ESOL Teaching Skills TaskBook
Analysing written and spoken language: Unit 1 g)

Ž ǇŽƵ ƐŽŵĞƚŝŵĞƐ ĨĞĞů ƚŚĂƚ ƐĞŶƚĞŶĐĞͲůĞǀĞů ĞǆĂŵƉůĞƐ ŽĨ ůĂŶŐƵĂŐĞ ĚŽ ŶŽƚ
ĂůǁĂǇƐŚĞůƉůĞĂƌŶĞƌƐ͍ŽƐŽŵĞĂƵƚŚĞŶƚŝĐĞǆĂŵƉůĞƐŽĨƐƉŽŬĞŶůĂŶŐƵĂŐĞŶŽƚĨŝƚ
ŝŶƚŽŶĞĂƚŐƌĂŵŵĂƌĐĂƚĞŐŽƌŝĞƐ͍dŚŝƐůĞƐƐŽŶĂŝŵƐƚŽŚĞůƉǇŽƵůŽŽŬĂƚƐŽŵĞǁĂǇƐ
ŽĨĂŶĂůǇƐŝŶŐĂƵƚŚĞŶƚŝĐǁƌŝƚƚĞŶĂŶĚƐƉŽŬĞŶůĂŶŐƵĂŐĞ͘


dĂƐŬϭʹtŚĂƚĂďŽƵƚƚŚĞůŝƚƚůĞǁŽƌĚƐ͍
Anna: “I’ve got this student, Milos. He often picks up on some of the little words and sounds
that we use like ‘well’ and ‘umm’ and wants to know about them. However, there’s nothing in
the course book that we are using at the moment that can really help him. What should I
do?”

Can you help Anna? What should she do? Jot down your ideas on a
note pad, then check with the answer key below.

dĂƐŬϭ&ĞĞĚďĂĐŬ
ŶŶĂƉƌŽďĂďůǇŶĞĞĚƐƚŽŐŽŽƵƚƐŝĚĞƚŚĞĐŽƵƌƐĞďŽŽŬĂŶĚĨŝŶĚƐŽŵĞĞǆĂŵƉůĞƐŽĨ
ĂƵƚŚĞŶƚŝĐ ƐƉŽŬĞŶ ůĂŶŐƵĂŐĞ͘ ^ŚĞ ŶĞĞĚƐ ƚŽ ůŽŽŬ Ăƚ ŚŽǁ ƚŚĞƐĞ ůŝƚƚůĞ ǁŽƌĚƐ ĂƌĞ
ƵƐĞĚŝŶƐƉŽŬĞŶůĂŶŐƵĂŐĞĂŶĚƉƌĞƉĂƌĞĂƚĂƐŬŽĨƐŽŵĞŬŝŶĚƚŚĂƚƐŚĞĐĂŶŶŽƚŽŶůǇ
ŐŝǀĞ ƚŽ DŝůŽƐ͕ ďƵƚ ƚŚĞ ĐůĂƐƐ ĂƐ Ă ǁŚŽůĞ͘ ^ƚƵĚĞŶƚƐ ĂƌĞ ŽĨƚĞŶ ǀĞƌǇ ŬĞĞŶ ƚŽ ůĞĂƌŶ
ĂďŽƵƚƚŚŝƐŬŝŶĚŽĨůĂŶŐƵĂŐĞ͘

<ĞǇ^Ŭŝůů
dŚĞĂŶĂůǇƐŝƐŽĨĂƵƚŚĞŶƚŝĐĞǆĂŵƉůĞƐŽĨǁƌŝƚƚĞŶĂŶĚƐƉŽŬĞŶůĂŶŐƵĂŐĞŝƐŬŶŽǁŶĂƐ
ĚŝƐĐŽƵƌƐĞ ĂŶĂůǇƐŝƐ͘ dŚŝƐ ŬŝŶĚ ŽĨ ƐƚƵĚǇ ŽĨ ůĂŶŐƵĂŐĞ ĞŶĐŽŵƉĂƐƐĞƐ ŶŽƚ ŽŶůǇ ƚŚĞ
͞ůŝƚƚůĞ ǁŽƌĚƐ͟ ŵĞŶƚŝŽŶĞĚ ĂďŽǀĞ͕ ďƵƚ Ă ǁŚŽůĞ ƌĂŶŐĞ ŽĨ ĨĞĂƚƵƌĞƐ ƚŚĂƚ ůŽŽŬ Ăƚ
ůĂŶŐƵĂŐĞĂƐĂĐŽŵŵƵŶŝĐĂƚŝǀĞĞǀĞŶƚ͘dŚŝƐůĞƐƐŽŶŝƐĂǀĞƌǇďƌŝĞĨ ŝŶƚƌŽĚƵĐƚŝŽŶƚŽ
ƐŽŵĞĂƐƉĞĐƚƐŽĨĚŝƐĐŽƵƌƐĞĂŶĂůǇƐŝƐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



