ESOL Teaching Skills TaskBook
Giving instructions: Unit 2 c)


tŚĞŶǇŽƵƐĞƚƵƉĂĐƚŝǀŝƚŝĞƐ͕ĚŽǇŽƵƌƐƚƵĚĞŶƚƐƐŽŵĞƚŝŵĞƐůŽŽŬĐŽŶĨƵƐĞĚ͍dŚŝƐ
ůĞƐƐŽŶǁŝůůŚĞůƉǇŽƵƐŽƌƚƚŚŝƐŽƵƚ͘

dĂƐŬϭʹ^ŝŵŽŶ͛ƐŝŶƐƚƌƵĐƚŝŽŶƐ
Simon is teaching a group of pre intermediate students.
Simon: ‘So what I would like you to do is this. First of all, I’d like you to imagine you’re a
waiter. Well, that’s student A. If you were the waiter what would you do? And student B if you
were the customer what would you say? Oh that’s right, guys, you’ll all need to look at the
menu. Actually you both will. OK, so you do that and talk together. All right? OK, so what do
you have to do?
Students: [silence]

Write answers to the questions below.
a. Do you think Simon’s instructions are clear and easy to understand?
b. Can you improve Simon’s instructions? Rewrite them on a piece of paper.
c. What grammar and vocabulary changes did you make to Simon’s instructions?

Then check the answer key below.

dĂƐŬϭ&ĞĞĚďĂĐŬ



Ă͘EŽ͕ ƚŚĞǇ ĂƌĞůŝŬĞůǇ ƚŽ ďĞ ĚŝĨĨŝĐƵůƚ ĨŽƌ ƉƌĞ ŝŶƚĞƌŵĞĚŝĂƚĞ ůĞǀĞů ůĞĂƌŶĞƌƐ͘ ^ŝŵŽŶ
ƌĞĂůŝƐĞƐĂƚƚŚĞĞŶĚŚĞŶĞĞĚƐƚŽĐŚĞĐŬŚŝƐŝŶƐƚƌƵĐƚŝŽŶƐĂŶĚƚŚŝƐŝƐĂƉŽƐŝƚŝǀĞƚŚŝŶŐ͘
,ŽǁĞǀĞƌ͕ŚŝƐǁĂǇŽĨĐŚĞĐŬŝŶŐŝƐĂƐŬŝŶŐƐƚƵĚĞŶƚƐƚŽƌĞƉĞĂƚƚŚĞǁŚŽůĞŝŶƐƚƌƵĐƚŝŽŶ
ƐĞƋƵĞŶĐĞĂŶĚƚŚŝƐŝƐĚŝĨĨŝĐƵůƚ͘

ď͘ dŚĞƌĞ ĂƌĞ ŵĂŶǇ ƉŽƐƐŝďůĞ ǁĂǇƐ ŽĨ ƌĞǁƌŝƚŝŶŐ ^ŝŵŽŶ͛Ɛ ŝŶƐƚƌƵĐƚŝŽŶƐ͘ dŚĞ
ĨŽůůŽǁŝŶŐĞǆĂŵƉůĞǁŽƵůĚďĞĞĂƐŝĞƌĨŽƌƐƚƵĚĞŶƚƐƚŽƵŶĚĞƌƐƚĂŶĚ͗
^ŝŵŽŶ͗K<͕ƐƚƵĚĞŶƚʹǇŽƵĂƌĞĂůůǁĂŝƚĞƌƐ͘^ƚƵĚĞŶƚʹǇŽƵĂƌĞĂůůĐƵƐƚŽŵĞƌƐ͘^Ž
ǁŚŽ ĂƌĞ ƚŚĞ ǁĂŝƚĞƌƐ͍ ƚŚĞ ͛Ɛ ƌĂŝƐĞ ƚŚĞŝƌ ŚĂŶĚƐ ŶĚ ǁŚŽ ĂƌĞ ƚŚĞ ĐƵƐƚŽŵĞƌƐ͍
ƚŚĞƐƌĂŝƐĞƚŚĞŝƌŚĂŶĚƐ'ƌĞĂƚ͊ůůƚŚĞǁĂŝƚĞƌƐĂŶĚĂůůƚŚĞĐƵƐƚŽŵĞƌƐƌĞĂĚƚŚĞ
ŵĞŶƵ͘ƵƐƚŽŵĞƌƐͲƚŚŝŶŬĂďŽƵƚǁŚĂƚǇŽƵĂƌĞŐŽŝŶŐƚŽƐĂǇ͘tĂŝƚĞƌƐ͕ƚŚŝŶŬĂďŽƵƚ
ǁŚĂƚǇŽƵǁŝůůƌĞƉůǇ͘EŽǁ͕ǁŚĂƚǁŝůůǇŽƵĚŽĨŝƌƐƚ͕ƌĞĂĚƚŚĞŵĞŶƵŽƌƐƉĞĂŬ͍

