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1 vol. List of Basic Chinese-Cantonese
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Recorded Material: 140 reels Instructional Units 1-140

60 reels Language Laboratory Practice Units
1-60

10 reels *Formal Testing Units 1-10
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MF 30-8444

1 reel "Mighty Chinese Armed Forces'
USALS 86 '
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PRINTED MATERIALS

This volume contains the approved answers or approved trans

lations of Instructional Units 1 through 140.

Approved Answers. The approved answers are for Questions

contained in Instructional Units 1 through 90 and 120 through

140.

Approved Translations. The approved translations are for

Interrogation, Translation and Interpreting Materials contained

in Instructional Units 91 through 119,

Both the approved answers and approved translations are
calligraphed in Chinese characters and are for the Classroom
supervisor or instructor's use only.

No recorded matcrial is necessary for this volume.
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TEACHING TECHNIQUES
The following general teaching techniques and directives
for classroom management are stated as guides for classroom

supervisors and instructors:

Preparation for Instruction.

1. Check the schedules. They give an overall picture of
what is to be done, who is to do it, and when and where it is .
to be done. They serve as a starting point for preparing the
lesson.

2. To utilize the time available for lesson preparation
to best advantage, make an estimate of the teaching situation
by determining what to do and how tb do it, go over the text
assigned for the hour. Be thoroughly familiar with the
material. Prepare a lesson cutline or lesson plan. The lesson
plan is a written digest of how the instructor is going to
teach a particular class. It indicates what material to teach
and contains supplementary material for the specific hour, in
what order to teach it, and exactly what procedures to use.

3. Assemble the training aids needed for the class.
Remember the importance of training aids. If a tape recorder

is to be utilized, make sure that tapes are available and

that they do not contain irrelevant recordings. Make sure that
all papers or examinations are corrected and returned to

students, if the hour calls for return of these.
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4. Check with the supervisor if there are questions peor-

taining to the class to be taught.

5. Check the classroom a few minutes before instructicn

is to begin. Ask the instructor who taught the preceding clas.

for any pertinent information. Do not be tardy.
6. Instructor will wear name tag during all classes.

7. Name plate will be affixed to classroom door.

3
m
F

8. Instructors will be especially conscious cf . rsoy
neatness. Shoes will be shined, hair cut, etc.

Freparing the Classroom.

1. Check ventilation. See that air is fresh. At least
one window should be;open to provide circulation during the
hour.

2. Temperature. The Classroom will be kept cocl, burt
not uncomfortably so. An overheated Classroom makes the
students feel drowsy.

3. Insure that chalk is available in classrcorn.

4. Instruction will start immediately after the ringing
of the bell.

Classroom Instruction.

1. The class will be started at a brisk tempo and will

be maintained during all drill classes. The amount of oral
practice each student gets is of the utmost importance, The

instructor must strive toward maximum student participaticn.
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Only through oral practice will the student be able to acquire
oral proficiency.

2. Instructor will be snappy, alert and enthusiastic.
Enthusiasm is the outward expression of the instructorts
interest in his subject, and of his real concern about the
student and his progress. Enthusiasm is contagious. When
the instructor shows that he wants to teach a particular
academic subject and is deeply interested in it, the students
accept that evaluation of the subject, and the importance of
the course.

3. Establish eye contact. 1look at and talk to students.
Do not ask questions while 1ookiﬁg cut through the}window or
while examining the floor. Give students the feeling that
they are being addressed individually.

4. Smile. Establish crisp but pleasant relationship
with the class. Show interest in each student. Make sure
that all students get an equal chance to answer questions.

Do not show favoritism.

5. Introduce a judicious amount of humor. Be alert to
unexpected opportunities. However, do not make fun of a
student or laugh at him. Never use sarcasm Or ridicule.
Never talk down to a student. These acts destroy his motiva-

tion and close his mind to learmning.
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6. Be sincere in attempting to communicate with students,
Language is communication. Show by action and expression thart
this is 'conversation®, not a highly artificial situation.

7. Maintain classroom decorum.

8. The instructor should conduct all of his classes in
a standing position. This does not mean that he cannot $1it
down from time to time. However, he should not remain static
in a sitting position for extended periods. Move around, .-
not to the point of distraction.

9. Ask questions first then indicate which student is rtc
answer. Do not qirect questions in a given order, so thar th-
students can anticipate their turn, rather skiﬁ and jump.
Retain an element of surprise. It prepares all the studentc
to answer the question.

10. English will be eliminated from the classroocm (excer -
special and unusual circumstances).

11. Get meaning across. Use pantomime if necessarv, Hak;
use of pictures and training aids. Be inventive and alert.

12. Speak out, distinctly and with good volume, but ic ncet

shout or speak unnaturely. Insist that students also sp=ak up.

Do not accept mumbling or hands in front of face when rceciting.
13. Require prompt response. Use judgment and tact.

14, Correct mistakes. However, use judgment. Do nct
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discourage a student by being unreasonable. Never lose patience.
Slowness or inability to grasp a structural.element or reproduce
a souﬁd may mean that the instructor has failed to teach, not
that the student has failed to learm.

15. When a difficult gquestion cannot be answered, get
the correct answer to the class during a break or during a
succeeding class.

16. Follow lesson assignment closely. Do not engage in
conversation not directly connected with the iesson. Do not
discuss any controversial matter with the students.

" 17. Eliminate wasted movements and waste motion. Slight
delays between exercises can be uéed to advantage for chorus
repetition, short question-and-answer drills, and so forth.

18. Look ahead.' Foresee the next move. The instructor
must always be ahead of the student.

19. Watch time allotment for each exercise or step
during hour. Do not spend too much time on a given situation.
Finish teaching assignment on time. 1f this is nct done,
someone must do it the following hour.

20. Do not criticize or attempt 1o pr;ve a colleague
incorrect, who has previously made a statement or explained
something to the class. Remember that students of ten misunder-

stand, because of the foreign language. Guard against statements

vii



CHINESE-CANTONESE REFRESHER COURSE

INSTRUCTOR'S MANUAL

which might be construed as unethical. Don't ever criticize the
text material,

21, .If any student has questions outside the scope of
Class assignment, refer him to the higher echelons. Do not
offer explanafions or make decisions on matters which are the
responsibility of someone else.

22. Dismiss class exactly at the apointed time.

23. If a visitor enters the class during instructicn, ths
instructor will not stop or turn around to loock at the visitor,
Class will continue without a break. All visitors enter the
<lassroom to observe‘the instruction and to see the students
under normal scheduled teaching situations.

Duties Following Classroom Instruction.

1. Pass on any necessary information to the instructor
who is teaching the next class.

2. As soon as possible discuss any pertinent information
relative to the hour with the supervisor.

3. Make notes on individual student class performance as
soon as possible after class is completed. Take enough time

to evaluate performance effectively,
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