspapers have special pages for students. The
teacher may adapt these pages for classroom work.
6. The adults buy a newspaper daily. Using a reading log,
they follow a certain story throughout a week, making
notes.

2.507

STEP FOUR: GQD 204
Reading
Objective

P

R. 4.20
To use the dictionary.

P

Explanation and Content

Suggested Activities

• To review with the adults the
content and organization of the
dictionary and to assist them in
using the dictionary to find the
spelling, pronunciation, and
definition of words.

1. The adults practise locating specific words between
guide words in a dictionary, estimating the location of
words, and locating and summarizing definitions.

Some of the skills acquired
through dictionary use are:
organizing, research, using
alphabetical order, and
summarizing and retaining
information.

3. The teacher shows that abbreviations are found in the
dictionary and shows how the part of speech of a word is
indicated in the dictionary.

2. The teacher discusses the entries and explains how they
show spelling, pronunciation, and syllabication.

4. The teacher explains etymology, word history.

Content

5. The teacher devises word-finding games. For example:
On what page is emphasize? Which guide words does
emphasize lie between? How is emphasize pronounced?

-

6. The teacher reminds the adults to always use the
dictionary.

dictionary
alphabetical order

7. Refer to the activities listed in Objectives R. 3.24 and
R. 4.11 for further suggestions.

2.508

STEP FOUR: GQD 204
Reading
Objective
R. 4.21
To understand and use a
thesaurus.

P

Explanation and Content
• To help the adults understand
the purpose of a thesaurus and use
it to improve their writing and
vocabulary.

Suggested Activities
1. The teacher helps the adults choose a thesaurus
appropriate to their needs. A simple dictionary style is
often the most useful.
2. The teacher reviews alphabetical order if necessary.

• To help the adults choose the
correct words to express the
meaning intended.
Content
-

3. The teacher provides the adults with a list of words
previously underlined in their writing assignments.
The adults search for synonyms or antonyms for these
words.
4. Skimming exercises may be used to help the adults find
new vocabulary words more quickly. (See Objective
R. 4.11 for further activities.)

thesaurus
synonyms
antonyms
alphabetical order

5. The teacher supplies a very simple paragraph and asks
the adults to replace as many simple words as possible
with more advanced vocabulary.
6. The adults should be encouraged to use a thesaurus to
enhance their writing skills. Sample titles: Roget’s
Thesaurus of English Words and Phrases, The Basic
Book of Synonyms and Antonyms by Lawrence.
7. See the activities listed in Objective R. 3.25 for further
suggestions.
8. The teacher encourages the adults to increase their
vocabulary and vary their language by using a thesaurus
in future class activities.
2.509

STEP FOUR: GQD 204
Reading
Objective
R. 4.22
To learn about libraries.

P
P

Explanation and Content

Suggested Activities

1. The teacher invites a librarian to attend a class, or
• To make the adults aware of
arranges a guided library tour.
libraries available in their
community and of the benefits of
joining a library, and to help them 2. The teacher helps the adults locate the library nearest to
their homes, and explains how to get there and the
understand the organization of the
procedure for taking out a library membership.
library and use the library for
home and reference needs.
3. To familiarize the adults with the school library’s
organization, the teacher reviews the Dewey Decimal
System or Library of Congress System for categorizing
Content
books by subject areas. A hands-on approach is best.
library activities
4. Similarly, a review and an explanation of the card
catalogue and call numbers may be beneficial. Sample
cards from the catalogue are studied and alphabetical
order reviewed.
5. A discussion of the many subjects available in the library
may be helpful. For example: science, health, nature,
arts, history, fiction.
6. The teacher introduces the adults to the periodical and
newspaper section and the reference section. As many
libraries now use CD-ROMs, a special session on this
topic would be beneficial.
7. The teacher encourages the adults to use libraries
regularly.

2.510

STEP FOUR: GQD 204
Reading
Objective
R. 4.23
To use particular manuals and
guides.

P

Explanation and Content
• To help the adults explore the
variety of manuals and guides
available, to discuss the importance
of using such guides and manuals,
and to help the adults discover
where to find these resources.

1. With the teacher, the adults brainstorm for a list of
manuals and guides which are typically available.
2. The teacher presents a variety of guides and manuals to
the adults.
3. The teacher makes a list of questions to demonstrate the
use of specific guides. For example: the TV guide:
Where would I find the movie of the week? Describe
the plot of ________ which is shown on Tuesday at
9 p.m. When could I watch hockey this week? How
many days are covered in the TV guide? Which star or
show is profiled?

Content
-

Suggested Activities

manuals
guides
“how to” references

4. With the teacher, the adults examine the layout of a
manual or guide. The adults read certain sections of the
guide to become familiar with the specific content and
writing style.
5. The teacher points out the specific writing style used in
a guide or manual.
6. The teacher reviews skimming techniques. (See
Objective R. 4.11 for further activities.)

2.511

STEP FOUR: GQD 204
Reading
Objective
R. 4.24
To know the parts of a nonfiction book.

P

Explanation and Content
• To familiarize the adults with
the publishing information, table
of contents, chapters, diagrams,
illustrations, appendices, and
index in textbooks or other nonfiction books.
Content
non-fiction books

2.512

Suggested Activities
1. The adults are asked to distinguish between fiction and
non-fiction.
2. The adults:
- determine the structure, organization, or plan of a text
and/or its chapters
- analyse the title of the book or of each chapter
- read or skim the introductory and concluding paragraph
of each chapter
- read or skim the headings or explanations for diagrams,
maps, or photographs
- locate the table of contents and index and determine the
type of information found there

STEP FOUR: GQD 204
Reading
Objective
R. 4.25
To use schedules and timetables.

P

Explanation and Content
• To help the adults read bus,
train, metro, and school schedules
and timetables.

1. The adults prepare a plan or schedule of weekly, daily,
or evening activities in a format showing times and
days of the week in blocks.
2. The adults practise reading train or bus schedules.
After a schedule has been analysed by the teacher and
adults, the teacher asks questions to encourage the
adults to use the schedule. For example:
- How often does Bus 201 stop at ____________ ?
- When could I take a train from ____________ to
_____________ ?

Content
-

Suggested Activities

sample schedules
sample timetables

3. The teacher discusses the use of an agenda as a
timetable or schedule.
4. The adults prepare a list of questions which may be
answered with the aid of a schedule or timetable.

2.513

STEP FOUR: GQD 204
Reading
Objective
R. 4.26
To read plans and diagrams.

P

Explanation and Content
• To help the adults read floor
plans or diagrams that are
pertinent to their specific needs.

1. The adults should be able to understand the importance of
proportions, dimensions, scale, etc.
2. The teacher discusses the purpose of plans and diagrams
with the adults. The teacher asks when and why diagrams
or plans are used.

Content
-

Suggested Activities

3. After studying a variety of plans and diagrams, the adults
draw a plan or diagram of their school, classroom, home,
or apartment.

plans
diagrams

4. A variety of objects that may be represented by diagrams
are discussed. For example: a leaf, a flower, a car engine,
parts of the body.
Sample diagrams are discussed, studied, and read. The
concept of a label is explained.
5. The adults draw and label a diagram of a familiar item.

2.514

STEP FOUR: GQD 204
Reading
Objective
R. 4.27
To read maps.

P

Explanation and Content
• To help the adults read road
maps, public transportation maps,
city maps, and provincial maps and
to make them aware of scale,
longitude and latitude, and map
indexes.

Suggested Activities
1. The teacher presents the adults with a variety of maps:
road, city, provincial, and world maps.
A discussion takes place about the use of specific
maps.
The teacher asks: What type or map would I use to
find ____________ ?
Where would I locate _____________ ?

Content

2. On a map, the adults locate: scale, legend, longitude,
latitude, north, south, index, and specific information
pertinent to the map in question –streets, cities, rivers,
lakes, mountains, provinces, etc.

maps

3. The adults examine different maps found in atlases:
physical features, climate, exploration, world energy
resources, religion, the universe, etc.
4. The adults study maps of their neighbourhood and
locate familiar places or names.
5. The adults design and read a map of a hypothetical
location. The teacher discusses the importance of map
references.
6. See activities in Objective R. 4.28 for further
suggestions.

2.515

STEP FOUR: GQD 204
Reading
Objective
R. 4.28
To use an atlas.

P

Explanation and Content

Suggested Activities

• To help the adults understand
the purpose of an atlas to find
maps of various types for a
variety of purposes.

1. With the adults, the teacher discusses the purpose of an
atlas, the types of atlases, the general content of an atlas,
and how to use an atlas.
2. The teacher explains:
- the legend, map symbols
- scale
- how to use an atlas index

Content
-

atlases
maps

3. Exercises are devised to illustrate the above explanations,
depending on the atlas available:
- Where is an asbestos region in Québec?
- Where is the Indian Ocean?
- Where is Baltimore?
- What is the climate of Baie-Comeau?
- Locate Kuujuaq.
- Where in Québec can a person go alpine skiing?

2.516

STEP FOUR: GQD 204
Reading
Objective
R. 4.29
To use an encyclopedia.

P

Explanation and Content
•

To help the adults understand
the purpose of an encyclopedia
and use an encyclopedia to find
information, paying particular
attention to the alphabetical
order of volumes and the index.

Content
-

Suggested Activities
1. The teacher discusses with the adults the purpose of the
encyclopedia and brainstorms a list of topics that may be
researched using an encyclopedia.
2. The organization of the encyclopedia is discussed:
- What is an index?
- How is an index used with an encyclopedia?
- How many volumes are there in a given encyclopedia?
- How is alphabetical order used?
3. Using the brainstormed list of topics, the teacher devises
an encyclopedia research project in which the adults
research and take brief notes on specific (directed)
information. A session on note-taking could be
arranged to assist the adults.

alphabetical order
encyclopedia

4. The adults share their discoveries with the class.
5. A review of alphabetical order may be appropriate.
6. See activities listed in Objective R. 3.32 for further
suggestions.

2.517

STEP FOUR: GQD 204
Writing
Objective
W. 4.1
To write for content and
meaning.

P

Explanation and Content

Suggested Activities

• To have the adults write a first 1. The teacher brainstorms for ideas, selects the useful
ideas, orders them in sequence, and organizes them into
draft, paying attention to the
an outline.
content and meaning.
2. Some adults find it useful to visualize their writing
before they actually put anything on paper. They may
follow this by verbalizing their ideas, focussing on the
main idea and summarizing what is to be written.
3. The teacher explains that when writing the first draft, it is
often best to try to get one’s thoughts down on paper as
quickly as possible, concentrating on content and
meaning.
The teacher explains that the editing stage is the time to
look over the work carefully and think about how it can
be improved; it is not necessary to get the wording right
in the first draft; correction of the spelling and grammar
only comes at the proofreading stage.

2.518

STEP FOUR: GQD 204
Writing
Objective
W. 4.2
To write as a means of expressing
oneself, ordering experience, and
clarifying thoughts and
experience.

P

Explanation and Content
Contents
-

Suggested Activities
1. The adults use writing to express themselves by:
- writing about their thoughts, feelings, or problems
- writing poetry
- writing a story

lists
stories
diaries and journals
notes
schedules
reports
minutes of meetings

2. The adults use writing as a means of ordering
experience by:
- writing a diary or journal
- writing an autobiography
- writing a report of an accident or event
- taking minutes of a meeting
- ordering their daily activities in an agenda book or
on the calendar
- preparing a schedule of events for a newsletter
3. The adults write to clarify their thoughts by:
- reasoning out a decision by writing lists of
advantages and disadvantages
- writing out cause-and-effect relationships to work
out a problem
- preparing an outline before writing or giving a
presentation

2.519

STEP FOUR: GQD 204
Writing
Objective
W. 4.3
To express opinions and values in
writing.

P

Explanation and Content

Suggested Activities

• To help the adults express
opinions and values through
journal writing and writing letters
to the editor or to politicians.

