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Introduction .

The Course

Let’s Talk is a three-level course in speaking and listening for students of American
English. It can be used as the oral/aural component of any course that concentrates
mainly on reading and writing skills. It can also be used as the basis for an intensive
refresher course for learners who need to develop their fluency in English. Let’s Talk 1
is intended for high-beginning/low-intermediate students, Let’s Talk 2 for intermediate-
level students, and Let’s Talk 3 for high-intermediate students.

Each of the Let’s Talk units focuses on a different topic, and the activities are designed

to stimulate students to share their ideas, opinions, and experiences with one another.
The topics are practical and interesting — the kinds of things that students want to talk
about in any language - and the activities are realistic, motivating, and challenging.

Course components
Student’s Book

Each level of Let’s Talk consists of 16 units, with each unit containing two thematically
related lessons. The units cover a wide range of topics. Since the emphasis of the
course is on generating discussion and promoting fluency, rather than on following an
established syllabus, it is not absolutely necessary to complete every activity in the
book. You may wish to select activities depending on the needs and interests of your
students. For example, if your course has a strong emphasis on listening, you may wish
to spend more time on the listening exercises and do fewer speaking activities. One
lesson Will take approximately an hour to an hour and a half to do, depending on:

* how difficult a class finds the activities,

* how much interest is generated, and

* how many of the activities are selected.

Most units in Let’s Talk contain a communication task. The purpose of these
communication tasks is to simulate real-life conversations. There is also a self-study
section and accompanying CD at the back of each Student’s Book that contain
activities intended to give students an opportunity to work on their listening skills at
home. In addition, a grammar section provides students with valuable guidance and
support.

Class Audio Cassettes or CDs

The Class Audio Cassettes or CDs that accompany the Student’s Books feature
interviews, conversations, news reports, and other interesting listening texts. Many of
the recorded monologues and dialogues are unscripted to ensure that they reflect
English as it is actually spoken in a variety of realistic situations. The speakers have a
variety of accents, and their speech contains the normal hesitations, pauses, and
interruptions that occur naturally in spoken language.



Teacher’s Manual

* A Teacher’s Manual is available for each of the three levels of Let’s Talk. For each unit
in the Student’s Book, the Teacher’s Manual contains:

* vocabulary glossaries listing important words that students will encounter in the

activities,

* procedures suggesting how to use the material,

* answers or possible answers to many of the activities,

* tapescripts of the recorded material,

* optional and extra activities, and

* a writing activity.

Using Let’s Talk in the classroom

'The notes in the Teacher’s Manual are intended to be merely suggestions for ways to
teach each activity. Please don’t feel constrained by the suggested teaching procedures
for each activity. You may be able to think of better ways of doing some activities with
your class, according to their needs and interests.

"The majority of the activities in Let’s Talk are most effective when learners work
together in pairs or small groups of three to five students. The larger the class, the
more these student-centered activities make sense because:
* they give everyone a chance to speak;
* they allow meaningful conversations to develop, as opposed to isolated language
practice; and
* they free learners from the fear of losing face in front of the whole class.

It’s true that learners are more likely to make mistakes in less-structured situations.
However, it’s much more productive for all class members to be participating in
conversations, even if they are makmg mistakes, than for them to be listening to the
teacher and taking turns answering questions one at a time.

What is the teacher’s role during pair or group work?

While students are working in pairs or groups, move around the class and listen to
each pair or group for a few moments. If you think it would be helpful, join in
ooca.sl}}nally and offer encouragement, adv1ce, or suggestions. Make notes on any
important mistakes you hear while you’re walking around - but don’t spend time
actually correc;mg students’ mistakes while they’re trying to express themselves.

The teacher has thrcc main responsibilities in getting students involved in pair or
group work: :

* getting things started (makmg sure everyone knows what to do and has the
necessary vocabulary to do it - and telling them approximately how long the
activity should takc)

* monitoring the pairs or groups at work and deciding exactly when to stop the
activity;

. lcadlng a short follow-up discussion after each activity (answering questions,

. pomhpg out significant mistakes, and giving additional practice).
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If your class does not have an even number of students, you may need to place some
students in groups of three with two members of the group doing the same task.
Rearrange pairs and groups frequently so that students are exposed to different speech
styles and ideas. For some activities, you may want to place outgoing learners together
so they don’t intimidate others. In other situations, you may want the shy students
paired with more outgoing partners so they can learn from them.