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ




ESOL Teaching Skills TaskBook
Giving instructions: Unit 2 c)

dĂƐŬϭ&ĞĞĚďĂĐŬ;ĐŽŶƚ͛ĚͿ

Đ͘dŚĞĞǆĂŵƉůĞŝŶĂŶƐǁĞƌďŚĂƐŶŽŐƌĂŵŵĂƌĂŶĚǀŽĐĂďƵůĂƌǇĂƐƐŽĐŝĂƚĞĚǁŝƚŚĂŶ
ŝŵĂŐŝŶĂƌǇƐŝƚƵĂƚŝŽŶ͘&ŽƌĞǆĂŵƉůĞ͕ ŝĨǇŽƵǁĞƌĞƚŚĞǁĂŝƚĞƌ͙͕͙ŝŵĂŐŝŶĞ͙/ƚĂůƐŽ
ŚĂƐŶŽƵŶŶĞĐĞƐƐĂƌǇƉŽůŝƚĞůĂŶŐƵĂŐĞ /͛ĚůŝŬĞǇŽƵƚŽ͙ ĂŶĚŝƚŚĂƐŶŽƌĞĚƵŶĚĂŶĐŝĞƐ
ƐƵĐŚĂƐ /ŵĞĂŶ͙͕ĂĐƚƵĂůůǇ͙͕ŐƵǇƐ͙

<ĞǇ^Ŭŝůů
tŚĞŶ ƚĞĂĐŚĞƌƐ ĐĂŶ ŐŝǀĞ ĐůĞĂƌ ŝŶƐƚƌƵĐƚŝŽŶƐ͕ ůĞĂƌŶĞƌƐ ĨĞĞů ŵŽƌĞ ƐĞĐƵƌĞ ŝŶ ƚŚĞ
ůĞƐƐŽŶ͘ /ƚ ĂůƐŽ ŵĞĂŶƐ ůĞĂƌŶĞƌƐ ĐĂŶ ďĞŐŝŶ ƚĂƐŬƐ ŵŽƌĞ ƋƵŝĐŬůǇ͕ ǁŚŝĐŚ ŝŶĐƌĞĂƐĞƐ
ƚŝŵĞĨŽƌůĞĂƌŶŝŶŐ͘


>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ




ESOL Teaching Skills TaskBook
Giving instructions: Unit 2 c)


dĂƐŬϮʹ,ŝŶƚƐĨŽƌŐŝǀŝŶŐĐůĞĂƌŝŶƐƚƌƵĐƚŝŽŶƐ
Look at each pair of sentences and choose the one that is TRUE.

Sentences
1.

a) You should use polite language otherwise students will get offended.
b) You should use simple language so the instructions are clear.

2.

a) You shouldn’t do a demonstration because it takes far too much time.
b) You should do a demonstration so students can see the activity in action.

3.

a) You should use questions to check key aspects of the instructions.
b) You should use questions to check all aspects of the instructions.

4.

a) You should hold up worksheets when giving instructions so that students look at
you.
b) You should hand out worksheets and then give instructions so students can
read what they have to do.

5.

a) You shouldn’t use gesture as this will distract students from what you are
saying.
b) You should use gesture because visual information can support what you are
saying.

