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1. 315331.33 38 A Srlj
In 11116 educatixyi progl3UUL: xdljch.)wil axe ak.w
ahd yqur f03lcw Students w ?l1 be Studying in.Q
Or twenty adult ptople will meet LCCCILUr
wcek to study axi oms courscs.
t ogCWB10r. DR35t (3f 1310 Tghne )WBu 101313110:
, With you :in your group. 1,0 how wi j; you 51.133.
you | ecln?
- you will learn by r’J" L11131y’ 313g fU501 Tor wiJt is wiiten
in your (QUTSBS /
_you U311 listcn fO and lcnrn from audj OQCUSSG t e
rbcordi ngs
M yuu wi JI work togC her on the (X01 cises 3nd hll py
eqch thUT t0 unaprstand them
- ywl will sontijncs be visited by your iutor to help

I

.(ms you face

U you W31 KO k by ywursclves Cln the (QU i GS be :ween

It is vzry diffxcult to study wi fhout a teacher by yourself.
"fhat is vhy in 1hjs programme you axe being organisvd to
study in groups. If the grrup neetings ifeftb DC3HPTPf Ul
they need to be.Ordcrly and organi sed. Your job as a sfudy
grcup leader is to organise and | ead your group’ S ngdfings
in an orderly way.

. UUAI ARE THE JCUS UP A _SI UDY GAUUP LEADER?

I X)
A study group | eader is NC? A TEACHER You are NUT cxpelted
Lo KNJWEVERYTH NG i n the courses. As the group |eader you
must do the follow ng things:



Your j obs

sieges. T

2

.1

you nust ORGAN SE t he neeti ngs

you nuet PREPAQF for 1lhe beatings

you nmeet HELP your fellew group nenbers to | earn
you must GUI DE your Eellew proup nmenbers to use
the ceqgrses

you nust ENCOURAGE your felluw group nenbers to

Si udy, 10 do the exercises and to teko part in the
group di sgussi ens.

ry

m

(1.

(f

TEM>RXOO®
o =+

® 3

gbr can be diviEcd inio three

hey are:

Bef ore the attdxugggyp. neetigg you next:

prepare yourself by becoming T njli r with the unit
xl'iich ywr group will study in the Haetiug

fiLd cut, b reading ihe unit and the groupl esders
no(es hcw to ;93d and gui de your conrades inile
exercises and activities

get ready all the necessary coursr books and et her
netcxials (audio (asseites, maths instrunments, visua
aids etc.) which the notes tell you you WIIl need
pl CLQ C the nmeeting place by arranging the Chairs

g

and tabbeQ sure tLere is ejcugh light

andrby naxing sure there is rot too xvch noi se nearby.
110w menmhers will be able to

ulijnd the meeting and that There are 30 other
activitjcs 1Lk21ly 10 disturb the programme. |f

None nenbelS cannvt attend you shoul d know why.

0 .

2.2 During :he negtina it is your fob to do the follow ng:
V. V. _A.- 7752

to Open the neeting by welcnying and greeting al

the menbers

to ensure that the nme befs have all the rieht maferials
They will need

to call for quiet and dlaw the attention of nmenbers to
the subject to be studied.



"111130335 in The unit and

notes al e fo330wd

to make sure that all menbers o’o ’'50.” 10 and
participate in lhe CKCVC FfS a: 1V ussions and
:11? t :lolle (Ji TI;C Inaauinglos kqg' 231l1lal.e
f0 guiao and encourage fcjlow genhers w thout talking
too much EJEHEl e

to give a short gunnery as a teens

nmeeting to ellocu e fasks 3rd to

knows what to do before :he next neeting.
prepare a report on the wu v; '3 assistant

group |l eador/SecrotaryluL zir’ :' the tutor
refer unsolved problenms and difii:’ Ves to the
tufor or to seek help from anyone el se who is
qualified.

4

col l ect god $1010 or re.:1n materials and equi pnent

hhi ch wore usud

1

follow up any nrnbers who oi M inc nmeeting help

do the week they Awooeu, and enggurace them

Edi be6"%&& ;.: -’ nceting.