What if an activity doesn’t seem to be working?

Don’t worry if an activity fails to take off with a particular class. Open-ended exercises
are inherently unpredictable. Bear in mind the attitudes and prejudices of your class
when you are selecting activities, and be prepared to “sell” an activity to your students
if you believe it to be a particularly worthwhile one. Some activities are easier than
others. The ease in which students complete an activity may have more to do with the
opinions, imagination, experience, versatility, and knowledge they bring to class than
with the level of English required for the activity. Above all, though, the activities are
designed to be enjoyable so that students will be motivated to continue improving their
English.

Some of the more open-ended activities in Let’s Talk are quite challenging. Students
won’t possess all the language they require to participate easily and fluently. There are
several ways of getting around this problem, not all of which will be necessary at the
same time:

* Quickly go through a few vocabulary items students can use in the activity.

* Act out or demonstrate what has to be done.

* Make sure students read through the role information carefully, and ask qucstlons
before they begin (and as necessary during the act1v1ty)

* Encourage students to rehearse role plays before starting them. This may take a
few extra minutes, but it is preferable to the students’ struggling hesitantly through
the activity.

* If any role plays 8o badly, give helpful feedback and then have students run
through them again. This will help students feel they have made progress.

* Remind students that in real life, they won’t have anyone to help them out and
they’ll have to cope by using their limited English resources in similar situations.
The activities in this course will build their confidence in real-life situations.

How can students be discouraged from using their mother tongue ~ and
encouraged to speak only in English?

While using Let’s Talk, students will be participating in enjoyable speaking activities.
The problem is that their enjoyment may tempt them to lapse into their mother tongue
from time to time. When this happens, you might find it helpful to remind them that
every member of the class has a common aim: to improve his or her English. Indeed,
one of the guiding principles of the material offered here is to foster a spirit of
cooperation and friendship in the class and to give students the feeling that they are all
members of a team with a common purpose and a role to play in the success of the
course. Agree together on this rule: “Only English may be spoken in our class” That
may sound like a tall order, but it'’s something everyone should aim for.
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Here are some ideas that may help if your students are finding it difficult to follow the
English-only rule:

* Remind them that your class may be their only opportunity to use English during
the week.

* Demonstrate what to do before the students are split into pairs or groups, using
one of your more confident students as your own partner while the others listen.
This will help everyone get into the discussion or role play more quickly.

* Whenever you overhear a pair or group speaking their own language, remind
them firmly of the rule.

* Separate students who persistently use their mother tongue, and put them with
students who do use English in class. _

* Make sure everyone knows simple transactional phrases that they can use to
manage their interaction. Often these phrases come so naturally in the mother
tongue that it’s difficult to break the habit. To help everyone learn and remember
this, make a list of these phrases on the board (or put them on a poster for the
classroom) and add additional similar phrases as the need arises:

Who's going to begin?

Which role are you going to take?

Whose turn is it?

What are we supposed to do?

What do you think?

[ didn’t hear what you said.

What does this word mean?

Let's ask the teacher about this.

| think we're finished. What should we do now?

What should the teacher do when students make mistakes?

Although most learners using Let’s Talk should already have a basic knowledge of
English grammar, they will still make mistakes. Accuracy is an important aspect of
language learning and should never be ignored, but it is more important for students to
be able to communicate effectively. Many grammatical mistakes don’t seriously affect
communication. No student should be corrected every time he or she makes a mistake.
If that happened, many students would become inhibited and afraid to speak at all!
Actually, mistakes are an essential indicator of what still needs to be learned. On the
basis of the mistakes you overhear, together with the types of questions students ask
you, you can plan any additional practice your class may require.

Students should certainly be corrected when they make serious errors, but it’s usually best
to point out any mistakes that were made affer everyone has completed an activity, rather
than interrupting during the activity. While students are working in pairs or groups and
you're going from group to group to listen in, you might be able to make the occasional
discreet correction without interrupting the flow of the conversation. It’s usually better,
however, to make a note of some of the errors you overhear and point them out later.

In writing, where errors are more noticeable, accuracy is much more important. When
marking students’ written work, you can'’t really overlook some of their mistakes as
you might do if they were talking. However, it’s helpful to show students which of
their mistakes are more serious or less serious, and to distinguish among different
kinds of mistakes.