1. The teacher discusses with the adults the difference
between opinions and values.

Content

3. The teacher encourages the adults to express opinions
orally to help them see the need to provide facts, figures,
and arguments to support their opinions and convince
others.

-

journal
letters to the editor
letters to politicians
etc.

2. The adults write in a daily journal as a means of
recording personal opinions and values.

4. The adults practise writing letters to the editor or to a
politician on a point of concern to them. The adults
organize their letters by making an outline. The teacher
discusses the choice of vocabulary and its effect on the
tone of the letter and how it is perceived.
5. See Objectives W. 4.21 for activities related to keeping a
journal, W. 4.36 for activities related to writing letters to
the editor, and W. 4.35 for activities related to writing a
business letter.

2.520

STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.4
To distinguish between a
complete sentence and a sentence
fragment.

P

• To help the adults distinguish
between complete sentences, which
make sense by themselves, and
sentence fragments, which do not
make sense by themselves.

1. The teacher makes the adults aware that a complete
sentence includes:
- a subject: the part that tells who or what the sentence
is about
- a predicate: the part that gives information about the
subject or tells what it does; the predicate always
contains a verb

Content
examples:
- when I went to the hospital
- that she couldn’t afford

2. The teacher asks the adults to distinguish between
complete sentences and sentence fragments in an
exercise.
3. The teacher presents the adults with paragraphs that
contain both complete sentences and sentence
fragments. The adults identify the sentence fragments
by checking whether each sequence of words has a
subject and a predicate and makes sense by itself.
4. See activities listed in Objective W. 4.14 for
suggestions on identifying the subject and predicate of
a sentence.

2.521

STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

W. 4.5
To use complete sentences and
know the various sentence forms.

P

• To help the adults form
complete sentences and use a
variety of sentence forms to make
writing lively and interesting.
Content
-

variety in length of sentences
variety in form of sentences

Suggested Activities
1. The teacher discusses the difference between a complete
sentence and a sentence fragment, providing examples,
and assigns exercises in turning sentence fragments into
complete sentences.
2. The teacher introduces three sentence forms:
- A simple sentence is made up of one independent clause.
For example: Lightning lit up the sky.
- A compound sentence is made up of two or more
independent clauses. For example: Lightning lit up the
sky and thunder rebounded from the rocky slopes.
- A complex sentence is made up of an independent clause
and one or more dependent clauses. For example:
Whenever lightning lit up the sky, thunder rebounded
from the rocky slopes.
3. The teacher discusses the fact that using too many simple
sentences makes writing choppy and uninteresting and
suggests combining related sentences to add interest and
improve the flow of the writing. The teacher explains that
variety in the length and form of sentences makes them
more interesting.
4. See Objective W. 4.4 on complete sentences versus
sentence fragments and W. 4.6 on compound and complex
sentences.
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STEP FOUR: GQD 204
Writing
Objective

P

W. 4.6
To write compound and complex
sentences.

P

Explanation and Content
Content

Suggested Activities
1. The teacher explains that a compound sentence is made
up of two or more simple sentences joined by a
coordinating conjunction such as: and, but, or. For
example: Mary finished the project, but Tom took the
credit.

- compound sentences
- complex sentences

2. The teacher supplies a paragraph made up of simple
sentences. The adults join some of the sentences in the
paragraph with coordinating conjunctions to make
compound sentences. The teacher reminds the adults to
make sure that the joined sentences belong together and
are on the same topic.
3. The teacher explains that a complex sentence is made
up of an independent clause and one or more dependent
clauses joined by a conjunction such as: while, when,
if, although, whenever. For example: When Jane
finished the dishes [dependent clause], she watched TV
[independent clause].
4. The teacher supplies exercises in forming complex
sentences by combining two related sentences.
5. The teacher provides a dependent clause and the adults
form a complex sentence by adding an independent
clause separated by a comma. For example: Unless I
find my key [dependent clause], we won’t be able to get
into the house.

2.523

STEP FOUR: GQD 204
Writing
Objective
W. 4.7
To correct faulty sentences.

P

Explanation and Content

P

• To help the adults correct
sentences for errors in construction,
punctuation, capitalization, word use,
and spelling.

1. The adults check sentence construction for:
- run-on sentences
- incomplete sentences
- short sentences that could be combined to form
compound or complex sentences

Content

2. The adults review sentences for proper punctuation
and capitalization.

-

run-on sentences
incomplete sentences
subject-verb agreement
unnecessary shifts in voice
punctuation
capitalization
dangling modifiers
double negatives
choice of words
spelling

Suggested Activities

3. The adults review the use of verbs to make sure:
- the tense is correct
- there is proper subject-verb agreement
- there are no unnecessary shifts in voice (active and
passive)
4. The adults review sentences for errors in word use:
- confusion of adjectives and adverbs
- dangling modifiers
- misleading placement of certain words
- double negatives
- incorrect choice of word for meaning intended
5. Using their own work or that of classmates, the adults
edit and proofread sentences and paragraphs that
include common errors.
6. See Objectives W. 4.4 - 4.6, W. 4.13, W. 4.23,
W. 4.24, and W. 4.56 for additional activities.
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

W. 4.8
To recognize and use paragraphs.

P

• To make the adults aware that a
paragraph is made up of a group of
sentences about one subject. To
help the adults write a paragraph,
relating all the sentences to one
main idea.

Suggested Activities
1. The teacher explains: A paragraph is a group of
sentences about one subject or idea. A paragraph
always begins on a new line. The first word is usually
indented from the margin.

Content

2. The adults look at paragraphs. The teacher identifies
the main idea stated in the topic sentence and points out
that the supporting sentences in the paragraph develop
the main idea.

- indenting
- topic sentence
- supporting sentences

3. The teacher supplies a topic and a list of details. The
adults cross out details that are irrelevant and should
not be included in a paragraph on the topic.
4. The teacher provides a text which has not been divided
into paragraphs, and the adults divide the text
appropriately, starting each paragraph on a new line and
indenting.
5. The adults write a paragraph:
- narrowing their choice of topic
- writing a topic sentence stating the main idea
- brainstorming for ideas or researching the topic to
gather information
- deciding what information to include
- writing the first draft
- editing to make sure that the supporting sentences
relate to the topic sentence and keep the reader’s
attention
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.9
To spell words used in social and
work settings.

P

• To help the adults spell words
commonly used in their daily lives in
social and work settings.

The adults practise spelling words used in their daily lives
by:
- dating journal entries
- writing cheques and filling in bank forms
- entering names and addresses in an address book
- writing grocery lists
- listing medicines used at home
- writing recipes
- writing directions, including signs and names of
places
- writing the names of the departments where they
work
- filling out forms for the workplace, for example,
order forms
- writing a job description
- filling in job application forms for a variety of
companies
- filling in government forms for medicare or social
insurance
- writing ads to sell household articles
- writing letters to government agencies for
information on family health services
- writing to recreation centres for information

Content
-

names
health and household terms
days and months
numbers
place names
recreation terms
transportation terms
work-related terms
public signs
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.10
To spell words frequently used in
writing.

P

• To teach the adults to spell
words frequently used in writing
that may or may not be phonetically
spelled.

1. The adults take dictation of lists of words that have been
assigned to be studied.

Content

3. The adults do exercises in a spelling series.

- spelling list of high-frequency
words
- common verb forms
- pronouns
- plurals
- question words

4. The adults practise spelling words using a cassette of
words dictated by the teacher.

2. The adults take dictation of high-frequency words in the
context of sentences.

5. The adults write words which cause them particular
difficulty in a personal spelling dictionary.
6. The adults copy short stories.
7. The adults write as often as possible to practise these
words.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.11
To spell common words
containing silent letters.

P
P

Explanation and Content
• To help the adults recognize that
some letters in certain consonant
combinations are silent.
Content
consonant combinations containing
silent letters:
- kn
- wr
- gu
- mb
- wh
- lf
- gh

Suggested Activities
1. The teacher reviews a list of frequently used words
with silent letters, reading the words and crossing out
the silent letters in each.
2. The teacher discusses common consonant
combinations that have silent letters – kn, wr, gu, mb,
wh, lf, and gh – and brainstorms for other words with
these consonant combinations.
3. The adults study frequently used words with silent
letters. The teacher dictates these words in sentences.
4. The teacher discusses homophones of words with
silent letters: no - know; new - knew; right - write;
rote - wrote; not - knot; wear - where; our - hour;
site - sight; rap - wrap; hi - high; etc.
5. The adults practise using homophones with silent
letters by:
- doing exercises filling in blanks in sentences
- doing homophone crossword puzzles
6. See activities listed in Objectives W. 4.28 and
W. 4.30 for techniques and approaches for teaching
spelling.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.12
To understand and use common
irregular verbs in the past tense.

P
P

Explanation and Content
Content

Suggested Activities
1. The teacher provides the adults with a list of irregular
verbs including the present, past, and past participle.

- write - wrote
- draw - drew

2. The teacher makes an audio cassette to be used by the
adults as a dictation to practise the spelling of these
words.
3. The teacher explains that the adults often confuse the
past participle with the past tense. For example: I
drunk a lot of rum last night.
The teacher points out that the past participle is used
only with have, has, had, or will have.
4. The teacher gives the adults exercises on forming the
past tense of troublesome irregular verbs. For example:
He ________ (lie) down on the sofa after supper
yesterday.
5. The teacher gives the adults paragraphs written in the
present tense and they rewrite them in the past tense.
6. In the editing process, the teacher points out errors in
the use of irregular verbs in the past tense.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.13
To make subject and verb agree.

P
P

Explanation and Content
• To teach the adults to make the
verb agree with the subject. If the
subject is singular, the verb must be
singular. If the subject is plural, the
verb must be plural.

Suggested Activities
1. The teacher highlights the areas of subject-verb
agreement that cause problems, provides examples,
and gives the adults exercises for practice.
2. The teacher explains:
- A singular subject takes a singular verb, and a
plural subject takes a plural verb. For example:
My mother (work, works) at the hospital.
- The verb must agree with the simple subject, not
the noun phrase. For example: Mary, along with
her friends, (takes, take) ballet.
- When parts of a compound subject are joined by
“and,” a plural verb must be used. For example:
That hat and scarf (belong, belongs) to me.
- Sometimes a noun ending in s is singular. For
example: The news (is, are) encouraging.
3. The teacher provides exercises on correcting errors in
agreement of subject and verb.
4. The adults proofread their own or each other’s work
and correct errors in subject-verb agreement.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.14
To identify the subject and
predicate in a sentence.

P

Explanation and Content
• To teach the adults to identify
the subject and predicate in various
sentences.
• To teach the adults to make the
predicate agree with the subject in a
sentence.

Suggested Activities
1. The teacher explains that most sentences can be
divided into two parts:
- the subject: the part that tells who or what the
sentence is about
- the predicate: the part that gives information about
the subject or tells what the subject does; the
predicate always contains a verb
2. The teacher explains that most often the subject
comes at the beginning of the sentence; this order is
called natural order. For example: A large skunk sat
right in the middle of our tent.

Content
- subject
- predicate

3. The teacher explains that sometimes the predicate
comes before the subject of the sentence; this order is
called inverted order. For example: Right in the
middle of our tent sat a large skunk.
4. The teacher gives the adults sentences in both natural
and inverted order and they circle the subject and
underline the predicate in each one.
5. See Objective W. 4.13 for further activities.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.15
To use the negative form
correctly.

P
P

Explanation and Content
• To teach the adults to form the
negative by using not with the verb
and to avoid the use of double
negatives.

Suggested Activities
1. The adults practise turning affirmative sentences into
negative sentences, using not.
2. The teacher reviews contractions for verbs plus not.
3. The teacher points out common instances of double
negatives. For example:
- I don’t want no coffee.
- I can’t never do math.
- He doesn’t want neither coffee nor tea.