ESOL Teaching Skills TaskBook
Analysing written and spoken language: Unit 1 g)
dĂƐŬϮʹŶĂůǇƐŝƐŽĨǁƌŝƚƚĞŶůĂŶŐƵĂŐĞ
a) Here is a letter that is mostly authentic (only the names and addresses
have been changed). Read the letter and complete the analysis task below.

5 February 2009
Anna Martin
1 College Street
Schooltown
Dear Anna,
Thank you for sending in your application and test for our TESOL Course.
We are sorry to tell you that your work in the test is not at a high enough level for you to
follow a TESOL Course. We need to be sure that the level of English of students on
these courses is high because part of the course involves teaching your classmates,
some of whom will be at an advanced level.
We feel you need to spend some more time studying general English to improve your
English language skills and think about applying for a course at a later date.
Thank you again for the interest you have shown in our courses.
Yours sincerely,
Emily Smith
Director of Studies

b) Analysis task: Numbers 1 to 8 are language examples from the letter.
Letters a to h are labels for these examples. Match the examples to the
labels, then place them in the correct table below: ‘key features of a formal
letter to a student’ or ‘features of problem  solution patterning’.
Key features of a formal letter to a student
Labels

Examples from Letter

Â
Â
Â
Â
>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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Features of Problem  Solution Patterning
Labels

Examples from Letter

Â
Â
Â
Â

Labels

Examples

a. Full name and address included at the beginning
of the letter.

1. The second paragraph
(beginning “We are sorry …”).

b. This outlines the background situation.

2. Yours sincerely,

c. The salutation uses the first name of the student.

3. The pronoun ‘we’ used in the
letter.

d. This is used throughout the letter by the writer to
indicate that the organisation and not the
individual is responding to the student.
e. This outlines the key problem in the letter.

4. The third paragraph
(beginning “We feel you …”)

f. This outlines a solution to the problem.

5. Anna Martin, 1 College Hill,
Schooltown

g. This signals to the reader that the information that
follows will be some kind of problem.

6. the first paragraph (beginning
“Thank you for …”)

h. This sign off is used because although the letter is
official, the writer of the letter knows the name of
the person she is writing to.

7. Dear Anna,
8. the word “sorry” (paragraph 2)

Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
dŚŝƐƚĂƐŬŐŝǀĞƐĂŶŝĚĞĂŽĨƚŚĞŬŝŶĚŽĨĂŶĂůǇƐŝƐƚŚĂƚĐĂŶďĞĚŽŶĞǁŝƚŚĂƵƚŚĞŶƚŝĐ
ǁƌŝƚƚĞŶ ƚĞǆƚƐ͘ dŚĞ ͚ŬĞǇ ĨĞĂƚƵƌĞƐ͛ ĂƌĞ ĞǆĂŵƉůĞƐ ŽĨ ƚǇƉŝĐĂů ůĂŶŐƵĂŐĞ ƚŚĂƚ ǁĞ
ĂƐƐŽĐŝĂƚĞ ǁŝƚŚ ƉĂƌƚŝĐƵůĂƌ ǁƌŝƚƚĞŶ ŐĞŶƌĞƐ͘ dŚĞ ƐŝƚƵĂƚŝŽŶÆ ƉƌŽďůĞŵ Æ ƐŽůƵƚŝŽŶ
ƉĂƚƚĞƌŶŝŶƚŚŝƐůĞƚƚĞƌŝƐŬŶŽǁŶĂƐĂĚŝƐĐŽƵƌƐĞƉĂƚƚĞƌŶ͘ŝƐĐŽƵƌƐĞƉĂƚƚĞƌŶƐĐĂŶďĞ
ĨŽƵŶĚĂĐƌŽƐƐĂǁŝĚĞƌĂŶŐĞŽĨŐĞŶƌĞƐ͘&ŽƌŵŽƌĞŝŶĨŽƌŵĂƚŝŽŶŽŶŐĞŶƌĞĨĞĂƚƵƌĞƐ
ĂŶĚĚŝƐĐŽƵƌƐĞƉĂƚƚĞƌŶƐ͕ƌĞĨĞƌƚŽƚŚĞ͞tĂŶƚƚŽĨŝŶĚŽƵƚŵŽƌĞ͍͘͘͘͟ƐĞĐƚŝŽŶďĞůŽǁ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