When your students submit written work to you, ask them to leave a wide margin so
that there’s plenty of room for you to add comments later. Give students a chance to
correct their own mistakes by underlining the incorrect parts and showing in the
margin whether there’s a mistake in grammar (G), word order (WO), vocabulary (V'),
punctuation (P), or spelling (Sp). If there’s a better way of saying something or a
better word to use, you may want to write that in as a suggestion.

And don’t only highlight mistakes: it’s important to give encouragement in equal
measure. A checkmark (v) is a nice way of showing that an idea has been well
expressed. Words of encouragement are even more appreciated — especially if a student
seems to have put a lot of effort into his or her work.

How should the teacher handle new vocabulary?

As they work through Let’s Talk, students will be learning more and more vocabulary.
Some items are presented in special vocabulary exercises, while others occur in context
in the recordings and the reading texts.

In this Teacher’s Manual, the teaching notes for most activities include a glossary that
defines the important new Vocabulary that students will come across in that activity.
The definitions reflect the meanings of the words in the contexts in which they’re used
in the particular activity or task, rather sycrsal contexts.

It is important to limit definition of Vocaﬂﬂﬁnv/% thdséWotds 'fﬁ"a;i are essential to the
task. Students can often complete an actrwmty successrutv-witnout nnaerstanding every
word. In fact, learners should be encourdged to dektopy#tolerange for ambiguity so
they don’t panic when they see an unfamghar Wetd. Bitocdsig @n essential

vocabulary only, you can use your in- clasy tmerhore tliciendy...
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Before presentmg the definition of a word, ask students if they can explain the word. If
no one can, give the meaning provided in the Teacher’s Manual. Alternatively, ask
students to look up the word in a good learner’s dictionary such as the Cambridge
Dictionary of American English. Whenever possible, encourage students to guess the
meaning of a word from its context — an important reading and listening skill. At first,
students may need your guidance, but as their skill develops, they will be able to do
this on their own. Explain that guessing the meaning of a word from its context
involves:

* looking in the text or at the other words in the vocabulary box for clues,

thmkmg about what they know about similar words, and
* using their knowledge of the world.

If students do figure out meanings for themselves, they’re more likely to remember the
new words than if you define the word for them in English, or if you translate it into
their own language.

Students may ask about other words that are not listed in the glossary for a particular
activity. For this reason, it’s a good idea to preview the activities and the tapescripts of

the recorded material so as to be prepared to answer questions about any potentially
difficult words.



You may discover that some of the vocabulary used in Let’s Talk is “low-frequency.”
These may be expressions that are not often used in everyday conversation, but
students should get used to encountering and coping with such low-frequency words.
In many cases, they will be able to guess their meanings from the context.

In some exercises, students are expected to use dictionaries to look up the meanings of
unfamiliar words. Any kind of dictionary is suitable for these exercises, even a small
bilingual dictionary, but you may prefer to recommend that your students use an
English-to-English dictionary.

How can a teacher help students build their vocabulary?

Recommend that students circle or underline new and/or relevant words and
expressions in their Student’s Book. Highlighting is particularly effective because that
way the language they want to remember “jumps off” the page, reminding them of the
vocabulary items and showing the words in contexts. Just leafing back through
previous lessons in their free time (on the train or bus, for example) will help them
review vocabulary easily and effectively.

Students should be encouragcd to record new Vocabulary in other ways as well.

Suggest that they maintain a vocabulary notebook - orgamzed in one of two ways:
¢ alphabetically (like a dictionary) or
* by topic or subject matter.

Making the most of the Let’s Talk activities

The Student’s Book and Teacher’s Manual have been designed to ensure that both
students and teachers enjoy and benefit from their experience with Let’s Talk. Here are
some insights about particular aspects of the course that may be helpful.

Listening activities

The listening activities give students practice in listening to authentic English
conversations and encourage them to develop skills that make them better listeners.

- The tasks are designed to help students understand the main points of the listening
passage. Students are discouraged from listening to every single word and worrying
about what they don’t understand.

Listening is a skill that requires students to concentrate on what they do understand.
For example, if a speaker does not pronounce a word clearly, there’s no point in having
the students worry about what the word is if it means that he or she stops listening to
what the speaker says next. Just as in real life, we often have to ignore the words we -
don’t understand and concentrate on the main points that are being made. It would be
impossible for students to acquire this skill if the only English they were exposed to
was slow and simple. Using the Let’s Talk recordings and accompanying activities will
help students acquire this essential listening skill.

