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Preface to the Instructor

Teacher’s Manual

The Teachers Manual includes the course overview, which states the purpose of the course, the learning objectives, the methods and materials used, the course length and time guideline, and the evaluation plan.  There are also chapters on Competencies and Performance Standards and CASAS (Comprehensive Adult Student Assessment System) Employment Competencies to give you background information on the skill areas targeted in this course.  The overview material is intended to give you a good introduction to the course in preparation for teaching; however, it is best if a new instructor can take a two to three hour orientation workshop on the course if possible.

Course Overview Section

The information in this section will give you the overall concept of the course, its purpose and objectives.  You will find information on the methods and materials needed or recommended for the course.  A timeline guide is given, followed by a paragraph on the criteria and methods for evaluation.

Test Section

This section of the teacher’s manual contains the pretest and posttest you should administer in the course.  The answer keys are also provided in this section.  The test can be photocopied from your guide, printed from the course CD, or downloaded from the Internet if you prefer.  It is recommended that you look over the test and answer keys before you give it to the class.  

Teacher Learning Plans

This section of the teacher’s manual is the nuts and bolts of the course.  You will find 16 lesson plans that include class notes, student learning plans, class exercises and answer keys.  At the back of this section, there are two record keeping forms to help you and the students keep track of each student’s progress.  They are referred to as the Learning Objectives and Achievement Record and the Class Assignment and Tests Record.  It is important to familiarize yourself with how the record keeping system works.  It is an integral part of the curriculum and helps students develop their record keeping skills.

Student’s Binder Contents

Each student is given a binder that contains Student Learning Plans 1-16.  It includes illustrative notes, class assignments, the Learning Objectives and Achievement Record and the Class Assignment and Test Record.  The teacher has all of these materials in the Teacher’s Manual.  It is strongly advised that the instructor read both the Teacher Learning Plan and the Student Learning Plan in preparation for a lesson.

Structure of a Lesson

On the first page of every Teacher Learning Plan there is an outline of the lesson’s objectives, the linked CASAS abilities, required materials, evaluation criteria and paperwork needed.  Each lesson is divided into time blocks of teacher demonstration or student activities totaling 2 hours.  The lessons are presented in table format for the instructor.  The list of tasks to be covered is on the left; notes to the teacher are on the right.  The basic routine of each lesson involves a pre-reading orientation, teacher demonstration, student practice, evaluation, reflection and record keeping. Many concepts and skills are recycled within the course to reinforce comprehension and skill competency. It is important to consistently proceed through every step of the lesson structure mentioned above in order to maximize student success.

Record Keeping

In the first few lessons, it is very important to teach students how to complete the Student Learning Plans and record keeping forms correctly.  Overhead transparencies are provided in the beginning lessons so you can go through the process with your class.  After lesson 3, students should be able to do most of the record keeping on their own.  After each class, however, you will need to help them complete the Learning Objectives and Achievement Record by reviewing what lesson objectives were covered and asking the students to check these off on their record table. The objectives that the students check off are always given at the end of each lesson.  At first, students will check off new learning objectives in the Beginner column of the Learning Objectives and Achievement Record.  As they gain more practice, they can begin to check off those same learning objectives in the Improving and Competent columns when the teacher thinks they have improved sufficiently. 

Administering the Pretest and Posttest

The Pretest is given after lesson one.  The student is basically on the honor system, as he or she must answer yes or no to being able to perform each computer skill.  Some answers are not easy to verify unless you are directly observing them.  Ask the students to be honest in the evaluation of their ability on each question. You will find out sooner or later whether they have a certain skill or not.  The posttest is given in the last or second to last class of the course, depending on whether you must give an English final test or not.  The posttest mirrors the pretest and gives a clear indication of a student’s progress in the course.  

Materials and Equipment Required

A computer projection system is recommended for teaching this course.  Demonstrations can be done with students gathering around a computer, but this will hinder time efficiency.  At the bare minimum, you must have a computer lab that is connected to the Internet, a white board or flipchart, and an overhead projector.  On the first page of every Teacher Learning Plan you can see the material required for that particular lesson.

Web Page Guide

This page is found at the back of the teacher’s manual.  It gives you a list of the web pages used in this course as well as some additional sites you may find useful.  It gives you the web page address for this course in case you want to download any of the course pages from the Internet.  If you know of websites that provide better reading or listening exercises for students than what this course offers, please use them, and let me know what you found.  I am always interested in finding new and helpful web pages.

Lesson Length

Each lesson is 2 hours long with no official break.  I allow students to take a short 5 to 10 minute break only during the student practice time if needed.  In general, I have found that most students are able to handle the two-hour period with no need for a break.
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