Group |l eaders nust therefore be firmbut polite, patient’and
friendly. You mus; gain the respect and couoperation of your
fell ow menbers. In Oder to do this you nust know how to use
5

course materials, the cassette und other cquipnent. You

HQSt al so naster the techniques of howto | ead study grcrls
"Ctively. The next section gives you nore details on how
ster these technique.
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I hLQ JRE Bel: are two stories about stuoy group |eaders _

at work. Read tllcmcarefully and then ah:we.tr the queetions
,yglg | .-o0i;we h:s had a V(ly bnsv herring. Xe has to eat

sis luzch qu; ckly and hurl: y to the s-uVy grnup neeting. He for_
(34 (°

4,Ls to pick up the tape recorder and cassette for today’s

| esson. By the time he arrives the st163nts ate all there. He
quitkly tells themto put the chairs in rows. The Jes son shoul d
stalt with the talze recoldihg. As he does not have it Ull"e

v aas _ V& h _AA #A |, wad"-..

deCJUWb to teach the sturlents. liznself.9e can th them what

it v.lu3d have intruduced and how that bit of Pt ng- ish grannmar
works. He knr.s it hinbm f. "Wen he hes explained it he tells
themto get on with tr e 6.xelcjse by th("&3 VGS. He can now
nrite that le i:ter to his hi other! It's tee first tine he has
set quletly tdday. Suddenly one of the students says he (Bees
net | ndexstard sonething. tWhat don't you underrtzrd? . |

8,1, 1Jl h

|

"zwe? without getting up. This conraGe really is a poor student
;e never seens to unders tend the |es seenms. The student does’
not like to tell the whole cl1 as what he docsn t know. Very

qui etly he says he doesn’'t know what ’'haypens’ neans. Sizwe

| aughs; 'What! You don’t understand a sinple word |ike that,

yet? Well, loogt t up in the dictionaryi’ Sudaenly he realises
there is a drill the students have to do in pairs. He hurriedly
tells themto get into pairs and to do the drill together. ’Sone
students don’t renmenber how to do this drill! Sifwet?gets very
angry with them and shouts at them They have upset the whole
Class and LONthere is no time to finish. Wll, It is too late

how. They WL11 just have to start their maths | esson. 80 he
telis themto put away their English and ge et out their maths.
Aft wards he remenbers that he did not explain what they had
to do for tfre :tury. Ri?an, it .3 its r evn feuli



pl; _2_: Nawa is not vely confiee 1t shout today" s |esson

He read it ihteugh.yesterday and tho light it was diifj UJJt. So

he went through it again, with his |l esson notes. He has pre-

nared all i;he drills and exercises ver carefull . Be hurries

Y

"1

chmwork to g(t the tap e recorder a:Y cessctte He then goes

straiglxt to tle classroom arranges the Chains in a circle.1E

Then he listens to the C&SSw te to nake sure it is the right on

F)

As the nmenbers of the group enter he greets them and asks about

their work, or -heir children. Wen it is tine to start he

i ntroduces the lesson and tells them what they are going to 60

today. He ntkes sure they all have the 17ght unit to work

from ’Fhen he plays tize cassette and quickly gets the students
to practise the exercise; together. As soon as t..ey stynt to

work on the exercise he goes round fromst116(:;nt to gtuCent.

One of tiemdoes not uhderttand the Word i happens

himto look it up in his di(:tio naLy. ten Ye ghecks that he has

under stood it. The les son notes say that that exercise shoeld

take ten minutes only. Newa cheeks everyone has been sibl e to

do nost of it. Then he groups theminto pairs for the next

drill. This is the 6ifficult one. "E? explains it very cere-

fully and practises the first two_sehtences with them Be-

caUse it is difficult he does not get angry when they do not

understand. He explains’'it aeein. He heJJDfS themto do it by

go ng round z:1d J.i stenjng to them He L alises ho w useful it

was to practise it hinself while he was preparing. A few mnutes
before the end of ihe |lesson he tells themto stop working on

the | ast exercise. |If anyone has not finished they Gen finish

it tonight, by thenselves. He then i.ntrodu cos the honme study

exercises to them He makes sure they kncw what they have to

CGo. There is just enough tine for a three mnute break. before

they start the maths | esson.

EXERCI SE QUESTI ONS Wi ch of the two group | eaders do you

think was a good g;oup | eader, and which was a bad group

| eader? Why do you think one was good and the ot her bad?

Di scuss these questions with your fell ow group | eaders.

Not e down your Lin: wers.



