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What’s new in this edition?

This is the only new edition ever to be undertaken since NCE was originally published. The
classic course continues to provide a complete and well-tried system for learning English,
enabling students to reach their maximum potential in the four primary skills of understand-
ing. speaking, reading and writing. The sound basic principles which made NCE a world-
famous course have been retained. However, the following important features have been
intfroduced in the new edition:

» All topical references in the texts and exercises have been brought up to date.
» All outdated texts have been completely replaced and accompanied by new exercises
and new artwork.

« The original methodology has been modified to improve communication skills, with
active training in listening comprehension right from the very first lesson.

« Drills and written exercises, previously published separately as supplementary materials,
have been incorporated into the main coursebooks.

+ The following features have been added to help Chinese learners of English:
Bi-lingual vocabulary lists; notes in Chinese on texts and exercises and suggested fransla-
tions of the texts.

» The pages have been enlarged and, where possible, are self-contained, so thaf lessons
are easy to conduct.
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General Introduction

The Teacher’'s
Book

Contents

A description of
the material

This book has been written in response to numerous requests from
teachers everywhere for more explicit guidance on how to use Practice
and Progress. The aim has been to provide a practical handbook which
will enable teachers to make the most effective possible use of the
existing Students’ Book (one-volume edition).

This book contains:
e General introduction and outline of method

e Demonstration lesson

e Guided conversation exercises based on each Lesson in the Students’
Book

e Answers to written exercises and grammar notes relating to each
Lesson in the Students’ Book

e Answers to tests
e Structural index
e Lexical index

Each Unit in this Teacher’s Book contains material to cover the two
parts of each unit in the Student’s Book:

Lesson 1: Guided conversation
Lesson 2: Composition and language study

Details are given in the section: How to use this book, which follows.



How to use this book

Allocation of time

Lesson 15 Guided
conversation

1 Listening
comprehension
(about 15
minutes)

~ > SN a o0 8

Ideally, two classroom lessons of approximately 50 minutes each should
be spent on each text. The first lesson should be devoted to Guided
Conversation; the second to Composition and language study. This
means that there is enough material in this book for 200 lessons
(including tests). However, you may choose to spend only one classroom
lesson on each text — in which case, every lesson may be devoted to
Guided composition and a selection of exercises may be set as
homework. Your first task is to decide how much time you have in your
programme in relation to the material available in the course.

The suggestions given below outline the basic steps in each lesson.
You may decide to follow them closely, adapt them to suit your style of
teaching, or reject them altogether BUT PLEASE READ THEM
FIRST!

The stages of the Lesson

1 Listening comprehension about 15 minutes
2 Comprehension questions about 5 minutes
3 Asking questions about 5 minutes
4 Pattern drill about 5 minutes
5 Tell the story about 10 minutes
6 Topics for discussion about 10 minutes

Let’s see what each step involves:

There are nine recommended steps for presenting each text which will
train students to understand spoken English. The steps are as follows:
Introduce the story

Understand the situation

Listening objective

Play the tape or read the text

Answer the question

Intensive reading

Play the tape or read the text again

Repetition

Reading aloud

Every one of these steps must be very brief:

a Introduce the story

The teacher introduces the text with a few words, so the student clearly
understands what’s going on and is not obliged to guess. English should
be used entirely as far as possible. For example (Text 1):

Today we’ll listen to a story about some people in a theatre.

NCE Teacher’s Book 2 always provides a brief introduction to each
text. ‘

b Understanding the situation

The students are asked to look at the cartoon to see if they can understand



what is going on in the text. The teacher may ask a few questions in
English to help the students to understand the picture.
For example (Text 1):
What do you think is happening in the picture?
What is the man in front doing? Why?
NCE Teacher’s Book 2 always provides a few questions of this kind.
¢ Listening objective

