Competency:  Provide Complete Name, Address, and Telephone Number in English

	Lesson Overview:  Students will learn vocabulary associated with names, addresses, and telephone numbers.  Upon completion of this lesson, students will be able to provide this information in both oral and written forms.  If the lesson plan material is too basic for the students, please look at the optional activities for additional class work.

Cultural Notes:  It is important for ESL students to know that, in America, people generally have first, middle, and last names.  We want to help our students consistently use their first, middle, and last names so that they can reliably complete employment applications, applications for services, financial documents, medical records, etc.

If students have more than first, middle, and last names, as some native English speakers do, they will need to determine which of their names will be designated as first, middle, and last.

This lesson plan includes:

1. Name, Address, and Telephone Number Pre-Test

2. Name, Address, and Telephone Number Vocabulary Flash Cards

3. Name, Address, and Telephone Number Vocabulary, Part 1 

4. Name, Address, and Telephone Number My Name

5. Name, Address, and Telephone Number Write Your Name Practice

6. Name, Address, and Telephone Number Filling Out Forms

7. Name, Address, and Telephone Number Using My and Your

8. Name, Address, and Telephone Number Listening Activity:  My and Your

9. Name, Address, and Telephone Number Interview Students 

10. Name, Address, and Telephone Number Conversation:  Names
11. Name, Address, and Telephone Number Listening Activity:  Names
12. Name, Address, and Telephone Number Vocabulary, Part 2

13. Name, Address, and Telephone Number Parts of an Address

14. Name, Address, and Telephone Number My Address

15. Name, Address, and Telephone Number Punctuation:  Use a Comma Between a City and State

16. Name, Address, and Telephone Number Write Your Address Practice

17. Name, Address, and Telephone Number Conversation:  Addresses
18. Name, Address, and Telephone Number Vocabulary, Part 3

19. Name, Address, and Telephone Number Write Your Telephone Number

20. Name, Address, and Telephone Number Conversation:  Telephone Number
21. Name, Address, and Telephone Number My and Your Practice

22. Name, Address, and Telephone Number Post-Test
23. Referenced books or text
Pre-Test and Post-Test Information:

The Post-Test is a parallel form of the Pre-Test.  Both tests assess the students’ vocabulary recognition/knowledge and oral ability.  The first part tests written proficiency.  The second part tests oral proficiency.



	Approximate Time:  2 hours



	Prerequisite Skills:  Students must be able to read and write simple words in English.  They must be able to recognize numbers 1-9 and 0.  

Prerequisite Vocabulary:

city(ies)









number(s)

state(s)



	Vocabulary: 

address(es)

apartment number(s)

area code(s)

complete name(s)

first name(s)

house number(s)

last name(s)

middle name(s)

my

name(s)

Post Office Box(es)

sign

signature(s)

street(s)

telephone number(s)

write

your

zip code(s)


	Optional Vocabulary:

avenue(s)

boulevard(s)

circle(s)--noun

court(s)

highway(s)

lane(s)

road(s)

place


	Materials Needed:  Notebooks for students with lesson materials inserted, whiteboard and/or flip chart, erasable markers, eraser, flash cards, and prizes or rewards for reinforcement.



	Equipment Needed:  Portable cassette recorder, and blank cassette tape(s).


	Activities:

1. Explain the purpose of the lesson and of pre-testing.  As much as is possible, given the language barrier, explain how pre-testing and post-testing will be used.

2. Give each student the Name, Address, and Telephone Number Pre-Test.  The first part of the test is written.  Do not allow them to copy any information from a driver’s license or other documents they may have.  Use student information records to check for accuracy. 

Call individual students into the hallway or an adjacent room for the Oral Component of the test.  To pre-test oral communication, have each student, one at a time, tell the instructor his/her name, address, and telephone number.  Be sure to write down his/her exact responses in the second column of the oral pre-test.  (It is strongly suggested that you use a tape recorder and tape students’ responses for future playback.)  

Grade the students on a scale from 1 to 5 on each of the following areas:  Accuracy of Information, Pronunciation and Clarity, and Student’s Comfort Level.  Score the students’ responses by using the following scale and record the rating in the appropriate columns on the oral pre-test:

1=student could not perform the task

2=student had some difficulty

3=student performance was fair

4=student performance was good

5=student performance was excellent

Score and retain in student portfolios.

3. Explain the purpose of the lesson (to learn to say and write their name, address, and phone number in English).

4. Briefly review the prerequisite vocabulary.  Make sure that the students understand the pronunciation and meaning of each word.  Use examples, pictures, and objects as necessary.