W will now exylain some of the

nned for your job as group |eader

succeaafil. But methods by thensel ves, evon when well GQLG I
-4

do not nake good group Meaoers. You nust also be able yo
work easily with your fell ow nenbers. They must | GS; %t you
4

and Sue you as a friend and hel per. Then :ou will b; SUCCym _

I
ncfhods of Ireding a drown WCEorly
, om o . u..- W,.7. ,h.__, rpowwow, ,.- V: A

. y e W

(a) Biatgri_1;g.iqg_r’'_ ULQ 23.532113 To Go :7 "4!7? job well
each | esson you nust prepare your5clf carefully.
Here are the stops you should take to p:(parc
youl sol f:

y n read the 19590:) through in the course text

ce;,fully
mroad the Group Leaders’ Lesson Notes to that
I lcsywo curcfully /
"4 ;T:H & __ifuvagote whotryooahgyoifo dB in each EGCLAUH
y u ' ECLido uhvn to do each exercise and how | ong
it shou d | ast
# he sure you kL n how to start aid ;oad each
drill or cxolcise

_ be sure you KLow what you need - |ooks, pidtures,
C™"FCttGS, cqol pmnt, r&oer, 016. mfor the
| esson

-, Le "ore you o: 1w 1t in tine
_ bu sure all the drills and echC SeS can be done
with the equil ant and material you have. If
they can’t, work out a simlaro drill or exercise
whi ch can.
| , A% 7TA wmn _A# of on Y%oy_yoomwi fi m ottodfooitho | esson to’
your students
Am wor k out how to nake sure they start the
work they have to do
a sonetinmes ycu have.to brgak your group into.
smal | groups for drills and exercises. Wrk
out when and how you have to do this; Decide

who will | oad each of the small groups
- ptepare lists Ofoquestions about various sub-
jects in the lesoon. This will help you to

i nvol ve your students in discussions. Oten
this is ncaoed in the | pssoos

n



uiBIfS hell. If it doesn't it will be Very

ifficult to make it suvceed. It is therefore 1ng,
that you make it start well. Kare is a list of
things you Ccn do:

cl absrcom at | eest

10 mi nutes gefore the | ceeon

stdits.

YAVAN)

make sure everything is reaay.

encour age your students to

K

4. - ..

cone on tine.

i ntroduce the |l esson to your

students. Tell themwhat it is

Tell them

e going to

80 @uring the | esson.

show t hem What they have to do

Vfiret. Ask questions to in-

volve themin i . ©Mke sure

they have under: 006.

Al ways follow what is witten in each | esson and the
jn.ttuctions in your Goup Leedels’ Lesson $oics
ve-y

Qugggg them gsson: Your first job is to get &7

| SSSVn startedCend to make sure all the students
are taking part. After that your job is to keep
them wor ki ng through the | esson. You nust nake
sure they understand what they are doing. Mny of
the exercises and drills nust be done in smal
groups. Sonetimes these groups will have two or
three people in them sonetimes five or six people;
sonetinmes nore.. You nmust organi se themso that they
nove easily froma large group into a snall group
It is your job to arrange for themto change from
group work to individual work 55 the | esson instructs.



the three ingoxient things you healL co:
W. -
1

__ Lgegl nggwone ' 86 .t ark

yo round from student to
stuicnt as they do their
work; 306 that they are

doing it correctly; nake

sure they have unieretcod

and are follow ng the in-
structions; encourage them
to keep going; help and
edvi ge them when they need
it.

scl | pw hgwangntteil e: work
out how 135g each exercise

or drill or section of the

| eeson shoul d take; nake sure
that your students nove on
fxom one wart to another as
pl anned. But do not think

you must follow the Lime-
tabl e exactly: sone students
finish a piece of work nore
qui ckly than ot hers; when such
stuCents have finished, ene
courage themto cthk their
wor k carefully; sonetinmee ask
themto help fell ow sthdents
who are worki ng nozr slowy;
ot her tinmes suggestlehat they
go on to some npno exercises
if there are any at the ehd
ot the | esson.