Content
verb plus not
- am not
- is not
- was not
- were not
- have not
- has not
- do not
- does not
- did not
- will not

4. The teacher corrects the above examples with the
adults and points out the negative meaning of not,
no, never, and neither/nor. The teacher discusses the
use of any in place of no, ever in place of never, and
either in place of neither/nor, to eliminate double
negatives.
5. The teacher emphasizes that “I am not” should be
used instead of “I ain’t.”
6. The adults correct their own or each other’s writing.
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STEP FOUR: GQD 204
Writing
Objective

P

W. 4.16
To choose words carefully to suit
the precise meaning intended.

P

Explanation and Content

Suggested Activities

• To help the adults select words
that offer variety and precise
meaning.

1. The adults look at poems and short stories and
discuss the use of precise verbs, adjectives, and
nouns.

Content

2. The adults do exercises in which they substitute
precise verbs for vague ones. For example: eat:
gulp, swallow, devour.

- strong vocabulary
- word variety
- synonyms

3. The teacher provides examples of situations and
brainstorms for adjectives to describe them. For
example: a forest at night: mysterious, dark, etc.
4. The teacher presents the adults with vague nouns and
brainstorms for more exact ones. For example:
group: flock, committee, team, etc.
5. The teacher discusses adverbs that may be used with
verbs to make the meaning more precise. For
example: spoke: softly, loudly, slowly, etc.
6. The adults look up words in a thesaurus and/or
dictionary of synonyms and antonyms. The teacher
stresses that the exact meaning of unfamiliar
synonyms from the thesaurus should be checked in a
dictionary before they are used.
7. During the editing process, the teacher highlights
areas where a stronger, more precise vocabulary
could be used.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.17
To write concisely and clearly.

P

Explanation and Content

Suggested Activities

P

• To help the adults write concisely
and clearly by avoiding wordiness,
repetition, and ambiguity.

1. The teacher points out that the adults may improve
their writing by:
- combining shorter sentences where possible
- eliminating unnecessary words and phrases such
as: what I think is, due to the fact that, on account
of, you see, etc.
- not using adjectives that are synonyms to describe
the same noun, as in: the enormous, huge bear
- not using a double subject, as in: My sister she
works at a hospital
- avoiding unnecessary repetition, as in: After
sunset, when the sun goes down, the street lights
come on.
- eliminating ambiguities, such as when a pronoun
can refer to more than one noun. For example:
Mary writes to Sue often since she moved.

Content
- avoid wordiness
- avoid repetition
- avoid ambiguity

2. The teacher gives the adults faulty sentences and
paragraphs to correct. They correct them by
eliminating unnecessary words or rewriting the
sentences to make the meaning clear.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.18
To use transitional devices
smoothly.

P

Explanation and Content
• To teach the adults to use
connecting words to link two related
sentences and to use transition
sentences to make texts easier to
follow.

Suggested Activities
1. The teacher discusses the use of and, but, or to link
complete sentences, explaining that too many short
sentences make writing choppy but that the
sentences which are linked must belong together.
2. The teacher asks the adults to combine two related
sentences using a conjunction such as: however,
while, when, if, although.

Content

3. The teacher explains that transition sentences in a
narrative paragraph make the story easier to follow
by helping the reader understand the order in which
things happened.

- conjunctions
- connecting adverbs
- transition sentences

The teacher provides transition words that are used
to show the sequence of events: finally, next,
before, as long as, at the same time, etc.
4. The teacher provides the adults with a paragraph
consisting of short, choppy sentences and requiring
transition sentences to show the sequence of events.
The adults rewrite the paragraph, combining related
sentences and providing transition sentences.
5. See Objective W. 4.6 on compound and complex
sentences.
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STEP FOUR: GQD 204
Writing
Objective

P

W. 4.19
To adapt vocabulary and style to
writing purpose.

P

Explanation and Content
• To help the adults adapt their
vocabulary and style to their writing
purpose.
Content
-

formal and informal writing
standard and non-standard writing
slang
prose
dialogue

Suggested Activities
1. The teacher presents a comparison of styles to
writing purposes:
Prose
sentences
punctuation
paragraphs
short stories
novels

Poetry
rhymes
rhythms
stanzas
versus
haiku, limericks
optics, ballads

Drama
sentences
description of action
dialogue
(speech of characters)
skits
plays

2. The teacher presents examples of a variety of writing
forms such as prose (ordinary language and writing
style), poetry, a business letter, a friendly letter, and
a play and discusses the type of vocabulary and
writing style that are appropriate for each writing
form.
3. The teacher provides examples of formal and
informal writing, standard and non-standard
vocabulary, slang, dialogue, prose, etc. and asks the
adults to identify the writing form. For example:
- The road is a ribbon of moonlight.
- I ain’t got ten bucks.
- I am writing in response to…
4. The adults practise the various writing forms,
adapting the vocabulary and style to the writing
purpose.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.20
To use comparisons to make
writing more lively and vivid.

P

Explanation and Content
• To teach the adults to use similes
and metaphors to make their writing
more lively and vivid.
Content

Suggested Activities
1. The teacher explains that a simile is a figure of
speech in which two essentially unlike things are
directly compared, usually using the words like or
as. For example:
- The ship sank like a stone.
- Her voice was as soft as a kitten’s purr.
2. The teacher explains that a metaphor is an implied
comparison between two things that are essentially
unlike and that it appeals to our imagination by
making a description more vivid. For example: The
road is a ribbon of moonlight.

- similes
- metaphors

3. The teacher discusses the use of similes and
metaphors in daily conversation. For example:
- He is as strong as an ox.
- She is a real bookworm.
4. The teacher provides the adults with pictures of
people and scenery and they make up similes and
metaphors to describe what is shown in the pictures,
creating lively and vivid comparisons.
5. See activities listed in Objective W. 4.48 for further
suggestions on writing in the poetic mode.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.21
To keep a diary or journal.

P

Explanation and Content

Suggested Activities

• To have the adults write in a diary 1. The teacher explains that a diary is used to record
events of the day and their meaning for the writer
or journal on a daily basis.
and to express present difficulties and plan for the
future.
Content
The teacher explains that a journal sometimes
contains the same material as a diary but may be
- diary
used to write about anything the adults find exciting
- journal
or interesting.
2. The teacher encourages the adults to write about the
ordinary in more than an ordinary way and to try to
focus on feelings or emotions aroused by their
observations.
3. The diary or journal may be written on a daily basis
and not checked by the teacher. This frees the
adults from concern about errors and provides an
opportunity to take risks. It also allows the adults
to write about personal matters, providing an
emotional outlet.
4. On occasion, the adults may select a diary or journal
entry to submit to the teacher or share with the
class.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.22
To gain confidence in writing
different types of personal letters.

P

Explanation and Content

Suggested Activities

1. The teacher gives the adults a sample personal letter
• To help the adults gain
and reviews the format.
confidence in writing personal letters
by practising different types of
2. The teacher reviews the types of openings and
letters.
closings used in a personal letter.
3. The teacher discusses possible ways to begin personal
letters and standard phrases used in invitations, thankyou notes, and expressions of sympathy.

Content
-

friendly letter
invitation
thank-you note
sympathy note

4. The adults practise writing actual letters to family,
friends, or pen pals.
The teacher may assign exercises involving
invitations, thank-you notes, and letters of sympathy
if the adults do not have any actual letters to write.
5. The more often the adults write, the more confidence
they will gain in writing personal letters.
6. The adults should prepare an outline or a list of things
to write about before starting to write.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.23
To use initial capital letters in
proper names.

P
P

Explanation and Content
• To teach the adults to use capitals
for buildings, places, geographical
features, organizations, businesses,
trade names, titles, and government
departments and positions.

Suggested Activities
1. The teacher discusses the use of initial capitals for
buildings, places, geographical features,
organizations, businesses, trade names, titles, and
government departments and positions and
presents the examples listed under Content,
pointing out that small words are not capitalized.
For example: Minister of Education

Content
-

Royal Victoria Hospital
Main Street
Lake Erie
Boy Scouts of Canada
The Bay
Coke
Good Housekeeping
Hamlet
Gone with the Wind
Mona Lisa
Catholic
Minister of Education
Prime Minister

2. To practise the use of capitals the adults:
- write names, addresses, and phone numbers of
businesses, organizations, and government
departments in their personal address books
- make a grocery list including the trade names of
packaged products
- write the names of favourite TV shows,
magazines, movies, plays, and works of art
- write the names of places and geographical
features they have visited or wish to visit
3. The adults do sentence exercises, circling letters
that require capitalization.
4. The adults supply capitals that have been omitted
in paragraph exercises and their own writing or
that of other adults.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.24
To use proper punctuation in
writing.

P

Explanation and Content

P

• To teach the adults to use the
comma, colon, semi-colon, hyphen,
brackets, parentheses, quotation
marks, and end punctuation
correctly.
Content
-

end punctuation (. ! ?)
comma (,)
colon (:)
semi-colon (;)
hyphen (-)
brackets
parentheses
quotation marks

Suggested Activities
1. The teacher reviews the use of the period, question
mark, and exclamation mark.
The exclamation mark is used:
- to suggest strong feeling or an exclamation. For
example: Help! Ouch! Stop, thief! Attention! We
made it!
- to punctuate certain sentences that begin with how
or what but are not questions. For example: How
easy it is! What a mess it was!
The question mark is used:
- to punctuate direct questions (but not indirect
questions). For example: What time is it? He
asked what time it was.
- to punctuate statements of surprise or disbelief.
For example: You still believe in Santa Claus?
2. The teacher reviews the comma, quotation marks,
colon, semi-colon, hyphen, parentheses, and brackets.
3. The adults do exercises inserting missing punctuation
marks in sentences and paragraphs.
4. See Objectives W. 2.26 on the use of the comma,
W. 4.27 on quotation marks, W. 4.51 on the colon,
W. 4.52 on the hyphen, and W. 4.53 on parentheses
and brackets.
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

W. 4.25
To understand the formation and
use of abbreviations.

P

• To teach the adults that some words
used often in daily life and business
have been shortened and that these
abbreviations have a period at the end.

Suggested Activities
1. The teacher gives the adults a list of commonly
used abbreviations and the words that they
represent.
2. The teacher points out that the period is used to
indicate that a word has been abbreviated.

Content
3. The teacher explains that abbreviations may be
formed of:
- the first few letters of the word: Sun.
- the first and last letter of the word: yr.
- the first letter of each word: c.o.d.

- Mr.
- Nov.
- etc.

The teacher explains that some abbreviations
represent Latin words: i.e. - id est - that is.
4. The teacher brainstorms with the adults to find
common abbreviations:
- companies and associations: G.E., Y.M.C.A.
- days and months: Mon., Jan.
- time: a.m., B.C., sec.
- addresses: Mtl, Ont., Ave.
- titles: Mr., Dr., B.A., Ph.D.
- post office terms: pkg, M. O.
- measurement: F., N.
- business terms: Co., no., I.O.U., Inc., dept.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.26
To use the comma correctly.

P
P

Explanation and Content

Suggested Activities

• To help the adults understand the 1. The teacher explains that a comma is a mark of
separation which signals a pause when reading, and
purpose and usage of the comma.
shows that the placement of a comma can sometimes
change the meaning of a sentence. For example: No,
help is coming. No help is coming.
Content
-

2. The teacher instructs the adults on the use of the
comma:
- in dates: On Tuesday, March 3, 1989, he…
- in addresses: He moved to 25 Wood Street,
Victoria, B.C.,…
- in series: She sings, dances, and plays the guitar.
- after introductory words: Yes, I would like some
cake. Mary, the taxi has arrived.
- after introductory phrases: In my opinion, his hair
is too long.
- in complex sentences: When it stopped raining, he
went for a walk.

dates
places
series
introductory words
introductory phrases
complex sentences

3. The adults practise writing addresses in letters and
on envelopes and writing dates in letters, in a daily
journal, and on assignments.
4. The adults insert commas where needed in sentences
and paragraphs.
5. The teacher instructs the adults to the correct use of
the comma in their own writing.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.27
To use quotation marks in direct
quotations.