- The teacher gives the students ‘a listening objective’, by setting them a
question they will try to find the answer to. This means, the students
will listen to the text actively rather than passively.
For example (Text 1):
Listen to the story, then tell me: Why did the writer complain to the
people behind him?
NCE Teacher’s Book 2 always provides a question of this kind.
d Play the tape or read the text
The teacher plays the tape or reads the text just once while the students
simply listen without interruption. They should try to ‘hear’ the answer
to the question given in ¢ above.
e Answer the question :
Now the teacher asks the question (c above) again and the students try
to answer it: ‘Now you’ve heard the story, why did the writer complain
to the people behind him?’ Don’t let students shout out the answer.
Train them to raise their hands if they think they know the answer. Get
one student to answer, then ask the others, ‘How many of you agree
with him/her?’ ‘Put up your hands if you agree with him/her.” *You
don’t agree (to another student), so what do you think the answer is?’
‘How many of you agree with him/her? Put up your hands.’ This keeps
the students guessing and involves the whole class. Students should be
trained to listen right from the start without ‘preparation’ or ‘translation’.
They will soon get used to the sound of English and to understanding
the meaning of what they hear.

[ Intensive reading
Now the teacher plays the tape or reads the text again, pausing after
every sentence to check the students understand. This is an extremely
important part of the lesson as the students must fully understand the
text at the end of the presentation. Rather than give direct explanations,
try to get as much information as possible from the students (think of it
as “a corkscrew operation’!). Explanations should be given entirely in
English, but don’t carry direct-method teaching to absurd lengths. Use
gesture and mime where possible. If some of your students still don’t
understand, ask the best students in the class for a ‘confirmatory
translation’ of a particular word or phrase for the benefit of other students
who haven’t grasped the meaning. Remember, if you don’t translate a
particular difficulty, then someone in the class will. However, translation
should always be regarded as a last resort.
g Play the tape or read the text again
Play the tape or read the text again right through without interruption.
This time, the students will understand it without difficulty because of
the careful explanation you provided in f above.



2 Comprehension
questions
(about 5 minutes)

3 Asking
questions
(about 5 minutes)

4 Pattern drill
(about 5 minutes
for a single drill)

h Repetition

Repetition is an optional activity at this level, and in any case should be
confined to (say) the first cycle of 24 lessons only. If you conduct
repetition exercises, first ask the whole class to repeat the text after
you. Next divide the class into three groups and repeat the text once
more. Finally, ask individual students round the class to repeat the text.
When conducting chorus and group repetition, make sure the students
repeat all together after you give them a clear signal. You can give such
a signal simply by nodding or with a pencil in your hand. Imagine you’re
conducting an orchestra!

i Reading aloud

Ask a few students to read the text aloud, taking turns round the class.
You will be able to tell from this how well particular students can
pronounce correctly the English they have already heard.

This presentation should not take more than about fifteen minutes.
DON’T SPEND TOO MUCH TIME ON ANY ONE ACTIVITY!

Once the text has been presented, proceed with the comprehension

question listed for you in this section of the Teacher’s Book. The

questions are mixed and demand a variety of responses. They should be

asked rapidly round the class and the students should be trained to answer

naturally (i.e. don’t insist on complete answers where they would not

normally be given in the course of ordinary conversation). The essence

of this exercise is pace, so it’s better to get the students to answer

individually rather than in chorus. Note that brief answers as provided

for you after each question. .

In order to prevent incorrect forms like *Where he went?*, students are

trained to ask two questions at a time. The first of these is a yes/no

question and the second a Wh-question. For example:

TEACHER: Ask me if I went to the theatre last week.

StupeNT: Did you go to the theatre last week?

TEACHER: When ...?

StupenT: When did you go to the theatre? (Not* When you went to the
theatre?* or *When you go to the theatre?*)

The Teacher’s Book, gives you a full example in this section, followed

by a list of ‘Ask me if ...” exercises.

In addition to the exercise on tape (printed in the Teacher’s Book under
the heading ‘Repetition drill’), there are pattern drills for each lesson.
These are all ‘stimulus-response’ exercises. You provide a ‘stimulus’
and two students respond. Always give a clear example first with your
best students, so students know exactly what to do before attempting
each exercise. Here are a couple of typical examples.

TEACHER:  hear the radio

STUupeENT 1: I can hear the radio now. Can you?

STupeNT 2: Of course, I can. I can hear it perfectly well.

(Further prompts are listed in the Teacher’s Book, so you can conduct
the exercise round the class.)



5 Tell the story
(about 10
minutes)

6 Topics for
discussion (about
10 minutes)

Lesson 2:
Composition and
language study

Here is another example:

TEACHER: see the race — large crowd

StupenT 1: Didn’t you see the race?