- gepj t eggt qgel et dl ey Your
group rmust be run in good
order. Good order and eelfe
"discipline are necessary if
the stuEelLts are to |learn

Your students are adults, anc
adults usually know how to

di sci pline thensel ves. But
someti nes a nmenber of your
ogroup nay disturblV the other
nenbers. Perhaps he has a
personal problem or finds
difficulty with his studies.
First you nust ?alk with him
by hinself. Try to find out
why he is disturbing the gror
Help to solve his problens if
you can. Try to persuade hin
not to disturb his fellow
menbers. |If that does not
wor k, di scuss the disturbance.
with the vhole group, with
himpresent. Try to have a
hgr oup deci sion on how to con-
trol him If this does not
wor k you must seek the help

of your tutor. He will help
you to try to solve the prob:
l em
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EXERCI SE Yezre are two LX5npl ec oior dl 'scipline prool uhe
Work out how you woqu deal with each of them

ngnpl y; : Five of your students always arrive laie for

tFe c1? dSS neetings. They say they are | ate because of
their werk, Wieh thev arri a they disturb the other
students. They 35k where you are in the | eeson; they

nove the ir ohniis about; they nake a noise as they get out
thei rlooks. It is ?3.v ways diffiqut to get control of the
group again after this disturbance. The other studrnfs

feel they are wasting their time to Come at uhe plLoper
time. They are corol dwnezg to you about it. 3

_nmple 2 : One siudent suys he is not intere .sfed in nmethew
nerics. He does not pay attention to the maths | essons.

He refuses to do the exercises properly. If he dens any
exer CESQS, he on y copies themfromhis friend. He tal ks

to other students who sit near himthroughout the I cssan
the whol e uronp from progressing as heyc she ul.d /

What, dovyou think, are the causes?

Coul d you deal with themyourself?

Hovgcoul d you involve Lhe group in solving then? .

whet would a group deride to do ; out thenf

(He refuses to stop tal king when you ask him 3e is stopping
Moul d you need to ask ihe tutor to hel p?

(6) gzrgwg,511'i22..72.1.1-t, 1:?53 1.;L Of .tbejeeege: IwWten

group nmenbers will not understand a difficult word.
or adifiicr 1t instruction in the lesson. You nust
find out what they do not understaud and try to
explain it to them

e first reed that part or instrUCion carefully so
ttat you underetand it yourself.

- always use Sinple | angua ge when e) gl ainjug sonee
thing to others; Sinple words, short and Sinple.
sent ences.

_ use words the studnnts know to explain difficult
parts.

- be slow in explaining, so that the slower nenbers
can foll ow you.’



1f 3oul expl anation mas been urncr---
.10 ncnters to repeet it in their own
:eh stow ’'cur students what the.

diiiicult wozd or part ntens. You Can act it,
cu: drgus"t fun" tlan, (3r S?KTN idiomtlxe renle t? Jag.
This can Lei "3c )I; :tucents to uz'idrrcstazu. 3.

- w3elO poeej bl e 8legexe dra’' Tng s in advance so

Rut they are’cleer.

- iojnt out to your elLwattts ar y drawinlLjs cr Che ts
or pictures jwthe Wrkkook or on flip charts?

t ClRe su7e they have underrtocd.

K3: Sc netinmes the courses inst.uct ycu, es

| eaders, to oxgenige a discussion. Sume-

tiWes, especially at filst, you nuet |ead the ais-
Cussion yeulself. Other times you nmust alrarge for
Vre Of the 9!:(19 TenbelLs to lead it. The purposes of
e

X

thjue t scuseions are:

LA

0 etcusc the intereet of the group nenbers

0 make thtmtake an-active part-in the | esson

_to give thempractice in speaking tke | enguene

to give thempracti ce in Using nmathenatlcs

Your job is 1:0 arre nge that thew

gnon the ccurse tells yo

Joltant thing in a discussion is L?Ht all menbers
joxn Sn. You nust Inelie suxe t? ey do. It is help
ful ia eiffexcnt Gml8l of the group |lead the dis-
cuzsjons fromtinme to tinme. This way everyone gets
spea(:ng Engli 5h and in | eadi ng dei scussjo

3e ideas atott haw to | ead a hicuubfl on

_ XUESTI ONS are perhaps the nost useful method for
chup lea cexs 1.0 | ead discussions. ’-

a use them 40 bring nenbers into the discussion

- vse themto nove the di | ECU uss sion from one sub-
ect to anot her

, Use themto | ead nenbers to tal k about the sub-

j ect being discussed

.- use themto keep the discussion interesting and
lively

- use tqu to change the subject

1. ..

- - #7a, 4 -_1me - 7 3 a7-3:. wm ew
57 ."Tax; -,.Y.".T .3 "Vr- "w. runu MAS



D03 T EE TOO STRICT : Alle m:mhers to tal k about
anything wich interests themrelated to Che
subjwz t. Guide themand help themto see how it
rel ates. But nake SJLC Chat they do not nopve

far fg2mthe subject. often you can guide the

di ecxi sion quite eaejly. Just give themideas’

or Wk questions chant subjects which have been
iorgaiton Cr oiv; a Phpzt sumeryh of what has
been said on CH6 subject befOle nmovin to another
These 2111 uevelly l1le enough to step nenbers from
tal ki ng about wther .ijeets.