6.

a) You should never use the OHP (overhead projector) to help you give
instructions because it is awkward and it is really a bit like cheating if you do.
b) You could sometimes use an OHP to help you give instructions because you
can show a transparency of a worksheet clearly to your learners.

Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
/ƚ ŝƐ ŚĞůƉĨƵů ĨŽƌ ƐƚƵĚĞŶƚƐ ŝĨ ƚĞĂĐŚĞƌƐ ƉůĂŶ ƚŚĞŝƌ ŝŶƐƚƌƵĐƚŝŽŶƐ͘  'ŽŽĚ ŝŶƐƚƌƵĐƚŝŽŶƐ
ƵƐĞ ƐŝŵƉůĞ ůĂŶŐƵĂŐĞ ĂŶĚ ĂƌĞ ŽĨƚĞŶ ƐƵƉƉŽƌƚĞĚ ďǇ ĐůĞĂƌ ŐĞƐƚƵƌĞƐ Žƌ
ĚĞŵŽŶƐƚƌĂƚŝŽŶƐ͘  dŚĞ ǁŚŝƚĞďŽĂƌĚ Žƌ K,W ŵĂǇ ĂůƐŽ ďĞ ƵƐĞĚ ƚŽ ŚĞůƉ ŐŝǀĞ
ŝŶƐƚƌƵĐƚŝŽŶƐ͘  ZĞŵĞŵďĞƌ ƚŽ ĂƐŬ ƋƵĞƐƚŝŽŶƐ ƚŽ ĐŚĞĐŬ ǇŽƵƌ ƐƚƵĚĞŶƚƐ ŚĂǀĞ
ƵŶĚĞƌƐƚŽŽĚƚŚĞŝŶƐƚƌƵĐƚŝŽŶƐĐŽƌƌĞĐƚůǇ͘
>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ




ESOL Teaching Skills TaskBook
Giving instructions: Unit 2 c)
dĂƐŬϯʹ'ĞƚƚŝŶŐŝŶƐƚƌƵĐƚŝŽŶƐŝŶƚŚĞƌŝŐŚƚŽƌĚĞƌ
Put the teacher actions a – f in the left-hand column in the correct order
1-6, so that you create a clear and logical instruction sequence.

Teacher actions

Order [1- 6]

a. give instructions
b. hand out the work sheet
c. hold up the work sheet
d. gesture the interaction pattern to be used (e.g. work in pairs)
e. get the students’ attention
f. check the instructions

Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
/ŶĐůĂƐƐ͕ďĞĨŽƌĞǇŽƵďĞŐŝŶŐŝǀŝŶŐǇŽƵƌŝŶƐƚƌƵĐƚŝŽŶƐ͕ĞŶƐƵƌĞƚŚĂƚĂůůƚŚĞƐƚƵĚĞŶƚƐ
ĂƌĞůŽŽŬŝŶŐĂƚĂŶĚůŝƐƚĞŶŝŶŐƚŽǇŽƵ͘/ƚ͛ƐŝŵƉŽƌƚĂŶƚŶŽƚŐŝǀĞŽƵƚƚŚĞǁŽƌŬƐŚĞĞƚ
ƚŽŽ ĞĂƌůǇ ŽƚŚĞƌǁŝƐĞ ǇŽƵ ǁŝůů ůŽƐĞ ǇŽƵƌ ƐƚƵĚĞŶƚƐ ĂƚƚĞŶƚŝŽŶ͘  KŶůǇ ŐŝǀĞ ŽƵƚ ƚŚĞ
ǁŽƌŬƐŚĞĞƚŽŶĐĞǇŽƵŚĂǀĞĨŝŶŝƐŚĞĚŐŝǀŝŶŐĂŶĚĐŚĞĐŬŝŶŐǇŽƵƌŝŶƐƚƌƵĐƚŝŽŶƐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ




ESOL Teaching Skills TaskBook
Giving instructions: Unit 2 c)

dĂƐŬϰʹŚĞĐŬŝŶŐŝŶƐƚƌƵĐƚŝŽŶƐ
Each number below 1 – 6 is a learning activity. After each activity, there
are 2 questions a) and b) that could be used to check the instructions.
One question is effective, but the other is not. Choose the question that
you think is most effective.