5. Introduce new vocabulary.  Give students the Name, Address, and Telephone Number Vocabulary Words, Part 1.  Use and display the Name, Address, and Telephone Number Vocabulary Flash Cards while introducing new vocabulary for this lesson. 
a. Pronounce the vocabulary words, having students repeat after you.
b. There is no vocabulary definition handout for this lesson; therefore, carefully explain each word and made sure that students understand the meanings.

6. Demonstrate first name, middle name, and last names.  You may want to start out first by writing your own name on the board and pointing to or otherwise noting your first, middle, and last names.

7. Ask each student to say his/her name.

a. Depending on the students’ native country, you may have to help the student determine which of his/her names he/she wants to use as a first, middle, and last name.  As stated in the lesson overview, this is not an attempt to “Americanize” the students’ names, but rather an attempt to teach them to select a first, middle, and last name to consistently use for student records, employment applications, financial records, medical records, etc.  Give examples of how using different last names may cause a problem.  Use Name, Address, and Telephone Number My Name.  Review as necessary.

b. Have each student say his/her first name.

c. Have each student say his/her middle name.

d. Have each student say his/her last name.

e. Have each student say his/her complete name.

8. Have students practice saying their first, middle, last, and complete names by randomly asking students the following:

a. What is your first name?

b. What is your middle name?

c. What is your last name?

d. What is your complete, whole, or full name?

9. Have students write their names using the Name, Address, and Telephone Number Write Your Name Practice.  Point out to students that this exercise is written the way it may look on various forms.

10. Have students write and sign their names using the Name, Address, and Telephone Number Filling Out Forms.  This handout will give them additional practice on completing forms that ask for first, middle and last names and signatures.

11. To clarify the use of the words “my” and “your”, explain the information on the Name, Address, and Telephone Number Using My and Your.  Then have students complete Name, Address, and Telephone Number Listening Activity: My and Your.  Carefully check students’ work and review orally.

12. To practice listening, speaking, and writing, have students interview one another using the Name, Address, and Telephone Number Interview Students.  Make sure that they have the opportunity to move around the room to conduct their “interviews” saying to one another, for example, “Hi, what is your first name?” and “Hi, what is your last name?” and so on.

13. To practice conversation, use Name, Address, and Telephone Number Conversation:  Names.  
a. Read the conversation aloud to the students as they follow along.  Answer any questions students may have about the conversation at this time.
b. Read the conversation again while students repeat after you.  Be sure that you read only short sentences, phrases, or a few words for students to repeat.  Listen for pronunciation errors and correct as needed during the exercise or review difficult words afterward.
c. Students should then practice the conversation in pairs.  Instruct them to practice both roles.  Monitor conversation practice while listening for pronunciation errors.

d. Allow students to volunteer to read the conversation aloud to the class.
14. Using Name, Address, and Telephone Number Listening Activity:  Names, read each vocabulary word aloud and have the students circle the correct word.  Review orally as a class.  
Call out the following words:   1.
name

2. NAME

3. Name

4. Last

5. LAST

6. last

7. Middle

8. Middle

9. MIDDLE

10. First

11. FIRST

12. first

15. Before moving on to the next section of this lesson, make sure that students can 

a. pronounce their names so that they can be easily understood by individuals who do NOT speak their native language(s), 

b. write their names legibly and in correct order, 

c. identify their first, middle, and last names, and

d. answer oral questions about their names.

16. Introduce additional vocabulary.  Give students the Name, Address, and Telephone Number Vocabulary Words, Part 2.  Use and display the Name, Address, and Telephone Number Vocabulary Flash Cards while introducing new vocabulary for this lesson. 

a. Pronounce the vocabulary words, having students repeat after you.
b. There is no vocabulary definition handout for this lesson; therefore, carefully explain each word and made sure that students understand the meanings.

17. Point out the various elements of an address using Name, Address, and Telephone Number Parts of an Address.  You may want to start out by writing a fictitious “personal address” on the board or make up an address.  

18. Ask each student to say his/her address.

19. Have students practice saying their addresses by randomly asking the students the following:

a. What is the name of your street?

b. What is your apartment or house number?

c. What is your city?

d. What is your state?

e. What is your zip code?

20. Have each student write his/her address on Name, Address, and Telephone Number My Address. Check papers for accuracy and give students feedback. 