ESOL Teaching Skills TaskBook
Analysing written and spoken language: Unit 1 g)
dĂƐŬϯʹŶĂůǇƐŝŶŐƐƉŽŬĞŶůĂŶŐƵĂŐĞ
Below is a piece of authentic spoken language:
Line 1. A: What’s different about Tokyo to Auckland?
Line 2. B: Well, for a start, it’s … um … I don’t know if it’s actually bigger in size, but
Line 3.

bigger population-wise. Of course, it’s a lot more crowded and a lot busier.

Line 4.

Obviously the transport system is a lot different – there is a transport system as

Line 5.

opposed to Auckland where there’s … well, there are buses, but not

Line 6.

as efficient as Tokyo.

Letters 1 to 8 are pieces of language taken from the text (they have also
been highlighted in the text). Letters a to h give definitions or explanations
of these bits of language. Match the definitions to the pieces of language.
Language from the text

Definitions

1. well (line 2)

a. making a contrast

2. for a start (line 2)

b. showing you think the listener already
knows this information

3. um (line 2)

c. starting a new topic

4. of course (line 3)

d. adjusting information in a sentence

5. obviously (line 4)

e. showing that you expect the listener to
understand because the idea is clear

6. as opposed to (lines 4 – 5)

f. indicating you are going to make your first
point

7. well (line 5)

g. introducing a different idea

8. but (line 5)

h. hesitating

Check your ideas in the answer key.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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<ĞǇ^Ŭŝůů
dĂƐŬϯ ŚĂƐ ĨŽĐƵƐĞĚ ŽŶ ŽŶůǇŽŶĞ ĂƐƉĞĐƚ ŽĨ ƐƉŽŬĞŶ ƚĞǆƚ͗ ǁŽƌĚƐ ƚŚĂƚĂƌĞ ƚǇƉŝĐĂůůǇ
ĚĞƐĐƌŝďĞĚĂƐ͚ĚŝƐĐŽƵƌƐĞŵĂƌŬĞƌƐ͛͘/ƚŝƐĂůƐŽƉŽƐƐŝďůĞƚŽůŽŽŬĂƚƚŚĞǁĂǇƉƌŽŶŽƵŶƐ
ƌĞĨĞƌĨŽƌǁĂƌĚĂŶĚďĂĐŬƚŽŶŽƵŶƐ͕ŽƌƚŚĞǁĂǇƚŚĂƚƵŶŶĞĐĞƐƐĂƌǇǁŽƌĚƐĂƌĞŽĨƚĞŶ
ůĞĨƚŽƵƚŽĨƐƉŽŬĞŶůĂŶŐƵĂŐĞ͘ŬĞǇƉƌŽďůĞŵŝƐĨŝŶĚŝŶŐŵĂƚĞƌŝĂůƚŚĂƚĐĂŶďĞƵƐĞĚ
ƚŽĨŽĐƵƐŽŶĂƵƚŚĞŶƚŝĐƐƉŽŬĞŶůĂŶŐƵĂŐĞ͘dŚĞŶĞǆƚƚĂƐŬƐƵŐŐĞƐƚƐĂƐƚƌĂƚĞŐǇ͘

dĂƐŬϰʹƌĞĂƚŝŶŐǇŽƵƌŽǁŶƐƉŽŬĞŶůĂŶŐƵĂŐĞƐĂŵƉůĞƐ

Letters a to f describe steps in an approach to creating an authentic or
semi-authentic recording that you could use in the classroom for the
purposes of analysing spoken language with students. Put these steps in
the correct order.

Steps to creating an authentic recording
a. Transcribe the excerpt.
b. Give students a language task that gets them to notice some useful key
features in the excerpt. You don’t need to focus on everything that’s there.
c. Listen to the conversation and find an excerpt that exemplifies some
interesting features of spoken interaction.
d. Give students the transcript.
e. Record some native speakers having a conversation or set up an
improvised role play of a particular situation.
f. In class treat the excerpt as a normal listening lesson and get students
to understand the gist and more detailed information in the text.