P

Explanation and Content

Suggested Activities

P

• To teach the adults to use quotation
marks to indicate the exact words that a
person has said when quoting directly.

1. The teacher reviews the rules for quotation marks:
- Quotation marks show the beginning and end of
direct quotations. They come in pairs.
- To separate a direct quotation from the rest of
the sentence, use a comma. If the quotation is
at the beginning of the sentence, place the
comma inside the second set of quotation
marks. For example: “Wait here,” he said.
- If the quotation is at the end of the sentence, the
comma goes before the first set of quotation
marks. For example: He said, “Wait here.”
- Direct quotations always start with a capital
letter.
2. The teacher presents divided quotations, pointing
out that two sets of quotation marks are needed
but that a capital letter is used only at the
beginning of the quotation. For example: “Go
ahead,” said John, “we’re behind you.”
3. The teacher provides sentences with punctuation
omitted, and the adults insert quotation marks,
capitals, etc.
4. See suggested activities in Objective W. 4.47.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.28
To use a logical approach to
spelling.

P

Explanation and Content

Suggested Activities

• To teach the adults a logical,
systematic approach to spelling.

1. The teacher shows the adults how to divide words
into syllables, reminding them that each syllable must
contain a vowel sound.

Content

2. The teacher reviews basic phonics rules and the most
common vowel combinations for long vowel sounds.

- syllables
- word patterns
- spelling rules

3. The teacher presents regular and irregular spellings
for various sounds. The adults brainstorm for words
with these patterns. For example: the sound “er”:
her
bird turn work early journey
clerk
dirt
nurse word earn journal
verb
girl
fur
world learn courtesy
4. The teacher gives spelling rules for the addition of
suffixes: e rule, y rule, and doubling rule.
5. The teacher gives the rules for the following end
sounds in a base word: k/ck, ch/tch, ge/dge, dle/ddle:
- If there is only a short vowel before the end sound,
it needs the “support” of the extra letter in the
second ending: back, watch, ledge, middle.
- If there is a short vowel plus another consonant
before the end sound, use the first, shorter, ending:
bank, lunch, hinge, handle.
- If there is a long vowel sound, use the first ending:
reach, wage, cradle.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.29
To use visual techniques to aid in
learning spelling.

P

Explanation and Content
• To assist the adults in learning to
spell through the use of visual
techniques.

1. The adults do exercises that involve filling in
blank boxes corresponding to the shapes of the
letters of a word. For example:

s

Content
-

Suggested Activities

h

a

p

e

2. The teacher writes words on cardboard and cuts
them into jigsaw puzzle pieces to be reassembled
by the adults.

spelling techniques
look, cover, write
flashcards
collecting words
jigsaw puzzle
word-search games
crossword puzzles
Scrabble game

3. The teacher gives the adults fill-in-the-blanks
exercises using missing letters to complete words.
4. The adults play games such as: word search,
crossword puzzles, word Bingo, or Scrabble.
5. The teacher makes flashcards. The adults look at
each word, cover it, and try to visualize the whole
word, then write it. The use of visual techniques is
especially important for sight words that cannot be
approached phonetically.
6. The teacher dictates passages in which the sight
words are written in context.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.30
To use an auditory approach to
spelling.

P

Explanation and Content

Suggested Activities

• To help the adults use the sense
of hearing to spell words by the
sounds of the individual letters and
letter combinations.

1. The teacher reviews phonics in the areas in which the
adults are still experiencing difficulties. For example:
initial consonants, consonant blends, long vowels,
short vowels, prefixes, suffixes.

Content
-

phonics
pronunciation by syllable
mnemonics
rhyming

2. The teacher makes the adults aware of the many
possible letter combinations for the same sound. For
example:
- “er”: her, bird, burn, work, heard
- short o: hot, August, raw, caught, bought
3. The teacher has the adults use rhyming to try to spell
words. For example: straw: the adults say words that
have the same sound: claw, raw, paw, saw.
4. The teacher helps the adults divide long words into
syllables (reminding them that each syllable contains
only one vowel sound) and then attempt to spell the
words by syllables.
5. The teacher helps the adults develop rhymes and word
or letter associations to remember spellings. For
example: i before e except after c.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.31
To correct patterns of spelling
errors.

P

Explanation and Content

Suggested Activities

• To determine and correct the adults’
phonetic spelling errors through an
analysis of their writing.

1. The teacher reviews samples of the adults’ writing
to discover common spelling errors. For example:
- failure to distinguish between certain short vowel
sounds: cot, cut
- omission of the second vowel in long vowel
sounds
- omission of the silent letter from certain letter
combinations: wile instead of while
- omission of word endings, especially s
- spelling the regular past tense according to sound:
workt, playd
- incorrect application of the e rule, y rule, and
doubling rule in adding suffixes

Content
spelling patterns

2. To remedy the common errors, the teacher:
- assigns exercises to improve the adults’ auditory
discrimination of vowel sounds and initial and
final consonant sounds
- reviews rules for adding suffixes and gives
exercises
- gives examples of common vowel combinations
that form long vowel sounds
- teaches the adults that ed in the past tense of
regular verbs may be pronounced as “d” or “t” or
“id”
- teaches through rhyming patterns: if the adults
have problems with raw, they think of saw, etc.
- gives dictation of words which cause difficulty
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STEP FOUR: GQD 204
Writing
Objective
W. 4.32
To take dictation to improve
spelling.

P

Explanation and Content
• To assist the adults in improving
their spelling skills by dictating
words, sentences, and paragraphs in
class or on tape.

Suggested Activities
1. The teacher dictates high-frequency words to ensure
that the adults have a good spelling base.
2. The teacher dictates theme words.
3. The teacher dictates words from the adults’ personal
spelling dictionaries.

Content
- high-frequency spelling words
- words in context
- lists

4. The teacher dictates words from spelling lessons.
5. The teacher dictates words in sentences.
6. The teacher dictates a full paragraph that relates to the
theme of study.
7. The teacher prepares taped dictations for the adults to
use at home or school.
8. The adults dictate spelling lists to each other.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.33
To develop a list of words related
to current needs, interests, and
learning themes.

P

Explanation and Content
• To assist the adults in developing a
list of spelling words that reflects their
interests and abilities and can easily be
referred to at any time.
Content
word lists
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Suggested Activities
The adults use a personal spelling dictionary, a journal,
or a notebook to record:
- frequently used words: names of stores, companies,
doctor, family, friends; addresses; holidays; etc.
- words collected through work on specific themes such
as: hobbies, sports, community, social services,
holidays, etc.
- words, provided by the teacher, that are frequently
used in the adults’ oral expression or that pertain to
the adults’ own special interests

STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

W. 4.34
To distinguish between common
homophones.

P

• To assist the adults in
distinguishing between common
homophones, words that sound the
same but differ in meaning and
spelling.
Content

Suggested Activities
1. The teacher presents homophones in the context of
sentences and discusses the meanings of these
homophones.
2. The teacher assigns exercises that require the adults
to choose between homophone pairs (shown in
parentheses) in sentences. For example:
He (through, threw) the ball.
3. The adults write their own sentences using
homophones to show their understanding of the
meaning of each.

homophones:
- their, there, they’re
- too, to, two
- hole, whole
- peace, piece
- through, threw
- right, write
- won, one

4. The teacher uses mnemonics to help the adults
remember which is the correct homophone choice.
For example:
- witch: think of the t as a broomstick
- there: the word here is in it for place
- too: think of the o’s as doughnuts: I ate too many
doughnuts.
5. The teacher dictates sentences in which the adults are
required to spell the correct homophone.
6. The adults do crossword puzzles for fun and practice.

2.551

STEP FOUR: GQD 204
Writing
Objective
W. 4.35
To write different types of
business letters.

P
P

Explanation and Content

Suggested Activities

• To teach the adults the placement of
the heading, recipient’s address,
salutation, body, closing, and signature
in a business letter.

1. The teacher gives out sample business letters and a
blank sheet with lines indicating the placement of
the heading, recipient’s address, salutation, body,
closing and signature.

• To familiarize the adults with a
variety of business letters written for
different purposes.

2. The teacher reviews the format for business letters,
discussing the types of salutations, such as Dear Sir
or Madam, or those using the person’s name or title,
and closings, such as Sincerely or Yours truly.

Content

3. The teacher discusses the information that should be
presented in each of the different types of business
letters, reviewing the sample letters given.

-

job application
letter to a government department
complaint letter
request for information
reservation
order

4. The teacher assists the adults in preparing an outline
for each type of business letter.
5. The teacher assists the adults in writing a covering
letter to accompany a résumé in response to a
hypothetical or actual job advertisement.
6. The teacher provides the information necessary and
the adults write other types of business letters.
7. The adults write actual business letters: requests for
tourist information, letters to government
departments, requests for documents or forms, and
letters of complaint.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.36
To write letters to the editor of a
newspaper or magazine.

P

Explanation and Content

Suggested Activities

• To help the adults express an
opinion or value in the form of a
letter to the editor of a newspaper or
magazine.

1. The teacher reviews the format for a business letter.
2. The teacher discusses the organization of an essay
and the steps involved in writing an outline.
3. The teacher brings in letters to the editor to show
how they are written and organized.

Content
expressing an opinion or value

4. The teacher emphasizes the need to state one’s
opinion clearly in the introduction, and to support
that opinion with reasons or facts in the body of the
composition. The teacher reminds the adults that it
is necessary to sum up the argument in the
conclusion.
5. The teacher discusses the choice of vocabulary and
its influence on the tone of the letter and how it is
perceived.
6. The adults write actual letters to the editor of the
local newspaper or a student newspaper.
7. See Objectives W. 4.35 on writing a business letter,
and W. 4.49 on the use of the essay form.
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.37
To meet standards for headings,
margins, indentation, writing, and
spelling in all written work.

P

• To help the adults adapt their
writing and presentation to the
requirements of the assignment or task.

1. The teacher presents a variety of types of writing,
pointing out the position of the headings, the margins,
the indentation, and the separation of the parts of the
text. For example: business letters, friendly letters,
newspaper articles, essays, books.

Content
2. The teacher discusses the importance of spacing for
the neatness and readability of the writing. The
teacher shows the adults a poorly written, sloppily
presented letter of complaint or application and
compares it to a well-written and neatly presented
version, discussing how each would be perceived.

- writing instructions
- manual
- formats

3. The teacher reminds the adults that the purpose of
starting a new paragraph is to introduce a new main
idea. The teacher points out how this contributes to
the organization of the writing.
4. The adults and teacher discuss pride in presentation.
5. The teacher gives the adults a reference sheet of
standards for headings, margins, and indentation for
friendly letters, business letters, articles in
newspapers, and books.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.38
To take responsibility for selfappraisal and checking.

P

Explanation and Content
• To encourage the adults to take
responsibility for editing and
proofreading all written work.
Content

Suggested Activities
1. The teacher discusses the need for self-appraisal and
checking in the editing process, highlighting the
importance of polished writing, especially in job
applications and business letters. The teacher stresses
that self-appraisal and checking are the adults’
responsibility.
2. The adults read and reread their own work to check
for content and meaning first, and then go back and
proofread to correct errors in spelling, vocabulary,
and sentence structure.

proofreading strategies

3. The adults may ask a peer to proofread their writing
to look for any errors they missed.
4. The teacher underlines any errors that remain, and the
adults go back and try to correct these independently.
5. The teacher assists the adults with the final
improvements.
6. When proofreading, the adults refer to:
- their personal spelling dictionary, a thesaurus, a
regular dictionary, or a dictionary of commonly
misspelled words
- capitalization and basic punctuation guidelines
7. See Objectives W. 4.23 and W. 4.24.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.39
To edit and revise.