Learning activities

Questions to check instructions

1. role play

a) Are you going to write or speak together?
b) Who speaks first?

2. mingle

a) Do you ask your partner or other students?
b) Do you mingle around?

3. gist reading

a) Are you going to read or listen?
b) How much time have you got?

4. information gap activity

a) Are you going to show your sheet to each other?
b) So what are you going to talk about?

5. gap fill

a) Are you going to fill in the gap?
b) Do you use only one word or more than one word?

6. dictation

a) How many times will I read the text?
b) Who is going to write down the words?

Check your ideas in the answer key.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ÂdŚŝŶŬŝŶŐĂďŽƵƚǇŽƵƌƚĞĂĐŚŝŶŐ͙
dŚŝŶŬĂďŽƵƚƚŚĞůĂƐƚƚŝŵĞǇŽƵŐĂǀĞŝŶƐƚƌƵĐƚŝŽŶƐĨŽƌĂŵŽƌĞĐŽŵƉůŝĐĂƚĞĚĂĐƚŝǀŝƚǇ͕ĨŽƌ
ĞǆĂŵƉůĞ͕ Ă ŵŝŶŐůĞ ĂĐƚŝǀŝƚǇ Žƌ Ă ƐƉůŝƚ ƌĞĂĚŝŶŐ ĂŶĚ ĨĞĞĚďĂĐŬ ƚĂƐŬ͘ ŝĚ ŝƚ ŐŽ ǁĞůů͍ ŝĚ
ǇŽƵƌƐƚƵĚĞŶƚƐďĞŐŝŶƚŚĞƚĂƐŬƉƌŽŵƉƚůǇ͍tŚǇŽƌǁŚǇŶŽƚ͍

DĂŬĞĂůŝƐƚŽĨŝĚĞĂƐĂŶĚƌĞĐŽƌĚƚŚĞƐĞŝŶǇŽƵƌdĞĂĐŚŝŶŐ>ŽŐ͘



ÂdĂŬŝŶŐŝƚƚŽƚŚĞĐůĂƐƐƌŽŽŵ͙
/ĨǇŽƵĂƌĞŝŶƚĞƌĞƐƚĞĚŝŶĨŝŶĚŝŶŐŽƵƚŝĨǇŽƵƌŝŶƐƚƌƵĐƚŝŽŶƐĂƌĞĞĨĨĞĐƚŝǀĞ͕ǇŽƵĐĂŶƌĞĐŽƌĚ
ǇŽƵƌƐĞůĨĚƵƌŝŶŐƚŚĞůĞƐƐŽŶĂŶĚƚƌĂŶƐĐƌŝďĞǇŽƵƌŝŶƐƚƌƵĐƚŝŽŶƐĞƋƵĞŶĐĞƐ͘/ƚŝƐŝŶƚĞƌĞƐƚŝŶŐ
ƚŽŶŽƚĞǁŚĂƚůĂŶŐƵĂŐĞǇŽƵƵƐĞĂŶĚǁŚĞƚŚĞƌǇŽƵĐĂŶŝŵƉƌŽǀĞƚŚŝƐŽƌŶŽƚ͘




ÂtĂŶƚƚŽĨŝŶĚŽƵƚŵŽƌĞ͙͍
KŶ ƉĂŐĞƐ ϵϬ ƚŽ ϵϮ ŽĨ >ĞĂƌŶŝŶŐ dĞĂĐŚŝŶŐ ;ϮŶĚ ĞĚŝƚŝŽŶͿ ďǇ :ŝŵ ^ĐƌŝǀĞŶĞƌ ;DĂĐŵŝůůĂŶ
ϮϬϬϱͿ͕ƚŚĞƌĞŝƐĨƵƌƚŚĞƌƌĞĂĚŝŶŐŽŶŐŝǀŝŶŐŝŶƐƚƌƵĐƚŝŽŶƐ͘