STUDENT 2: I couldn’t. The crowd was too large.

(Further prompts are listed in the Teacher’s Book, so you can conduct
the exercise round the class.)

Continue round the class at a brisk pace. Always indicate which two
students will make each exchange before giving the cue or cues. If,
during a drill, students make mistakes, correct them, and get them to
repeat the correct response. Grammatical notes on the Pattern drill are
provided in this book, in case you wish to refer to them.

Remember, material recorded on tape is given for each lesson under the
heading Repetition drill. See below in Lesson 2.

This section consists of numbered notes which form a summary of the
text. Write the notes on the blackboard (or have them written up and
covered before the lesson begins) and ask individual students round the
class to tell you the story. This gives students semi-prepared practice in
speaking without interruption. Point out only the main errors made after
students finish speaking. Don’t constantly interrupt them!
\

The final part of the Guided conversation Lessons should be devoted to
free conversation. Students should be invited to ‘have a go’ at expressing
their own ideas, no matter how many mistakes they make. The topics
become progressively harder within each lesson and one or all of them
may be attempted. Individual students should be invited to make one or
two statements about the topics. As conversational skill develops, you
may occasionally arrange to spend more time on free conversation
(omitting, for example, such exercises as “Tell the story’).

As has already been indicated, this entire lesson may be omitted and a
selection of written exercises may, instead, be set as homework. If this
approach is adopted, then the Summary and Composition exercises must
always be set. Needless to say, more satisfactory results will be obtained
where a complete classroom lesson can be devoted to written exercises.

The stages of the Lesson

Comprehension/Summary writing/Composition/Letter writing
Key structures

Repetition drill

Exercises on grammatical structure

Special difficulties

Exercises on special difficulties

Dictation

Multiple choice questions

w N =
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No specific suggestions are made regarding the amount of time to be
spent on each part of the lesson as this will be found to vary greatly.



1 Comprehension/
Summary writing/
Composition/
letter writing

2 Key structures

3 Repetition
drill

4 Exercises on
grammatical
structure

5 Special
difficulties

6 Exercises on -
special difficulties

7 Dictation

These written exercises must never be omitted because they are part of
a carefully planned summary and composition programme which evolves
progressively through Practice and Progressive and Developing Skills.
As the exercises are largely self-correcting, it will be sufficient to check
that they have been done. Go round the class while students are writing
and help individuals. Keys to exercises are contained in this book.

This part of the lesson should be devoted to a brief explanation of the
main grammar points that were presented in the text. You will find full
technical explanations in this book. These explanations are for your
information and you have to decide how much of this to pass on to your
students. Grammatical information should be considered as a means to
an end, not as an end in itself. Technical terms have been deliberately
avoided in the Students’ Book: it has been left to the teacher to decide
how to present the grammar. This, in turn, will depend wholly on the
class. In the case of students who are familiar with the grammar of their
own language, there is no reason why the teacher should not make use
of a few technical terms. In the case of students who are wholly
unfamiliar with grammatical concepts, no technical terms should be used
at ail. The aim behind all the explanations should be to reinforce
theoretically what the students have already practised orally. It is best
to avoid sweeping ‘rules’ and to confine the study of grammar to the
points presented. Additional information can be obtained from any
standard grammar practice book.

The students practise the taped drill. They may do this with the aid of a
cassette player in the classroom, or at home if they are working on their
own. Alternatively, the teacher may conduct the drill ‘live’ from the
tapescript printed in the lesson.

These should be tackled in writing. They will provide further
reinforcement of the grammar that has just been presented. Answers to
all these exercises will be found in this book.

A brief explanation regarding the special lexical/structural difficulties
should now be given. This section concentrates on words and structures
often misused and confused as a resuit of interference from the students’
mother tongue. Where appropriate, you may draw a brief contrast
between the problem presented in the text and a similar problem in the
mother tongue.

These should be tackled in writing to reinforce what has just been
presented. Answers to all these exercises will be found in this book.