P

Explanation and Content
• To help the adults review the first
draft of their writing, checking for
meaning, spelling, and sentence
structure.
Content
-

reread
check meaning
discuss
check spelling and sentence structure

Suggested Activities
1. As the adults progress, they should require less input
from the teacher in the editing stage of the writing
process.
2. The adults edit their first draft:
- reading and rereading
- looking at the topic sentence to see if it catches the
reader’s attention
- making sure the supporting sentences relate
directly to the main idea and are arranged in a
logical order
- making sure that the words chosen suit the precise
meaning intended
- checking the spelling by using a dictionary or
spell-checker in a word processing program
- checking sentence structure
3. After the adults have made the necessary revisions,
the edited version of the writing should be reviewed
with the teacher or a classmate.
4. If the adults are unable to correct all of the errors, the
teacher could participate in the final editing process.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.40
To write and present a final copy.

P

Explanation and Content
• To have the adults recopy the
edited version of their writing and
present it to the teacher and the
other adults.

Suggested Activities
1. The adults recopy the final version of their work after
the editing and proofreading have been completed and
all of the revisions have been made.
2. The final copy of the writing may be typed using a
word processor to give the writing a professional
appearance. Illustrations or pictures may be included
for added interest.
3. The teacher reviews the final copy of the writing with
the adults, pointing out any small errors that have been
made in copying and emphasizing the improvements
and progress the adults have made.
4. The final copy of the work may be:
- mailed, if it is a letter
- posted on a bulletin board
- included in a school newsletter
- read to the class and discussed orally
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STEP FOUR: GQD 204
Writing
Objective
W. 4.41
To narrate.

P

Explanation and Content

Suggested Activities

• To relate a sequence of events, give
the history of something, or tell about a
single incident.

1. The teacher explains that narrative writing is telling
a story; it may involve recounting a personal
experience or a news event or writing a work of
fiction.

Content

2. The teacher reads and analyses stories with the
adults, explaining that the plot is the story plan and
that it has four parts:
- the beginning tells who the story is about, where it
happens, and when it takes place
- the problem tells about some problem the main
character must solve or a goal he/she must reach
- the struggle or conflict tells how the problem is
solved or the goal reached
- the climax is the most exciting part of the story,
where the main character either reaches or fails to
reach the goal

- personal experiences
- stories
- news events

3. The adults list a number of events in sequential order
and prepare an outline for a story, including the four
parts of the plot.
4. The adults write their story, using images.
5. The adults reread, edit, and revise their story.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.42
To inform.

P

Explanation and Content
• To help the adults provide
information in notes, forms, letters,
and reports.
Content
-

letters
notes
forms
reports

Suggested Activities
1. The teacher presents a variety of writing formats used
to provide information, such as: letter, notes, form and
report. For each format, the teacher discusses the use
of printing or cursive writing, the wording, and the
structure in relation to the purpose of the writing:
- notes: - cursive writing or sometimes printing
- to self or others; phone messages, etc.
- complete or incomplete sentences
- informal wording
- forms: - printing
- medical information, work experience
- words or brief sentences
- letters: - cursive writing or typing
- personal or business
- sentences and paragraphs
- informal or formal wording
- reports: - cursive writing or typing
- book, accident, factual subject
- paragraph form, formal wording
2. The adults practise each writing form, adapting the
wording and style to the writing purpose.
3. See Objectives W. 4.22 on personal letters and
W. 4.35 on business letters.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.43
To give directions.

P

Explanation and Content

P

• To teach the adults to give directions
explaining how to get somewhere or
how to carry out some task.

Suggested Activities
1. The teacher explains that a good set of directions
must be clear, complete, well organized, and easy
to follow.
2. The teacher gives the adults sentences that are part
of a set of directions and they arrange them in
sequential order.
3. The teacher provides a set of directions in
paragraph form. The adults rewrite the paragraph,
making the directions more specific and adding
details and sequence words such as: then, next,
finally.
4. The adults write a set of directions for themselves
in sequential order, in paragraph form. The adults
edit their paragraph, adding details and sequence
words and making the vocabulary more specific.
5. The adults practise writing directions to:
- get to a nearby store or restaurant
- travel to a location outside the city
- make wine, follow a recipe, etc.
- use a dishwasher, etc.
Other adults read the directions to ensure that they
are clear enough to be understood and followed.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.44
To record.

P

Explanation and Content

Suggested Activities

• To record information in writing. 1. To practise recording information, the adults:
- write lists of advantages and disadvantages to reason
out a decision that has to be made
- write a report of an accident they were involved in
Content
or witnessed
- keep a daily diary of their activities and thoughts
- lists
- fill in forms: job application, unemployment
- reports
insurance, medicare card, social insurance, and
- diaries
work-related forms
- forms
- take minutes of a meeting
- bills
- write bills for restaurant meals
- receipts
- assist school office staff in giving receipts for course
materials and registration fees
- write receipts for items sold at a school fundraiser,
bazaar, or book sale
2. The teacher discusses the need to adjust the format to
the writing purpose.
3. The adults edit their writing to ensure that the
information recorded is clear, concise, and complete.
4. See activities listed in Objectives W. 4.21 on keeping
a diary and W. 4.45 on report writing.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.45
To write a simple report.

P

Explanation and Content
• To help the adults write a group of
related paragraphs on one topic.

Suggested Activities
1. The teacher explains that a report contains facts or
information about a particular subject; it is generally
longer than a single paragraph.
The teacher explains that a report has three parts:
- the introductory paragraph introduces the main idea
and gives a preview of the content
- developmental paragraphs develop and support the
main idea of the report; each paragraph deals with
one aspect of the main idea
- the concluding paragraph summarizes the main
points of the report
2. The teacher assists the adults in preparing an outline
to organize their thoughts in a logical order. Each
paragraph outlined should contain a main point or
main topic and a list of details or subtopics that
belong with the main point.
3. Initially, the teacher provides a list of facts on a
certain subject and the adults prepare an outline and
then a report on this subject.
At a later stage, the adults choose their own topic,
collect the information, prepare an outline, and write
the report independently.
4. See activities listed in Objective W. 4.8 on paragraph
writing.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.46
To take minutes.

P

Explanation and Content

Suggested Activities

• To have the adults record a
meeting by making notes or a brief
summary.

1. The teacher explains that the minutes of a meeting
should include:
- the name of the group holding the meeting
- the purpose of the meeting
- the date, place, and time of the meeting
- the names of those who were present
- whether minutes of the last meeting were approved
or were amended (if this meeting was preceded by
another)
- a brief record of the decisions made (for an
informal meeting)
- the exact wording of motions or proposals for
action (formal meeting)
- whether the motions were carried or defeated
- items deferred to another meeting
- the names of individuals assigned follow-up tasks
- the date, time, and location of the next meeting, if
known
2. To begin, the adults take turns taking the minutes of
informal class meetings relating to trips, parties, or
fundraisers being planned. All the adults who
attended the meeting could go over the minutes and
make suggestions.
3. More advanced adults may take formal minutes of
student council or municipal council meetings.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.47
To use dialogue in writing.

P

Explanation and Content
• To help the adults write dialogue to
make their stories more interesting.

Suggested Activities
1. The teacher explains that recounting conversation in
stories makes the character come alive.
2. The teacher explains how to punctuate dialogue:
- start a new paragraph for each new speaker
- if a quotation is made up of several sentences, put
one set of quotation marks at the beginning of the
first sentence and the second set at the end of the
last sentence.

Content
dialogue

3. The teacher explains that conversations can be made
more interesting by:
- using words other than said to tell exactly how the
characters spoke. For example: gasped, shrieked,
boasted.
- using adverbs to describe how the characters acted
and spoke. For example: carefully, slowly,
nervously.
4. The teacher gives the adults a story containing indirect
speech and they rewrite it using dialogue, or the
teacher provides the beginning of a story and the
adults complete it.
5. The adults retell a story or discussion heard or seen,
using dialogue.
6. See Objective W. 4.27 on the use of quotation marks
in direct quotations.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.48
To write in the poetic mode.

P

Explanation and Content
• To have the adults write a
haiku.

Suggested Activities
1. The teacher explains:
A haiku is an unrhymed poem only three lines long.
The first line is five syllables long, the second line
seven syllables, and the third line five syllables.

Content

The Japanese have been writing haiku for over a
century. A haiku is intended to be delicate and either
offer a surprise at the end or leave you wondering if
something has been left unsaid. For example:

haiku

Morning
A ray of sunlight
bounced off the sleeping sidewalk
and stung my sore eyes.

2. After reviewing many haiku and discussing the number
of syllables in each line, the adults attempt to write a
haiku. Popular topics for haiku are the seasons, times
of day, emotions, and nature.
After choosing a topic, the adults brainstorm for ideas.
All the words that come to mind are written down and a
general idea written for each line. Then the adults play
with the words to achieve the correct syllable pattern.
3. See Objective W. 4.20 on similes and metaphors.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.49
To use the essay form.

P

Explanation and Content

Suggested Activities

1. The teacher explains that an essay deals with only one
• To help the adults write an essay
main idea, has a logical beginning, middle, and end,
of three or more paragraphs,
and is organized using transitional words and phrases.
expressing their ideas about a subject.
2. The teacher explains the three parts of an essay:
- the introduction tells what the essay is about
- the body develops the main idea: in a narrative, the
body presents the events of the story; in a description,
the body presents the details; in an explanation, the
body presents the steps in a process, the evidence that
supports an opinion, or the facts and figures that
develop a definition
- the conclusion is the ending of a narrative,
descriptive, or explanatory essay

Content
-

organization
transition
narrative
descriptive writing
expository writing

3. The teacher discusses the preparation of an outline.
4. The adults practise writing narrative, descriptive, and
expository essays.
5. See Objectives W. 4.41 on the narrative form and
W. 4.3 on expressing an opinion or value in writing.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.50
To write a simple research paper.

P

Explanation and Content
• To help the adults write a
research paper, following the
required steps to present a
polished document.

Suggested Activities
1. The teacher presents the adults with a list of research
topics related to the theme of study or has them choose
a topic of interest.
2. The teacher may provide tips on narrowing topics from
general to specific.

Content
-

research style sheet or manual
table of contents
statement of purpose
essay-writing skills
footnotes and endnotes
bibliography
general tips on writing a
research paper
- library research

3. The teacher helps the adults write a statement of
purpose for the research.
4. If necessary, the teacher helps with library research and
writing up cards noting important information
researched and bibliographical information.
5. The teacher emphasizes the importance of outlining and
teaches the adults to make an outline, reinforces correct
paragraph structure, and, if appropriate, provides a
lesson on transitional expressions.
6. The teacher discusses topics, subtopics, page
numbering, the table of contents, the bibliography, and
endnotes.
7. The teacher explains the process of writing a rough
copy, editing it, and writing or typing the final
presentation.
8. The teacher gives the adults a manual containing all the
requirements for a research paper.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.51
To use the colon and semi-colon.

P

Explanation and Content
• To familiarize the adults with the
purpose and usage of the colon.
• To familiarize the adults with the
purpose and usage of the semi-colon.

1. The teacher reviews the rules for using the colon:
- to introduce a list
- to introduce a long quotation
- to introduce a formal quotation or question
- following the greeting on a business letter
- to introduce details following an announcement
2. The teacher reviews a rule for using the semi-colon: to
separate independent clauses not joined by a
coordinating conjunction. (Other rules are too complex
for this level.)

Content
-

Suggested Activities

punctuation review
editing exercises
colon rules
semi-colon rules

3. The teacher assigns a variety of exercises on colons and
semi-colons:
- inserting colons and semi-colons that have been
omitted
- placing colons and semi-colons correctly
4. The teacher uses the adults’ own writing to teach the
correct usage of the colon and semi-colon.
5. The teacher prepares flashcards for the adults to use to
reinforce the correct use of the colon and semi-colon.
6. The teacher uses the adults’ current reading to teach the
colon and semi-colon.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.52
To use the hyphen.