DO NOT TALK ALL THm TI ME YOURSFLF : Once Lhe
chairperson hes seart:d the dj S(USS i Ch she shoul d
not break in vex often. Do not force your own

i deas on the group. Lat tho nxmhers question and
ansWer 2ach ther. Let themrCeeh their own idea
and deci si ons.

QUI ET MTWWWLS of ihe glCup ijl oftcn snt in a

di S(JS& OD w thout j2ining in. It is VOy im
portant r3et they are encouraged to take part.
Oten they are qui et because they are shy. Do

P

not make i hem 1vronil07fgbl a by asking themdirec-
tly to say sonething. Find a subject in whiCh they
are SpeCially interesfe_, or where they have sone
speci e expClLi ence. Encojr age themto say some-
thing ebcut it. Help themto explain what they
want to say. If they do say sonething point o-ut
the i nportance of what they have said.

SCBEL MEMBERS TALK TOO MUCH : This prevents other
mend ers frrmgiving their ideas and opi ni ons.
OWPLLHCQ tnl leads to.a CUDVA@ Isa ion or an .3
argunent 5k between two nCabers. This destroys the
di sal m si on and di scour gee other nenbers. If it
hapyvns the’ chejrperson nmust interrupt to bring
the others info the ijscussion agaJ.n. You nust
prevent those who want to talk too nuch from havjn
the chence to do so. If necessary you must con_
trol themvery strictly. You can do so by saying
that ot her nenbers nust be able to say what they
want first. Then the person who tal ks too nuch
can be brought back in.



1 (ONCLUS IONS : It is 1nportaht that a di scussion
does not stop in the mddle. This makes’then
menbers unhappy. It must reach a concl usi on.

The Chairperson nust tell the group when the tine
is nearly over, and begin to sunmarise the group’s
di scussi on. She nust all ow and encourage nenbers

to say what they have deci ded.

(f) Cengs : Sonetimes the courses suggest that you | ead
your gioup in a ganme. ILis adds to enjoynent and
interest and activity as well as giving practice in
a skill the group is learning. Such ganes are therew
fore neeful as well as enjoyable.

1 Instru(.tions are gthn in the workbook and in the
| v’ Gyoup Leatlers’ l1le sson the s on how eio when to
pl ay such ganmes. You hust teach the group mem

beis how to play the ganes.

- If you do nit know hew to Play, your tutor wll
teach you.

- NBU may al so provi de sene ganes. You can borrow
these for use with your group. These ganes hel p
"your students to injrove their English and their
mat hs. You nust encourage your nenbers to play

t hem

(9) ELLELQQ the 3.1.88 on .t_ .63.

eng: the | essons each | ast

for one hour. It is inpoltant to finish the first
subjection time. Only if you do, can your group
spend a whol e hour on the seeond subject. It is
also iiportant that the lessons finish in time to
allow Hth ers to do other things. You must theree
fore follow the tinmetable as closely as p0551bl e.

- Sonetimes you are in the mddle of a very intere
esting exercise when it is time to finish. If’

all the menbers want to continue, allow themto
continue for a short time. Qell themthey nust

qui ckly reach a point where they can stop.

1 Do not keep students working after they have
finished or lost interest in an exerClse. En-
courage themto do something else. If there isn't
.r. "A3616 4; -

time to start a-new exercise, let themgo a tew

m nutes early.

n Wien it is nearly tinme to finish begin to bring
the Il esson to an end. Make sure students have
reached a good place to stop; summari se what the

/



(. 1

group Aas rcacheg& do the final exercise if there
is one which firishcg the I asson.

Bef ore you close the | essen you mmbt show t he

# 1.

ncst be done bcfcxe the Lexi ;uscn. Make sure
that they anderstand what they hcve to do. Make
%

A

sure that they take with tB m w atever they need
to do.

4#% tbr the end of the | essons you rust stay Lehind
m ght want to

"D

(P

ri’

(3

0

5

, 4.

m

for a few mnutes. Sony,

See you by thensel vcs to ask you questions or to
tell you about their prcblems. This will help
you to gut to Rngu fbuu It shows themthat yyu
are a friend. It shows Lhat you want to help

t hem