Read/listen activities

The Student’s Book contains authentic newspaper and magazine articles presented as
“Read/listen” tasks. Students read a short text that has a number of words missing



from it. Their challenge involves first guessing the missing words and then listening to
confirm their guesses. This kind of exercise forces students to read the text very
carefully and think about the ideas it contains. The recorded reading also demonstrates
how the words are pronounced and helps students make more sense of the text. Many
of the Read/listen activities are followed by comprehension exercises and discussion
questions that give students a chance to react to the reading.

Communication tasks

An important part of the Let’s Talk course is the communication task, which appears in
nearly every unit. The purpose of these communication tasks is to simulate real-life
conversations. One characteristic of everyday conversation is that when we talk to
another person, we don’t usually know exactly what information the other person has
or what the other person is going to say. This gap in knowledge is called an
“information gap.” The communication tasks in Let’s Talk create information gaps that
exist i typical conversations.

In the communication tasks, students are directed to separate sections at the back of -
the book. Each person 1s given a different set of information and can’t see his or her
partner’s information. Students need to find out what their partners know and tell their
partners what they know. You will find that students will be motivated by the desire to
exchange information in the realistic situations presented. In this way, information gaps
will be created and bridged - and meanmingful communication will take place. There is
a brief description of each communication task in its related procedure section in the
Teacher’s Manual. To get the most benefit from the communication tasks, allow the
students enough time to complete them - and, before they begin, tell them
approximately how much time they should spend on them.

Review puzzles

There are 16 vocabulary puzzles in the Student’s Book, each puzzle reviewing the
vocabulary introduced in the corresponding unit. Some of the crossword puzzle-type
clues are more difficult than others, and students should realize that it’s sometimes best
to skip a difficult clue and come back to it later. The puzzle pages shouldn’t present
any serious problems since many students will have had experience with similar
puzzles in their own language.

Many students will prefer to do the puzzles on their own. Allow time for students to
check their answers during the next classroom session. However, if you have some
spare time in class, students may enjoy working on the puzzles together in pairs. The
answers appear in the Teacher’s Manual at the end of each unit.

Self-study

The CD at the back of the book contains many of the recordings used in the
classroom. There are also self-study exercises for students to do using the CD. The
listening sections on the CD are taken directly from the units themselves. Students can
use these pages on their own if they have difficulty with an activity in class or just want
additional listening practice. It’s best if students do these affer you finish the lesson in
class. The 3¢ symbol in a lesson indicates that the recording — or part of it — is on the
self-study CD.

X1



Grammar reference

There is also an eight-page grammar reference section at the back of the book. This
includes much of the grammar that 1s taught at the particular level and will help
answer any questions students may have about structure.

Options and extension activities

The Teacher’s Manual often includes suggestions for warm-up or extension activities as
well as alternate ways of handling a task. A teacher should feel free to use or ignore
them as appropriate.

In some lessons, additional activities are suggested in the Teacher’s Manual for use at a
teacher’s discretion. These follow-up activities are usually games or discussion tasks
that will be valuable if students seem particularly interested in one of the topics.

Writing activities

Although Let’s Talk is predommantly a course in speaking and listening skills, you may
want your students to do some writing exercises as part of the course. To facilitate this,
there is a suggested writing activity at the end of every unit in the Teacher’s Manual.
To do the activity, the students will need to spend some time preparing in class. The
written work should be assigned as homework.

Here is a suggested procedure:

1. Begin by brainstorming ideas with the class, making notes of the best ideas on the

board.

2. Put the students into pairs, and have them make notes on what they’re going to
write. (Students make their own notes but should offer their partners support and
encouragement.)

. Have students do the written assignment at their own speed outside of class.

. Have students show their completed work to the same students they made notes
with in step 2. The students suggest minor improvements and react to what they
read.

. Ask students to hand in the improved work to you for comments.

. Comment on the written work. When commenting, try to maintain a balance
between accuracy and expression. In other words, too many corrections may
dampen a student’s desire to communicate.

7. Hand back the work, and go around the class making sure everyone reads their

corrections and has a chance to respond to the corrections.
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The “To the student” page

Before you begin Lesson 1A, make sure that your students understand the contents of
the “To the student” page in the Student’s Book. It’s important that the ideas expressed
on this page don’t come as too much of a surprise to the students when they begin
work.

I hope you enjoy using Let’s Talk!

(s I