P

Explanation and Content
• To familiarize the adults with
the purpose and usage of the
hyphen.
Content
- punctuation review
- editing exercises
- hyphen rules

Suggested Activities
1. The teacher reviews the rules for using the hyphen:
- in certain compound words (mother-in-law)
- to join words used as a single adjective before a noun
(well-cooked meat)
- in two-word numbers (twenty-one)
- to indicate that words are spelled out or stuttered
(“R-r-right n-n-now?” she asked.)
- to divide a word that will not fit at the end of a line
2. The teacher provides a variety of exercises to review
hyphen use:
- inserting hyphens that have been omitted
- placing hyphens correctly
3. The teacher uses the adults’ own writing to teach correct
hyphen usage.
4. The teacher asks true-or-false questions about hyphen
use.
5. The teacher uses the adults’ current reading to teach the
hyphen.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.53
To use parentheses and brackets.

P

Explanation and Content
• To familiarize the adults with the
purpose and usage of parentheses and
brackets.

Suggested Activities
1. The teacher reviews rules for using parentheses and
brackets:
Parentheses are used:
- to set off comments
- to enclose references
- for numbers, for accuracy in legal documents
Brackets are used;
- to enclose explanatory remarks within a direct
quotation
- to enclose stage directions
2. The teacher gives a variety of exercises to review usage
of brackets and parentheses:
- inserting brackets and parentheses that have been
omitted
- placing parentheses and brackets correctly
3. The teacher uses the adults’ own writing to teach correct
usage of parentheses and brackets.
4. The teacher uses the adults’ reading to illustrate correct
usage of parentheses and brackets.
5. The teacher prepares study cards to use for review.
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.54
To know the functions of various
parts of speech.

P

• To make the adults aware of
the parts of speech: noun,
pronoun, verb, adverb, adjective,
preposition, conjunction, and
interjection.

1. The teacher explains the function of each part of speech:
noun, pronoun, verb, adverb, adjective, preposition,
conjunction, and interjection.

3. The adults locate specific parts of speech in their own
writing.

Content
-

2. The adults make lists classifying words by part of speech.

4. The class plays parts-of-speech Bingo or sentencestructure games.

eight parts of speech
definitions
classification
identification

5. A large poster may be used as an aid in identifying parts
of speech.
6. The adults do fill-in-the-blanks exercises.
7. Flashcards may be used to reinforce the parts of speech.
8. The adults find the parts of speech of various words in
the dictionary.
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STEP FOUR: GQD 204
Writing
Objective

P

Explanation and Content

Suggested Activities

W. 4.55
To distinguish between common
and proper nouns, singular and
plural nouns, possessive nouns.

P

• To make the adults aware that
different types of nouns have different
uses in speech and writing.

1. The teacher explains the differences between common
and proper nouns:
- proper nouns: nouns that name specific persons,
places, things, or ideas
- common nouns: all other nouns

Content
2. The adults identify nouns in a paragraph.
- common nouns
- proper nouns

3. The adults underline plural nouns.
4. The adults form compound nouns.
5. The adults form possessive nouns.
6. The adults learn about capitalizing proper nouns.
7. The adults write lists of common nouns and proper
nouns.
8. The adults look at pictures and identify images that
correspond to common nouns and proper nouns.
9. The teacher presents the adults with various items –
pens, pencils, cereal, canned goods, etc. – and
discusses the use of proper nouns and common nouns
to describe them.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.56
To distinguish between adverbs
and adjectives.

P
P

Explanation and Content
• To help the adults use
adjectives and adverbs correctly.
Content
- adverbs
- adjectives

Suggested Activities
1. The teacher reminds the adults that adjectives modify
nouns and adverbs modify verbs. For example:
- slow - adjective
- slowly - adverb
- sure - adjective
- surely - adverb
- good - adjective
- well - adverb
- well - adjective when describing health
2. To reinforce the correct use of such adjectives and
adverbs, the adults:
- do fill-in-the-blanks exercises, choosing the correct
word
- check word definitions in the dictionary
- rewrite sentences, moving adjectives or adverbs
without changing their meanings
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STEP FOUR: GQD 204
Writing
Objective
W. 4.57
To choose the correct pronouns
for subject and object.

P

Explanation and Content

P

• To help the adults choose the
correct pronouns for subject and
object.
Content
pronouns

Suggested Activities
1. The teacher may review some rules for using subject
pronouns:
- Use the subjective form when the pronoun is a
subject: I, he, she, it, they, we, you.
- When a sentence ends in an incomplete construction,
determine the case of the pronoun by supplying the
verb that has been omitted. For example:
- Brent is faster than I [am].
- She gave him more than [she gave] me.
- When a pronoun is joined with noun or another
pronoun, use the form of the pronoun you would use if
the pronoun were alone. For example:
- She gave the cookies to Mom and me.
- She gave the cookies to Mom.
- She gave the cookies to me.
2. The adults practise using pronouns to fill-in-the-blanks
and oral exercises, and review pronouns in the
subjective and objective case.
3. The teacher examines sentence structures using
pronouns in the thematic text.
4. The teacher uses the adults’ language-experience stories
to illustrate correct and incorrect pronoun usage.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.58
To understand and use correct
sentence structure.

P

Explanation and Content

Suggested Activities

• To help the adults put the
words of a sentence in the correct
order.

1. The teacher starts with a basic sentence. For example:
The sun shines. The adults contribute adjectives,
adverbs, and modifying phrases to expand the sentence.

Content

2. The teacher presents a series of sentences with faulty
word order and structure and helps the adults find the
best word order.

-

words
parts of speech
sentences
sentence structure
sequence

3. A commercial game like Boggle may be played.
4. Words in a variety of parts of speech are written on
cards and the cards used to create interesting, wellstructured sentences.
5. Dangling modifiers may be discussed.
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STEP FOUR: GQD 204
Writing
Objective
W. 4.59
To use verbs in the active and
passive voice.

P

Explanation and Content

Suggested Activities

• To help the adults distinguish
between the active voice and passive
voice and choose the most
appropriate voice to suit the writing
format.

1. The teacher explains that the active voice, in which the
subject is the doer of the verb’s action, is more lively
and tends to sound less formal than the passive. For
example:
- active: The child [doer] coloured [action] the
picture.
- passive: The picture was coloured by the child.

Content
-

2. The teacher explains that when the doer of the action is
unknown or unimportant, the passive is appropriate.
For example:
- An error has been made in the text.
- My car was broken into last night.

active voice
passive voice
sentences
paragraphs

3. The adults are given sentences or paragraphs to rewrite,
changing the passive voice to the active voice or viceversa.
4. As an oral exercise, the teacher dictates verbs in the
active or passive voice and the adults change the voice.
5. In their own writing, the adults locate and correct faulty
uses of voice.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.1
To use synonyms and antonyms
to enhance writing.

P

Explanation and Content

P

• To help the adults use
synonyms and antonyms to add
precision and variety to their
writing.

1. With the adults, the teacher brainstorms synonyms for
common words or words from the thematic unit. For
example: car: vehicle, automobile, transportation,
sedan.

Content

2. In the adults’ writing, the teacher or the adults circle
words for which synonyms or antonyms could be
found.

-

word lists
synonyms
antonyms
vocabulary exercises

Suggested Activities

3. The teacher shows the adults how to use a thesaurus or
a dictionary of synonyms and antonyms to enhance
their vocabulary.
4. The teacher presents simple sentences and shows how
using more vivid language improves the quality of the
writing.
5. The teacher selects a text related to, or taken from, the
thematic work in class and asks the adults to rewrite a
passage in their own words, paraphrasing the original
text.
6. The adults play an association game.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.2
To use root words as an aid in
determining meaning.

P

Explanation and Content

Suggested Activities

P

• To help the adults expand on
familiar words by adding prefixes and
suffixes.

1. The teacher explains that a root word is the main part
of a word and, using the example exchangeable, points
out that ex is the prefix, able is the suffix, and change
is the root word.

• To help the adults use structural
clues to learn new vocabulary.
Content

Using a root such as change, the adults build new
words by adding prefixes and suffixes. They discuss
the meaning of each new word, concentrating on the
meaning of the root word.
2. The teacher supplies a list of words like the following:
indifferently, disobedience, repossession, unscientific,
uncomfortable, unsuitable. The adults find the root
word and discuss the meaning of each.

- root words
- prefixes
- suffixes

Using their knowledge of prefixes and suffixes, the
adults write their own definitions and then practise
using these words in sentences.
3. The teacher provides a set of sentences containing
words with prefixes or suffixes. For example: I am
unconcerned about his behaviour.
The adults underline the root words and find synonyms
to replace them, thus demonstrating their
understanding of the meanings.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.3
To ask questions to clarify
procedures or concepts.

P

Explanation and Content

Suggested Activities

P

• To help the adults ask
appropriate questions in order to
understand procedures and ideas,
and make them understand that
they are responsible for indicating
anything not understood.

1. The adults question each other about their jobs, finding
out exactly how they proceed with their tasks or duties.
The following questions may serve as a guide:
- How do you begin?
- How do you do this?
- How many steps are involved?
- Why do you do it this way?

Content

2. The teacher explains to the adults that they are to do an
assignment such as writing an essay. The teacher
provides them with a topic but no further details,
placing the onus on them to ask questions on how to
proceed. The teacher may ask them to prepare a
number of questions if necessary.

questioning related to:
- jobs
- procedures for class assignments
- concepts and ideas

3. The teacher arouses the adults’ curiosity by presenting
various concepts or ideas held by different cultures or
religious organizations.
The teacher encourages the adults to question these
concepts or ideas by asking:
- What is the basis of this concept?
- How did this belief originate?
- Why do they think this way?
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.4
To express ideas, facts, and
opinions clearly.

P
P

Explanation and Content
• To familiarize the adults with
vocabulary used to express personal
beliefs or ideas or to present factual
information.

Suggested Activities
1. The teacher gives the adults a short text to read
(different for each adult) and they give an oral summary
of their text, presenting all the facts.
Next, the adults present their personal opinion about the
text. The teacher points out the difference between
stating facts and expressing opinions and presents
vocabulary associated with each.

Content
- ideas
- opinions
- facts

2. The teacher gives each group of adults an idea. The
adults must think of the plus and minus points and the
interesting aspects of this idea. For example:
- All forms of motor vehicles should be banned.
- People should wear badges to show what their mood
is.
The adults share their ideas in their groups. In turn, the
ideas are expressed to the class and discussed. The
teacher points out the difference between expressing
ideas and opinions.
3. The teacher encourages the adults to participate in class
decision-making activities, contributing their ideas and
opinions.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.5
To clearly describe one’s feelings
and those attributed to others.

P

Explanation and Content
• To help the adults talk about
personal beliefs or feelings and be
empathetic and understanding
toward the feelings of others.
Content
- communication skills
- discussion or role playing
- feelings and emotions

Suggested Activities
1. The adults each write their name on a piece of paper.
These papers are collected and redistributed. Each
adult writes a compliment, a question, or a statement
under the name he or she receives.
The papers should be collected and redistributed again,
so that each adult could write a second comment. The
papers are collected and read out by the teacher, one
after another. The adults discuss the comments. For
example:
- How do the people concerned feel?
- Are the comments fair, critical, supportive?
Obviously this kind of activity requires a good rapport
among the adults.
2. The adults choose a character from a film or short
story and consider the following questions:
- How do you feel towards the character?
- Why do you feel this way?
- How does the character feel?
3. The teacher makes a presentation about a controversial
person or issue familiar to the group. In a general
discussion, the adults express and compare how they
feel.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.6
To choose words to express the
exact meaning intended.