21. To teach this lesson’s punctuation rule, use the Name, Address, and Telephone Number Punctuation—Use a Comma between a City and State.  To introduce this, read and explain the rule and example in the instructional box at the top of the handout.  Give other examples as necessary.  Tell students to complete items 1-8 independently.  Review answers orally.

22. Have student’s complete Name, Address, and Telephone Number Write Your Address Practice.  Review for accuracy and give students feedback.

23. Have students exchange the completed Name, Address, and Telephone Number Write Your Address Practice and read them aloud to the class.  You may also want to pair students for this activity.

24. To practice conversation, use Name, Address, and Telephone Number Conversation:  Addresses.  
a. Read the conversation aloud to the students as they follow along.  Answer any questions students may have about the conversation at this time.

b. Read the conversation again while students repeat after you.  Be sure that you read only short sentences, phrases, or a few words for students to repeat.  Listen for pronunciation errors and correct as needed during the exercise or review difficult words afterward.

c. Students should then practice the conversation in pairs.  Instruct them to practice both roles.  Monitor conversation practice while listening for pronunciation errors.

d. Allow students to volunteer to read the conversation aloud to the class.

25. Prior to introducing telephone numbers, make sure that the students recognize numbers 1-9 and 0.  
26. Introduce additional vocabulary.  Give students the Name, Address, and Telephone Number Vocabulary Words, Part 3.  Use and display the Name, Address, and Telephone Number Vocabulary Flash Cards while introducing new vocabulary for this lesson. 

a. Pronounce the vocabulary words, having students repeat after you.
b. There is no vocabulary definition handout for this lesson; therefore, carefully explain each word and made sure that students understand the meanings.
27. Point out the various elements of a phone number using the Name, Address, and Telephone Number Write Your Telephone Number.  You may want to start out by writing the college’s telephone number on the board or make up a phone number.  After thoroughly explaining this, have students complete the items on the handout.  Check students’ work and give feedback.

28. To practice conversation, use Name, Address, and Telephone Number Conversation Telephone Numbers.  
a. Read the conversation aloud to the students as they follow along.  Answer any questions students may have about the conversation at this time.

b. Read the conversation again while students repeat after you.  Be sure that you read only short sentences, phrases, or a few words for students to repeat.  Listen for pronunciation errors and correct as needed during the exercise or review difficult words afterward.

c. Students should then practice the conversation in pairs.  Instruct them to practice both roles.  Monitor conversation practice while listening for pronunciation errors.

d. Allow students to volunteer to read the conversation aloud to the class.

29. For additional practice using “my” and “your” and other vocabulary, have student’s complete Name, Address, and Telephone Number My and Your Practice worksheet.  Review carefully and give students feedback.

30. Wrap-up this lesson by giving the Name, Address, and Telephone Number Post-Test.  Repeat the same process used for the Name, Address, and Telephone Number Pre-Test.

Show students their Pre-Test and Post-Test.  Discuss the improvements they have made and/or areas that are still weak.  If you taped their responses, let them listen to them.  Note pronunciation improvements.



	Assessment/Evaluation of Learning:

1. Instructor observation of students’ participation.

2. Evaluation of completed worksheets/handouts.

3. Comparison of performances on the Pre-Test and Post-Test.
4. Instructor generated assessments.


	Optional or Follow-up Activities/Ideas:

1. The Oxford Picture Dictionary, Oxford University Press, “Personal Information”, page 4.

2. Word by Word Basic Picture Dictionary by Steven J. Molinsky and Bill Bliss, “Personal Information”, pages 2-3.

3. Lifelines 1 Coping Skills in English by Barbara Foley and Howard Pomann,  “Your Name and Telephone Number”, pages 10-11.

4. Contemporary English Literacy by Janet Podnecky, “What’s Your Name?”, pages 17-24.

5. To practice “signing” their names, have students write their names on the board each time they come to class for several class sessions.

6. Take pictures of students individually.  Have the students paste their photos on a piece of construction paper and “label” the picture with their complete name.  Post the pictures and names in the classroom.

7. Students can write down their family members’ names and identify first, middle, and last names.

8. Have students practice writing addresses on different forms and envelopes.
9. Have students role-play a doctor's office scenario of a receptionist asking for a patient's name, street (spelling), city, state, zip code, and telephone number.  The "receptionist" writes down the name as the "patient" spells it, then show the person the written address and asks, "Is this right?"  You can also have the students review first and last names doing this exercise.
10. Introduce and explain the abbreviations of the vocabulary and/or optional vocabulary.
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