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INTRODUCTION
 

Before tutors and students can begin planning lessons, goals need to be set according 
to those expressed by the student and his/her existing level of English. Once the goals 
have been set (to gain employment, to be able to shop independently, to be able to 
communicate with their children’s teachers, etc.) then the planning can begin. 

This packet (1 of 10) has been developed to assist tutors in creating lessons that will 
help students in a practical manner in their every-day life. Life skills are listed under 
each topic or subject with ideas for practice activities. The use of real-life material, e.g. 
actual application forms, the telephone directory, the newspaper, in the lesson provides 
the student an opportunity to practice in a safe, non-threatening environment. Some 
examples of real-life material are included. 

To give the tutor and the student satisfaction that progress is being made toward the 
goals, an Achievement Log has been developed. The log is for the recording by the 
student of those accomplishments achieved beyond and outside the lesson time. It 
might be that your student can now make phone calls, help a child with homework, write 
a note or fill out an application form. An awareness of these changes will motivate your 
student to set the next goals. 

Materials for These Techniques 

Newspapers 3” x 5" index cards 
Forms Colored markers 
Telephone Directories Post-It Notes 
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SCHOOL AND COMMUNITY 

Here are some life skills that can be used as the basis for a lesson with 
suggestions for practice activities. 

School 

1.	 Register a child at school. 

Suggestions:  Collect forms from the school. Discuss, read the forms, and 
practice filling them out. Explain how “date of birth” should be recorded. 

2.	 Understand physical examination and medical requirements. 

Suggestions:  Together discuss the requirements, e.g. when and where the shots 
are given. Select those words from the form that the learner does not know or 
understand, and practice filling out the forms. (See pages 9-11). 

3.	 Make a call to the school. 

Suggestions:  Find out what system the school uses for parents to communicate 
with the school, e.g. reporting absences, making an appointment with a teacher, 
talking with the school nurse. Role play making the call. (See pages 15-16). 

4. 	 Write a note to the school. 

Suggestions:  Discuss when a note should be written. Practicing writing a note 
for different circumstances, e.g., to excuse a child from physical education class, 
to ask a teacher about an assignment, to request early dismissal for a doctor’s 
appointment, to thank a teacher for helping a student, to explain why a student is 
tardy. 

5. 	 Read and understand letters and notices sent home from school. 

Suggestions:  Collect a variety of notices, e.g., parent-teacher conferences, 
school uniform regulations, shortened school days, school trips. 

6. 	 Read and understand report cards. 

Suggestions:  Collect a report card from the school. Discuss the card. 
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7. 	 Read and understand school publications and policies. 

Suggestions:  Collect a variety of school publications, e.g., high school course 
description book, handbook, absenteeism policies, newsletters. Read and 
understand the content. 

Community 

1. 	 Greet people appropriately in different situations. 

Suggestions:  Together practice greetings for different times of the day and 
evening and for different situations. 

2. 		Make introductions. 

Suggestions:  Discuss the etiquette of making proper introductions. Together 
practice introducing oneself and others. 

3. 	 Ask useful, everyday questions. 

Suggestions:  What is your name?

 I do not understand. Can you repeat that please?

 Where is the restroom?

 Could you please speak more slowly.

 Excuse me, what does that mean?

 Could you please pass me the ___.
 

4. 	 Respond to questions. 

Suggestions: Where do you come from?
 
Can you speak English?
 
What is your name?
 
I’m here to fix your furnace. Where is it located?
 

5.	 Express thanks and make apologies. 

Suggestions:  Together practice thanking for something and apologizing for being 
late or for a mistake. 

6.	 Write notes of thanks or invitation. 

Suggestions:  Discuss what notes might be written. Practice writing the notes. 
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7.	 Get a library card. 

Suggestions:  Visit a library. Obtain the necessary information for joining a 
library. Practice filling out library forms, e.g. application for library card, 
application for reciprocal borrower, agreement for Internet use. (See page 12). 

8.	 Ask for information at the library. 

Suggestions:  Discuss what types of information can be obtained at the library, 
e.g. books, magazines, newspapers, pamphlets, reference books, recordings, 
videos, microfilmed documents. Practice asking questions regarding library 
procedure, e.g. How do I renew these books? Are these books overdue? How 
long may I use the computer? 

9.	 Use a catalog to find information in the library. 

Suggestions:  Visit a library. Find out what system the library uses. Practice 
looking for information using the catalog system. 

10. 	 Use the library computer to access the Internet. 

Suggestions:  Visit a library that has Internet access. Practice accessing the 
Internet to find information and using a free e-mail account. 

11.	 Read and understand community services, e.g. how to register for park district 
classes, what city licenses are required and where they can be obtained, what 
services are provided by the city. 

12.	 Read community newspapers to find resources and community activities. 

13.	 Locate the phone number and address of government offices, e.g. Social 
Security, county health department, Department of Immigration and 
Naturalization and local important phone numbers. (See page 13). 

14.	 Use a map of the community 

Suggestions:  Discuss how to read the map and practice tracing routes from the 
student’s home or place of work to other locations in the community. Learn the 
names and locations of important places in the community, e.g. parks, 
government offices, library, train station, bus stops, etc. (See page 14). 
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15.	 Understand and give directions. 

Suggestions:  Practice giving directions to the student’s home or place of work. 

16.	 Learn about the public transportation system 

Suggestions:  Read and understand route maps of the public transportation 
system. 

17.	 Read about the history of the community. 

Suggestions:  Obtain information from the library, chamber of commerce, or real 
estate offices on the history of the community. 

18.	 Read advertisements from local businesses and individuals 

Suggestions:  Obtain copies of handbills, flyers, newspapers, and general 
mailings for reading. Tour neighborhood bulletin boards in grocery stores and 
churches and read the notices. Practice writing a notice for posting. 
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