Check your ideas in the answer key.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



Order
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ÂdŚŝŶŬŝŶŐĂďŽƵƚǇŽƵƌƚĞĂĐŚŝŶŐ͙
/ŶƚŚĞdĂƐŬŽŽŬůĞƐƐŽŶ͗dĞĂĐŚĞƌ>ĂŶŐƵĂŐĞ͕ŝƚǁĂƐƐƵŐŐĞƐƚĞĚƚŚĂƚǇŽƵƌĞĐŽƌĚƉĂƌƚŽĨ
ǇŽƵƌ ůĞƐƐŽŶ ŝŶ ŽƌĚĞƌ ƚŽ ĞǀĂůƵĂƚĞ ǇŽƵƌ ůĂŶŐƵĂŐĞ͘ /ƚ ĐŽƵůĚ ďĞ ƵƐĞĨƵů ƚŽ ĂŶĂůǇƐĞ ǇŽƵƌ
ŽǁŶ ůĂŶŐƵĂŐĞ ĂůŽŶŐ ƚŚĞ ůŝŶĞƐ ƐƵŐŐĞƐƚĞĚ ĂďŽǀĞ͘ /ƚ ǁŽƵůĚ ďĞ ŝŶƚĞƌĞƐƚŝŶŐ ƚŽ ƐĞĞ ŚŽǁ
ŵĂŶǇĚŝƐĐŽƵƌƐĞŵĂƌŬĞƌƐǇŽƵƵƐĞ͕ŽƌǇŽƵĐŽƵůĚůŽŽŬĨŽƌďƌŽĂĚĞƌƉĂƚƚĞƌŶƐŝŶƚĞƌŵƐŽĨ
ƚŚĞǁĂǇǇŽƵŝŶŝƚŝĂƚĞƐƉŽŬĞŶŝŶƚĞƌĂĐƚŝŽŶǁŝƚŚƐƚƵĚĞŶƚƐĂŶĚŚŽǁƚŚĞǇƌĞƐƉŽŶĚ͘

EŽƚĞǇŽƵƌĐŽŶĐůƵƐŝŽŶƐŝŶǇŽƵƌdĞĂĐŚŝŶŐ>ŽŐ͘



ÂdĂŬŝŶŐŝƚƚŽƚŚĞĐůĂƐƐƌŽŽŵ͙
dƌǇ ƚŽ ŝŶĐůƵĚĞ ƌĞŐƵůĂƌ ůĞƐƐŽŶƐ ŝŶ ǇŽƵƌ ƚĞĂĐŚŝŶŐ ƉƌŽŐƌĂŵŵĞ ǁŚĞƌĞ ǇŽƵ ĨŽĐƵƐ ŽŶ
ůĂŶŐƵĂŐĞ ĨĞĂƚƵƌĞƐ ƚŚĂƚ ĂƌĞ ŶŽƚ ĐŽŶĐĞƌŶĞĚ ǁŝƚŚ ŐƌĂŵŵĂƌ Žƌ ǀŽĐĂďƵůĂƌǇ͘ dŚĞ
ƐƵŐŐĞƐƚĞĚďŽŽŬďĞůŽǁǁŝůůŚĞůƉŐŝǀĞǇŽƵŝĚĞĂƐ͘



ÂtĂŶƚƚŽĨŝŶĚŽƵƚŵŽƌĞ͙͍
dŚĞĨŽůůŽǁŝŶŐďŽŽŬŝƐĂŶĞǆĐĞůůĞŶƚŝŶƚƌŽĚƵĐƚŝŽŶƚŽƚŚĞŝĚĞĂƐŝŶƚƌŽĚƵĐĞĚŝŶƚŚŝƐůĞƐƐŽŶ͗
ŝƐĐŽƵƌƐĞ ŶĂůǇƐŝƐ ĨŽƌ >ĂŶŐƵĂŐĞ dĞĂĐŚĞƌƐ ďǇ DŝĐŚĂĞů DĐĂƌƚŚǇ ;ĂŵďƌŝĚŐĞ
hŶŝǀĞƌƐŝƚǇWƌĞƐƐϭϵϵϭͿ͘



>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ŶƐǁĞƌ<ĞǇ

dĂƐŬϮʹ&ĞĞĚďĂĐŬ

dĂƐŬϯʹ&ĞĞĚďĂĐŬ

Key Features of a Formal Letter to a
Student
a5
c7
d3
h2

1) c
2) f
3) h
4) b
5) e
6) a
7) d
8) g

Key Features of Problem  Solution
Patterning
b6
e1
f 4
g8

dĂƐŬϰʹ&ĞĞĚďĂĐŬ
1) e
2) c
3) a
4) f
5) d
6) b

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