P

Explanation and Content

P

• To help the adults choose the
correct word from a group of words
with very similar meanings. To help
the adults understand the exact sense
of various words.
Content
- thesaurus or dictionary
- synonyms

Suggested Activities
1. The teacher presents the adults with a set of words very
similar in meaning. For example: pinpoint, focus,
specify. The adults use the words in sentences to
demonstrate the exact meaning of each.
2. The teacher supplies a list of vocabulary words at the
appropriate level. The adults write a paragraph or two
using synonyms for the words from the list, referring to a
dictionary or thesaurus to find the synonyms (see
Objectives R. 4.20 and R. 4.21).
The adults then read their paragraphs aloud and a list of
appropriate synonyms is compiled on the blackboard.
3.

The teacher gives the adults a short paragraph to read
and asks them to rewrite the paragraph, rewording where
possible but retaining the exact sense. Once again, the
teacher refers the adults to a dictionary or thesaurus.
The adults read aloud and share their findings.

4. The teacher encourages the adults to refer to a dictionary
or thesaurus to choose words in future classroom
activities.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.7
To be familiar with colloquial
usage.

P
P

Explanation and Content
• To help the adults understand
certain expressions and slang as
language used in familiar and
informal communication.
Content
- expressions and idioms
- standard English
- letters

Suggested Activities
1. While watching a television program or film, the adults
record all figures of speech they notice. The teacher
lists these on the blackboard and discusses their
meanings.
2. The teacher shows the adults examples of personal and
business letters, points out the use of informal
expressions in the personal letters and the use of
standard English in the more formal letters, and asks the
adults to compose an example of each type of letter.
The adults write a letter to a family member or friend,
using appropriate words and expressions, and a business
letter, using standard English, and compare and discuss
the two examples.
3. The teacher selects stories or newspaper or magazine
articles containing examples of colloquialisms and asks
the adults to circle all such expressions they find and
then to rewrite the text replacing each expression with
standard English.
4. The teacher brainstorms a list of common expressions
and discusses their connotations and the message each
communicates, positive or negative, respectful or
contemptuous.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.8
To use context clues to
understand articles and
advertisements.

P

Explanation and Content
• To help the adults use
abbreviations, symbols, pictures,
familiar words, and headlines to
understand texts and advertisements.
Content
- advertisements with pictures
- newspaper articles and headlines

Suggested Activities
1. In pairs, the adults study advertisements cut out from
magazines with all names and pictures of the products
removed. They discuss what product each advertisement
could be for and why they think so. The adults make
notes.
The teacher gives the adults cut-out words and pictures to
match with the appropriate advertisements when all have
been discussed, and draws their attention to how the
picture is used to create a mood. For example: idyllic
scenes in the country, waterfall, clear air, sunshine, health
in an advertisement for cigarettes.
2. In groups, the adults are given five pictures from
magazines and newspapers and are asked to select three
and to write a short story linking them. The teacher
displays all the pictures on the wall. The stories are read
out loud and the adults try to guess which pictures fit
each story.
3. The adults match newspaper headlines with articles. The
teacher provides headlines for the adults to study so that
they can discuss or guess the likely content of the articles.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.9
To use new words in discussion,
reports, and explanations.

P

Explanation and Content

P

• To have the adults learn and
practise new words through
meaningful self-expression and
interaction.

Suggested Activities
1. As a discussion activity and an exercise in presenting
explanations, the adults are given a description of an
apparently incredible or incongruous set of
circumstances, and they must reconstruct the causes.
The situation described should revolve around a
particular vocabulary theme.

Content
2. In groups, the adults write reports on a local election, a
crime, or any news story. Each group presents its
report to the class and a discussion follows in which the
adults practise using the selected vocabulary.

- discussion
- reports
- explanations

3. The teacher advises the adults they will be reading or
listening to a story on a specific theme and chooses a
text containing predictable vocabulary.
In pairs, the adults predict some of the vocabulary
(perhaps 10 words). The adults form larger groups and
explain their lists.
The adults listen to the story or read the text, and write
reports on it using any new vocabulary they have
encountered.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.10
To know and use specialized
vocabulary pertaining to a
specific subject area.

P
P

Explanation and Content
• To help the adults identify and use
specific vocabulary pertinent to
different areas of their lives.

Suggested Activities
1. See Objective V. 4.9 for discussion and explanations
involving vocabulary around a particular theme.
2. As a homework assignment, the adults compile a set of
words in a particular subject area of their choice:
vocabulary for talking about a hobby or sport or their
work, telling the story of a film, or describing a recipe.

Content
- work
- education

The adults work in groups and teach each other their
vocabulary sets by presenting their respective subject
areas.
3. The adults skim texts pertaining to various subject
areas for two or three minutes (the teacher makes sure
the appropriate vocabulary is included in the texts).
The adults make a list of key words they recall.
The adults write short summaries of the texts, using the
key words they have identified.
4. The adults fill out forms requiring the use of
specialized vocabulary on education, health, etc.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.11
To use the knowledge of root
words and suffixes to understand
various job titles and duties.

P

Explanation and Content
• To help the adults use root
words and suffixes to determine
the meaning of job titles and
duties.

1. The teacher explains the use of the suffixes ist and er
and their meaning as one who does, giving examples:
farmer, teacher, dentist.
The teacher brainstorms with the adults a list of similar
examples and discusses their meanings and the duties
associated with each.

Content
-

Suggested Activities

job descriptions
newspapers
job titles
duties
root words and suffixes

2. The teacher gives the adults a list of jobs and
professions. For example: politician, librarian, social
worker, hairdresser.
From their knowledge of root words and suffixes, the
adults write job descriptions. The teacher reads these
aloud and makes a list of new vocabulary on the
blackboard.
3. The adults study the employment section of a
newspaper and list any unfamiliar job titles or words
associated with job descriptions and duties.
The teacher points out that job titles are constantly
changing to suit the times, technology, and politics.
For example: data processor, human resources
manager, programmer.
The adults discuss the meanings of new terms, studying
the root words and suffixes.
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STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.12
To expand oral vocabulary
through the use of news articles
and texts on specialized subjects.

P

Explanation and Content

Suggested Activities

• To help the adults develop their
vocabulary by reading news stories
associated with health, education,
economics, or politics, or by discussing
these subject areas.

1. See Objective V. 4.9, Activity 3.

Content

2. See Objective V. 4.10, Activities 2 and 3, on oral
summaries.

news articles on:
- education
- politics
- health

The teacher chooses a news article for the adults to read.
Instead of writing a report to explain the article, the
adults give oral summaries using the new vocabulary
they encountered.

3. The adults role-play television or radio interviews. The
teacher chooses a specialized subject and familiarizes
the adults with any new vocabulary. The adults use the
vocabulary to prepare their interviews, which are
conducted in front of the class.

2.588

STEP FOUR: GQD 204
Vocabulary
Objective
V. 4.13
To develop an advanced sight
vocabulary.

P
P

Explanation and Content

Suggested Activities

Content

1. The teacher prepares vocabulary lists using the more
difficult vocabulary in the current in-class reading.
The teacher reads, recites, drills, and practises defining
the words with the adults and prepares multiple-choice
exercises using them. For example: optimistic:
(a) hopeless, (b) kindness, (c) hopeful, (d) dread

- advanced vocabulary lists
- vocabulary specific to themes
covered in class

2. The teacher gives the adults sample sentences in
which the vocabulary words are used correctly and
incorrectly. The adults identify the correct ones.

• To help the adults learn to
recognize vocabulary selected
from appropriate texts.

3. The adults do paraphrasing exercises in which they
must demonstrate the meanings of words by using
them in sentences.
4. The teacher introduces denotative and connotative
meanings. (Denotative meanings are those in a
dictionary; connotative meanings carry an emotional
overtone.)
5. The teacher gives the adults synonym and antonym
exercises to help them learn and remember the
meanings of new words in their reading.
6. The adults study prefixes and suffixes and the
meanings associated with them. Refer to the activities
in R. 4.15 for further ideas.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.1
To improve auditory recall.

P

Explanation and Content

Suggested Activities

• To have the adults recall details,
information, messages, etc. to improve
memory.

1. The teacher pieces together a three-to-four-minute tape
from radio news items, songs, and advertisements
mixed with course material.

Content

The teacher plays the tape once to the group, and the
adults write down everything they remember. In
groups of three or four, the adults pool their notes.

-

The teacher plays the tape through again and the
groups compare their notes. They then produce a oneminute tape, using their notes.

spoken instructions
retelling
songs and poems
memory games
oral presentation (outline)

2. The teacher recites poems. The adults recite each
verse after it is read, repeating it until it is learned.
3. The teacher presents oral directions for a fairly
elaborate classroom activity. The teacher repeats the
instructions to fill in any information missed the first
time and continues repeating them until the adults can
correctly give back all the directions in the correct
order.
4. The adults practise using indirect speech to strengthen
memory skills: “What did she say?”
5. The teacher plays a tape of a variety of sounds—
running water, hammering, etc. –and the adults list the
sounds they heard.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.2
To improve visual recall.

P

Explanation and Content

Suggested Activities

1. The teacher gives the adults a section of a fairly
• To help the adults remember
detailed map which includes symbols, words, pictures,
and be able to reproduce words,
and abbreviations.
shapes, patterns, and symbols seen.
After two or three minutes studying the map, the
adults are given another copy, without the symbols,
words, pictures, etc. and they fill in the missing
information from memory.

Content
-

map symbols
words
memory games
patterns
plans

2. The adults skim a short text for two or three minutes.
The teacher asks questions concerning details from the
text. Without looking at the text, the adults try to
recall the details.
3. The teacher shows a silent film and the adults answer
questions on it from memory.
4. Using flashcards, the teacher shows the adults pictures
of fairly intricate patterns. From a group of four, the
adults identify each pattern.
5. The adults memorize lines for roles in a class play.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.3
To question.

P

Explanation and Content

Suggested Activities

P

• To encourage the adults to be
critical and ask questions to clarify,
simplify, organize, or extend ideas and
information.

1. Each adult makes an oral presentation, and the others
formulate questions on any information they want
clarified, simplified, or expanded upon. After each
presentation, the teacher conducts a question/answer
period.

Content

2. The teacher presents the adults with a mystery or
“who did it” to solve. In groups, the adults formulate
questions they would need to ask in order to reach a
conclusion.

- oral presentation
- question/answer period

3. The teacher tells the adults that they are to do an
assignment or task such as researching a subject,
preparing a collage, or conducting a survey, and
provides no further information.
The adults ask pertinent questions in order to
understand the task required.
4. The adults choose a subject and create a survey.
5. The teacher presents a difficult reading assignment
for the adults to work through. In groups, the adults
ask questions of one another to organize and clarify
the information.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.4
To recognize one’s own values.

P

Explanation and Content
• To help the adults become
aware of principles which are
intrinsically desirable to them.

1. The teacher discusses the concept of personal values.
The adults identify a few of their own, share them with
the group, and consider how these values were formed.
2. The teacher presents a series of statements, photographs,
or pictures which call for value judgments, and records
all the adults’ responses, identifying value judgments
and words used to express them.

Content
-

Suggested Activities

discussion
value judgments
value words
ideals

3. The adults complete a questionnaire, responding to
statements along a continuum from agree strongly to
disagree strongly. For example: People can be changed
by education.
The group discusses each statement and the adults
support their beliefs. Proverbs or sayings may also be
used.
4. The teacher gives the adults a list of sentences to
complete. For example:
- I like people who…
- Parents should always…
The adults will express their personal ideals.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.5
To recognize similarities and
differences.

P
P

Explanation and Content
• To help the adults compare and
contrast.

1. “Odd man out” exercise: The adults select the “odd
man out” from a given set of items.
Sets may be designed in which there is no obvious
“odd man out,” so that thinking is required to find
differences and similarities.