Depending on the amount of time available, dictations should be given
frequently. A few sentences taken from a passage the students have
already studied may be dictated. The students may correct their own
work by comparing their version with the passage. Dictation is an
excellent exercise in syntax, spelling, and listening comprehension.

vi



8 Multiple choice
questions

Homework

Pre-unit tests

Future work

Demonstration
lesson for ‘guided
conversation’

1 Listening
comprehension
(about 15
minutes)

Multiple choice is a testing device, not a teaching device. Its purpose
here is to train students for the kind of objective testing which is usual
in public examinations. Multiple choice exercises cover the following:
reading comprehension, structure and vocabulary. Multiple choice
exercises are followed by an exercise in sentence structure. Answers to
all these exercises will be found in this book.

The written exercises become more demanding and time-consuming as
the student progresses through the course. At a later stage, exercises
which have not been completed in class may be set as homework.

These should always be set before the students move on to a new Unit.

If the student wishes to proceed further, he may go on to the following
books after completing this one. They are designed to ‘overlap’ each
other so that the student can continue without difficulty:

Developing Skills:

An Integrated Course for Intermediate Students

Fluency in English:

An Integrated Course for Advanced Students

Lesson | in the Students’ Book of Practice and Progress has been
selected for demonstration purposes. The steps outlined in the section
HOW TO USE THIS BOOK are now demonstrated in practice.

Refer to the nine steps of Lesson 1 in the Teacher’s Book.

a Introduce the story

TEACHER: (after greeting the class): Today, I want you to listen to a
story about a visit to the theatre. The story is called ‘A Private
Conversation’.

b Understand the situation

TeacHER: Look at the picture. What do you think is happening? What is
the man in front doing? Why?

¢ Listening objective

TeacHer: Look at me and listen please. I'm going to read you the story.
After I finish reading it, I'm going to ask you this question:
Why did the writer complain to the people behind him? Ready?

d Play the tape or read the text

e Answer the question

TeacHEr: S0 why did the writer complain to the people behind him?
No. No. Don’t shout out the answer! I will ask you. What do
you think, [name of student]? Who agrees with him/her? Put
your hands up please! Hm. So what do you think, [name of
another student]? How many of you agree with him/her? Good.
You’re right! The writer complained to the people behind him
because they were talking! Yes, that’s right, [name of student].
The writer couldn’t hear the play! So how did he feel, [name
of student]? Yes, he was annoyed! Good.

[ Intensive reading

Teacher: Now look at Lesson 1 please. We'll go through it carefully

vii



2 Comprehension
questions (about 5
minutes)

and make sure everyone has understood it. Ready? Now what
about the title, ‘A Private Conversation’? Let’s take the word
conversation first. A conversation is a ...? [name of student]
Yes, that’s right. It’s a talk. But what about a private
conversation, what kind of talk is that? Yes? A talk between
you and me. Good. It’s not his business or her business. It’s
private. “Last week I went to the theatre.” Went, of course, is
the past tense of the verb ...?, Yes, go. I went to the theatre.
What would you expect to see at a theatre? No, it’s not a
work. It’s a ...? Yes, it’s a play. You’d go to the theatre to see
a play. ‘I had a very good seat.” Now what’s the difference
between a seat and a chair? Yes, it’s somewhere you sit. But
notice the difference between seat to describe where you sit
in a theatre or a cinema, and chair which you would find in
your home. You can pick up a chair and move it somewhere
else, but you can’t usually do this to a seat.

And so on, through the text, sentence by sentence, making sure the

meanings of the structures and content words are fully communicated.

Note how the information is obtained from the students themselves.

That’s what is meant by a ‘corkscrew operation’. Don’t waste time on

words and expressions the students know really well: concentrate only

on difficulties. Discourage the students from shouting out mother-tongue

equivalent, though this will inevitably happen occasionally. Now and

again, encourage the students to complete sentences with English words

to show they have understood their use. Ask for ‘confirmatory

translations’ from your best students only when you wish to confirm

that some particularly difficult item has been understood.

g Play the tape or read the text again

TeacHer: Now we’ll listen to the story again. Ready?

h Repetition

TeacHer: Now repeat the story after me. Ready?
Last week I went to the theatre. (Give a clear signal)

STubENTS: Last week I went to the theatre.