ÂZĞůĂƚĞĚdĂƐŬŽŽŬůĞƐƐŽŶƐ͘͘͘
zŽƵŵĂǇďĞŝŶƚĞƌĞƐƚĞĚŝŶƚŚĞĨŽůůŽǁŝŶŐůĞƐƐŽŶƐŝŶƚŚĞ^K>dĞĂĐŚŝŶŐ^ŬŝůůƐdĂƐŬŽŽŬ
ƐĞƌŝĞƐ͕ƌĞůĂƚŝŶŐƚŽƚŚŝƐƚŽƉŝĐ͗


•

•

hŶŝƚ Ϯ ĂͿ dĞĂĐŚĞƌ ůĂŶŐƵĂŐĞ͗   >ĞĂƌŶ ŚŽǁ ƚĞĂĐŚĞƌƐ ĐĂŶ ƵƐĞ ůĂŶŐƵĂŐĞ ŝŶ ƚŚĞ
ĐůĂƐƐƌŽŽŵƚŚĂƚŝƐĐůĞĂƌĂŶĚŶĂƚƵƌĂů͘
hŶŝƚ Ϯ ďͿ YƵĞƐƚŝŽŶŝŶŐ ƚĞĐŚŶŝƋƵĞƐ͗   >ĞĂƌŶ ŚŽǁ ƚĞĂĐŚĞƌƐ ĐĂŶ ĞĨĨĞĐƚŝǀĞůǇ ƵƐĞ
ƋƵĞƐƚŝŽŶƐŶŽƚŽŶůǇƚŽĐŚĞĐŬŝŶƐƚƌƵĐƚŝŽŶƐ͕ďƵƚĂůƐŽƚŽĐŚĞĐŬůĞĂƌŶŝŶŐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ŶƐǁĞƌ<ĞǇ

dĂƐŬϮʹ&ĞĞĚďĂĐŬ
1. b) You should use simple language so
the instructions are clear. - TRUE
Comment: If you are too polite, you may
end up using complicated language that is
difficult to understand.
2. b) You should do a demonstration so
students can see the activity in action. TRUE
Comment: Doing an example is a very
concrete way of giving instructions.
3. a) You should use questions to check
key aspects of the instructions. - TRUE
Comment: If part of your instructions are
obvious, for example, “work in pairs”, then
it is not necessary to check this aspect of
the activity. Check aspects that are more
confusing for students.
4. a) You should hold up worksheets when
giving instructions so that students look at
you. - TRUE
Comment: If you give out worksheets too
soon, students start reading them and
stop listening to your instructions.
5. b) You should use gesture because it is
visual information that supports what you
are saying. – TRUE
Comment: Any visual information you can
add is always useful for students.
6. b) You could use an OHP to help you
give instructions sometimes because you
can show a transparency of a worksheet
clearly to your learners. – TRUE
Comment: Showing students a worksheet
on an OHP can make the instructions
clearer. It also means that students look at
you and listen to you when you give the
instructions.

dĂƐŬϯʹ&ĞĞĚďĂĐŬ
1. e
2. c

3. a
4. d
5. f
6. b


dĂƐŬϰʹ&ĞĞĚďĂĐŬ


1. role play b) Who speaks first?
Comment: The first question is obvious.
The second question is useful because
students often don’t know who should
begin a conversation in a role play and
this question is a good reminder.
2. mingle a) Do you ask your partner or
other students?
Comment: The word ‘mingle’ may not be
understood by some students. The
language in question a) is clearer.
3. gist reading b) How much time have
you got?
Comment: The first question is too
obvious. Question b) reminds students
that they should read quickly for gist as
they have a time limit.
4. information gap activity a) Are you
going to show your sheet to each other?
Comment: Question b) is too openended. Question a) checks a key aspect
of information gap activities.
5. gap fill b) Do you use only one word or
more than one word?
Comment: Question a) is too obvious.
Question b) can be an important
instruction to check for a gap fill task as
some of these tasks restrict the choice to
one word.
6. dictation a) How many times will I read
the text?
Comment: Question b) is too obvious.
However, it is useful to remind students of
the number of times you will read a
dictation text.
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