Content
-

Suggested Activities

categories
“odd man out”
pictures
synonyms and antonyms

2. The teacher provides a fairly detailed list of items,
concepts, etc. for the adults to compare and contrast by
sorting them into categories. Criteria for classification
may be chosen by the adults or the teacher.
3. The adults identify differences in very detailed
pictures.
4. Using a list of vocabulary words, the adults write a
synonym and an antonym for each word, referring to a
thesaurus (Objective R. 4.21).
5. Alibi game: two adults are chosen to role-play as
suspects in a crime. Each one provides an alibi for the
other. They must be briefed on the information to
provide on questioning.
The group questions each suspect individually, noting
similarities and differences in their alibis.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.6
To classify items by grouping.

P
P

Explanation and Content
• To help the adults sort objects,
words, or ideas by identifying
common factors or similar concepts.

1. While listening to oral presentations, the adults outline
the information under the main ideas. The main ideas
may be given in advance and the information
classified by the adults as it is presented.
The teacher encourages the adults to always take class
notes in this manner.

Content
-

Suggested Activities

objects
words
common factors
similar concepts
main idea and details

2. The teacher presents a varied list of items, places, or
concepts to the adults and provides criteria by which
the adults must group them. The adults redivide the
list three or more times, choosing their own criteria by
which to do so.
3. The adults skim through a pile of newspaper articles
and categorize each under a section of the newspaper,
for example: sport, local news, entertainment.
4. The adults group themselves for class activities.
5. The adults group items from a department store into
the proper departments.
The adults may do the same activity using the Yellow
Pages, grouping services and articles for sale in the
proper sections.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.7
To read, listen to, and talk about
imaginative works.

P

Explanation and Content

Suggested Activities

• To increase the adults’
appreciation of literary works and help
them express this appreciation.

1. The teacher takes the adults to a local production of a
play and has them discuss the setting, characters, plot,
etc.

Content

2. The teacher reads a classic novel in class and shows
the film version. The adults compare the novel and
the film.

- fiction, poetry, music, drama
- emotive responses

3. Each adult teaches a poem or song to the class, giving
his or her own interpretation of the work:
- the author’s message
- the use of affirmative language and symbols, etc.
The adults discuss their emotional responses to the
selection.
4. The teacher presents selections from different types of
music. The adults discuss their favourite type and
how each selection makes them feel and why.
5. The adults read and compare and contrast two short
stories in class;
- writing styles of the two authors
- the tone of the stories
- the time setting and characters of each
- the author’s views presented in each
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.8
To play with words.

P

Explanation and Content

Suggested Activities

1. Cryptoquotes: the adults decode messages in which
• To show the adults they can be
each letter represents another letter.
experimental and have fun with words.
2. The teacher divides the group into two teams. From a
list of vocabulary words for this level, each player is
shown a word.

Content
-

multiple meanings
jokes
riddles
puzzles
rhymes and poems
games

The player then draws what the word represents on the
blackboard, and his or her team must guess the word.
They must not speak, whisper, write, or gesture to give
clues.
3. Dictionary games: One adult chooses a word from the
dictionary and tells how many letters are in the word,
the first letter, and a definition. The group must guess
the word.
4. The teacher provides crossword puzzles.
5. Anagrams: Working in teams and within a time limit,
the adults rearrange the letters of given words to form
other words. For example:
- disease (seaside)
- asleep (please, elapse)
6. The adults practise reading tongue twisters as quickly
as possible, and write their own.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.9
To relate to the feelings and
behaviour of others.

P

Explanation and Content
• To help the adults understand and
appreciate the feelings, viewpoints,
and behaviour of others and be
empathetic to them.

Suggested Activities
1. The teacher discusses with the adults the importance
of seeing other people’s viewpoints and feelings and
being sensitive and empathetic to others.
2. The teacher presents a situation which would affect a
number of people. For example: A more efficient
machine for production of a certain product is
discovered, resulting in a less expensive product, but
for every 20 people now employed, only one would be
needed.

Content
- discussions
- viewpoints

In groups, the adults discuss the effect on the company
owners, the employees, and the public buying the
product, and the behaviour and feelings of all those
involved.
3. The adults share situations in which they experienced
strong feelings towards someone or something. The
teacher asks the rest of the group to relate to these
feelings. For example: Would you feel the same way?
How would you have reacted? Is adult X’s reaction
justified?
4. The adults choose one character from a short story
read in class and discuss the feelings and behaviour of
this character, how they react to this character, and
whether or not they relate to this character.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.10
To distinguish between fact and
fiction.

P
P

Explanation and Content
• To help the adults see differences
between works which are factual and
those which are imagined.

1. The adults look over the titles on a bestsellers list.
The teacher points out the selections listed under
fiction and non-fiction.
The teacher discusses the difference between fiction
and non-fiction and asks the adults to imagine and
discuss what each title might be about.

Content
-

Suggested Activities

books
documentaries
historical accounts
science fiction
biographies

2. The adults view a short documentary and record facts
as they view the film.
3. The adults read and compare historical accounts with
works of science fiction, making a list of factual and
fictional details.
4. The adults write short biographies. The teacher could
assign about 10 facts to be included.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.11
To distinguish fact from opinion.

P

Explanation and Content

Suggested Activities

P

• To help the adults see the
difference between facts and personal
points of view.

1. The teacher explains to the adults that a fact is a
statement that can be proven true while an opinion is a
personal thought or attitude about something.

Content
- words describing facts
- words expressing opinions
- statements (fact or opinion)

2. The teacher puts a list of words on the blackboard.
For example: remarkable, tangible, fun. The adults
sort the words into those describing facts and those
expressing opinions.
This may also be done by presenting a list of
statements to be sorted by facts and opinions.
3. The teacher contrasts a sports story with an editorial
from a newspaper. The adults list facts and opinions.
4. The adults order adjectives modifying nouns into
opinion adjectives and fact adjectives (e.g., size,
colour).
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.12
To understand analogy.

P
P

Explanation and Content

Suggested Activities

1. Working with a list of common proverbs, the adults
• To help the adults make
discuss the message or meaning of each and the
comparisons between otherwise unlike
comparison being drawn.
things.
2. The teacher presents the adults with allegorical works
or fables. For example: The fox and the grapes.

Content
-

The teacher discusses the use of symbolic figures and
actions to represent generalizations about human
existence. The adults draw parallels and make
comparisons.

similes, metaphors
proverbs
poems
synonyms
comparisons
allegories

3. See Objective T.S. 4.6, Activity 2.
The adults categorize a list of words by identifying
certain commonalities, and then write a list of
synonyms for the words.
4. From figurative works (poems, short stories), the
teacher presents examples of comparisons using
similes, metaphors, or symbols. The adults then find
their own examples in the works.
The adults then compose poems including a number of
similes and metaphors.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.13
To become more flexible in
thinking.

P

Explanation and Content
• To encourage the adults to think
hypothetically, to be aware of
alternatives, to consider both sides of
an issue, and to be open-minded.
• To make the adults aware of
alternative views and opinions.

Suggested Activities
1. The teacher divides the adults into two groups, giving
each group the same task. For example:
- How many uses can you find for a coat hanger,
matchbox, etc.?
- How many ways are there to get from point A to
point B?

Content

Each group brainstorm a list of suggestions for each
task, exploring possibilities by asking questions such
as: What if…? What else could…?

- brainstorming
- debates

The adults give careful consideration to each other’s
suggestions.
2. The adults evaluate newspaper editorials.
3. The teacher divides the class into two groups holding
opposing views on an issue, statement, etc. and has
them debate, keeping the discussion controlled so that
they fully appreciate the other side’s viewpoint. After
the debate, the adults consider the other side’s
arguments:
- Have your views become less strong?
- Were your original opinions formed without
considering the other viewpoint?
- Could your views be altered by these arguments?
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.14
To solve problems by applying
flexible thinking skills.

P

Explanation and Content
• To help the adults work through
problems by being flexible and aware
of alternative views and opinions.

Suggested Activities
1. The adults offer solutions to problems presented in
advice columns, thinking of all people involved and
considering the opposing views and how each person
would be affected.
The adults compare the solutions offered and are given
the opportunity to alter or rethink their solutions and
opinions after hearing all the suggestions of the others.
2. The adults talk about common problems which arise at
home or work. Other class members offer impartial
advice on how they could reach solutions by being
flexible and open-minded.
These situations could be role-played to demonstrate
the different views and opinions which may arise in
such situations.
3. The teacher encourages the adults to deal with
classroom problems when they arise, being flexible
and open-minded and considering differing views and
opinions as well as the facts.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.15
To predict events, given facts.

P

Explanation and Content

Suggested Activities

• To help the adults anticipate
results and see cause-effect
relationships.

1. The adults follow a well-publicized trial by reading
daily newspaper articles. The adults compile all facts
given and make predictions on the outcome and
verdict.

Content

2. The adults do finish-the-story exercises.

-

stories
newspaper articles
cause-effect
so, therefore, as a result of

The teacher gives the adults the beginning of a two-orthree-page story, which presents the facts.
The adults write a one-page ending to the story,
predicting the events which will occur given the facts
provided. The adults read their endings aloud in class.
3. The teacher gives the adults two sets of 10 sentences
each, one set describing causes, the other effects. The
adults match sentences from set A and set B, matching
causes with the correct effects.
4. Each adult thinks of a particular event in his or her life
and discusses with the group some of the factors that
led to the event, without revealing the outcome.
Other members of the group, through questioning and
discussion, give their predictions as to the outcome.

2.604

STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.16
To make reasoned inferences.

P

Explanation and Content
• To help the adults draw
conclusions or make guesses on the
basis of facts.

Suggested Activities
1. The teacher shows the adults advertisements from
magazines without any written clues, or has the adults
read newspaper headlines.
The adults guess what is being advertised or the
content of the articles.

Content

The adults discuss and share what information led
them to their conclusions.

- guessing games
- advertisements
- headlines

2. The teacher provides guessing games. At this level,
the subjects chosen should be complex or abstract.
The teacher gives the adults a bit of information about
the subject and allows them a number of questions,
leading them to make conjectures as to the identity of
the subject.
3. Charades: The adults guess at words or phrases acted
out by other adults.
4. The adults analyse poems and short stories in class,
speculating on the author’s point of view or message.
5. The teacher gives the adults some results and has them
infer the causes.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.17
To reach conclusions based on
evidence.

P

Explanation and Content
• To help the adults assimilate
information so as to make accurate
inferences, draw logical conclusions,
or foresee results.
Content
-

conditional tense
pictures and photographs
stories
role-plays

Suggested Activities
1. See Objective T.S. 4.15, Activity 2, in which the
adults write conclusions to stories.
2. The adults examine the evidence presented in a crime
trial (time, people, place, circumstances). Through
analysis and discussion, the adults draw conclusions
and render verdicts. This may be done as a role-play
of a courtroom scene.
3. The adults study photographs or pictures of faces,
celebrations, disaster scenes, etc. They draw
conclusions as to what is happening, why it is
happening, etc. from the evidence presented in each
picture.
4. The adults play guessing games (see Objective T.S.
4.16, Activity 2).
5. The teacher gives the adults a set of incomplete
conditional sentences (containing if clauses). They
finish the sentences by supplying a result clause.
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STEP FOUR: GQD 204
Thinking Skills
Objective
T.S. 4.18
To make evaluations.

P

Explanation and Content
• To help the adults make personal
assessments and judgments.

Suggested Activities
1. The adults share an idea they have with the group.
The teacher may give a topic on which the ideas are to
be expressed.
The adults work on their own and think of positive and
negative aspects of the idea. Then they share their
viewpoints with a partner. These are discussed with
the class and evaluated by the others. The adults
defend their viewpoints.

Content
- viewpoints, debate
- judgments and facts
- discussion

Divided into small groups, the adults rank the points
made by the other adults.
A debate ensues in which the viewpoints are defended
and disputed.
2. On the basis of research they carry out, the adults
make judgments on the accuracy of a number of
statements provided by the teacher.
3. The adults do various ranking activities. For example:
- ranking personal qualities
- prioritizing items, actions, etc.
4. The adults do evaluations of the course and the teacher
(rating the teacher).
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