Remember, repetition is optional at this level and in any case should be

confined to the first twenty-four lessons.

i Reading aloud

TeacHer: Now look at the text again. Would you start reading the story
please [name of student]. [Student] reads a few sentences of
the text and the teacher corrects pronunciation at the end.
That’s all thank you, [name of student]. Note the pronuncia-
tion of the word seat: /si:t/ not /sit/. Say it after me please:
/sizt/. Thank you. Now continue please, [name of student].

And so on until the complete text has been read by a few students.

Refer to this section in the Teacher’s Book.

TeacHer: Now I’'m going to ask you some questions about the story.
Ready? Where did you go last week? (to class as a whole
before indicating an individual student)

STupeNT: (To) the theatre.

viii



3 Asking
questions
(about 5 minutes)

4 Pattern drill
(about 5 minutes
for a single drill)

5 Tell the story
(about 10
minutes)

TeacHer: Was it an interesting play? (zo0 class as a whole before
indicating an individual student)

STUDENT: Yes, it was.

And so on. Ask questions rapidly round the class, adding a few more of
your own if you want to. Please remember to direct each question to the
class as a whole, then pause slightly before indicating an individual.
The pace should be fast, so it’s best not to call out students’ names, but
simply to point. '

Refer to this section in the Teacher’s Book.

TeacHer: Now I want you to ask me some questions. Ready? [name of
student] Ask me if I went to the theatre last week.

StupenT: Did you go to the theatre last week?

TeacHer: (Yes, I did.) When ...?

STUDENT: (making a mistake:) When you went to the theatre?

Teacher: No. Listen. Did you go to the theatre last week? That’s the
question. Now put When in front of it.

STUDENT: (making another mistake:) When did you go to the theatre
last week?

TeacHer: No. When did you go to the theatre? ‘Last week’ is the answer!

Stupent: When did you go to the theatre?

TeacHER: (Last week.) That’s better.

And so on, rapidly round the class.

Refer to this section in the Teacher’s Book.
TeacHer: Now we’re going to practise making simple sentences. We’ll
practise in pairs. I'll give you cues like ‘walk across the stage
— slow’. Then you, [name of Student 11 will ask:
How did she walk across the stage?
and you [name of Student 2] will answer:
She walked very slowly across the stage.
Let’s try it.
(indicate two students) walk across the stage—slow
STUDENT |: How did she walk across the stage?
STUDENT 2: She walked very slowly across the stage.
TeacHer:  Good. Now we’ll continue.
(indicate two students) behave at the theatre—rude
StubenT 1: How did she behave at the theatre?
STUDENT 2: She behaved very rudely at the theatre.
TEACHER:  Good.
Continue round the class at a brisk pace. Always indicate which two
students will make each exchange before giving the cues. Don’t spend
too long on any one drill.

Refer to this section in the Teacher’s Book.

Copy the notes provided onto the blackboard, or, preferably, have them

written up and covered before the lesson begins. .

Teacher:  Now look at the blackboard please. I want you to try and
tell me the story from these notes. Would you begin please,
[name of student]? (Student reconstructs points | and 2 (or

[



6 Topics for
discussion
(about 10
minutes)

more) and you correct him after he has finished.) Good,
now you continue please, [name of student]. (Student
continues and you correct him after he has finished.)
And so on round the class, asking a few students to reconstruct the text
a few times. Remember, it is never necessary for the students to be
word-perfect and you may prompt them as often as is necessary while
they are speaking. '

Refer to this section in the Teacher’s Book:

TeacHer: Now tell me about a visit to the theatre or cinema. When
did you last go to the theatre/cinema [name of student]?
What did you see? How did you enjoy it? Why? What about
you [name of another student]? What kinds of plays/films
do you like best? etc.

Try to time the exercises so that you complete them all in each Lesson.
With practice, this will come easily. It is important not to spend too
long on any one activity: each lesson must have variety, pace and attack.
But if occasionally you don’t get through all the exercises, don’t worry.
During the next lesson-period, go on to a new lesson. Don’t attempt to
complete the previous one. These guided conversation exercises are
cumulative in their effect and the students’ skill in conversation will
develop gradually.

If you conduct the guided conversation lessons in the way suggested
above, you will not only improve your skills as a teacher, but you will
also improve your own fluency in English because you will be using
the language all the time, not just talking about it!
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