We hope that you find this handbook useful. It contains a basic introduction to teaching English as a foreign language, language competitions and programmes along with an English exam. There are also detailed vocabulary lists relating to schools, subjects and English grammar. The final section contains language activities that can be adapted to different age ranges and abilities. The intention in compiling these resources was to help ALT’s in their teaching and working lives in schools and offices. As a disclaimer, allow us to say that no handbook like this can ever be fully comprehensive.
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Section A

Teaching Theory

ALT & JTL Communication

Problems between ALT’s and JTL’s often occur because of the issues which arise out of cross-cultural communication. As the ALT becomes more confident in his/her understanding of the host culture, these problems can disappear. However, ALT’s sometimes remain hesitant about pursuing their ambitions for the classroom. This may be caused by an apparent lack of support from the JTL, but whatever the reasons, it is not uncommon to find that ALT’s and JTL’s teaching relationships have not developed beyond the initial hesitant stages. This section might be used by both ALT’s and JTL’s to counter that.

questions for consideration

The following questions are intended to encourage ALT’s and JTL’s to discuss their roles and consider teaching styles. This is especially important for ALT’s when they start work in a school at the beginning of their time on the JET Programme. When lessons begin again in August, the school will already be one term into the academic year. In order to adjust quickly to the demands of the students and the expectations of the JTL’s, the ALT should raise the following issues. It is perhaps more important that these questions are considered and discussed rather than answers found.

Team-teaching

· What role should the ALT/JTL play in successful team-teaching?

· Are there any cultural points that you think are relevant to team-teaching?

Motivation

· What role can the ALT/JTL play in motivating the students?

· Are there any cultural points that are relevant to motivation?

· What is the motivation for your students to learn English?

· Are there problems with motivation in your classes? Why or why not?

Shido (Guidance, Direction, Advice)

· What role do you think the ALT should play in shido?

· Are there any cultural points that are relevant to shido (education philosophies, etc.)?

Internationalisation

· What role can the ALT play in internationalisation?

· What does internationalisation mean to your students?

atmosphere

The JTL and ALT can together create an atmosphere to encourage the students to study and communicate in English.

The JTL and ALT can make the English class atmosphere different to other classes (e.g. a variety of simple English greetings and gestures).
The JTL and ALT can use English as much as possible. The students don’t have to understand everything. The students will get used to listening to a foreign language and be more encouraged to speak if the ALT and JTL are communicating in English.

The JTL and ALT can encourage the students to speak by praising any answer or any spoken English from the students. Mistakes are OK. The JTL shows by communicating with the ALT in a foreign language and by himself/herself making mistakes that accuracy is not that important.

In any class (Writing, Reading, General, OC, etc.) the JTL and ALT can talk about and demonstrate different cultures. The JTL can ask the ALT cultural questions about the text, or ask the ALT to demonstrate some cultural point. If culture is taught together with language, then the academic level of the lesson is increased. This also increases the interest level of what is being studied. Students are also given an opportunity to get to know the ALT and his/her culture.

The ALT can ask the students or JTL questions about Japanese culture or language in class. This is another opportunity for real communication in English.

Talk together, relax and have fun.

evaluation
The JTL and ALT should remember how the class worked.

If there is time after the class, even if just on route back to the staff room, the ALT and JTL should talk about how the procedure went: “Last week’s activity worked really well. Maybe we could try it again this week.” “Last week’s activity was a disaster. The students don’t do X well.”
The ALT should make notes of what went well, what didn’t. When you plan for the next lesson, bring your notes and remember your last class.

cross cultural

Directness…Vagueness
Independence…Group
Self-confidence…enryo
Critical thinking…Consensus
Merit system…Seniority system
Separation between private and public life…Blending of public and private life
Assistant teacher role…Teacher role
High grades as a goal…Passing exams as a goal
English as a means of communication…English as a subject to pass on a graduation exam
English taught with cultural meaning…English taught as structures and facts to be memorised
Grammar…Communication
Discussion as problem solving…Drinking parties as problem solving

Planning

dividing responsibilities in the classroom

The JTL and ALT should divide the responsibilities, share ideas, try new things, and compromise.

The ALT can give the students a precious chance to hear and communicate with a native speaker.

If the JTL speaks English, it gives the students great motivation to speak too. The ALT should work with the JTL to maximise the amount of English being used in the classroom; however, the JTL can explain grammar points perfectly in Japanese.

The ALT can help the JTL with ideas for teaching or practising anything (vocabulary, grammar, writing, reading as well as speaking and listening). The ALT is a limitless resource of language (model examples, practice questions, etc.) as well as an excellent reference for naturalness, context, usage, etc.
The JTL can understand the ability, fears and social backgrounds of the students. The JTL can advise on the ALT’s ideas.
The JTL and ALT should communicate about planning the lesson, how the lesson went and how the students are doing.

The ALT should take the initiative and approach the JTL to ask when they are free to plan.

The JTL should ask the ALT to help and plan classes in advance, especially when the JTL is busy. The ALT is there to help the JTL.

questions for consideration

JTL and ALT should discuss the plan for the year:

What role should the ALT/JTL play in planning?

What textbook will we use and how strictly must we follow it?

If we don’t use a textbook, what kind of skills and languages will the students learn (Conversation Skills, Listening, Discussion, Foreign Culture, Creative Writing, etc.).

What kind of exams will the students take and what testing will there be for team-taught lessons? What role can the ALT have in testing?

JTL and ALT discuss the plan for the term:

How many units of the textbook must we cover?

If we don’t use a textbook, what kind of skills and language will we focus on this term, and what kind of activities can we use (student speeches, debate/discussion, diaries, English newspapers, TV/movies, songs, etc.)?

JTL and ALT discuss the plan for the next lesson:

Is it possible to have a regular time to meet for planning? Always try to meet the day before the lesson, or in enough time to prepare.

ways to plan
Here are three different approaches to planning:

· Starting at the end: what do the tests look like? Lessons are planned in accordance with the final test that the students will take.

· Going by the book: using the textbook as a curriculum.

· Planning out units: thematic teaching:
1. Functions and Notions (see Functions and Notions Grid)

2. Topics (see Topics and Grammar Grids)

3. Grammar (see Topics and Grammar Grids)

principles of planning

Make modifications to suit your students’ levels.

As often as possible, try to ensure that your lessons cover all four of the basic skills: reading, writing, listening and speaking. Keep in mind, however, that your students often get a lot of reading and writing work in their other classes.

Include activities where the students have to find out missing information from each other in order, for example, to complete a table, locate items in a room, or solve a puzzle. These are called ‘information gap’ activities.

Think of planning in terms of spiral reviewing. This involves systematically reviewing material from earlier lessons, even if the formal test for this material has already been given. It means repeating work from the past so that the learning takes on the pattern of a spiral. The students are required to recall and use things they have studied both from the distant and near past.

Weigh the need for a variety of new activities against the need to accustom your students to an activity type so that they will be able to learn from it. Time spent learning a fun, new activity takes away from the time to learn the English you are trying to teach. Remember that they are kids. Sitting still for an hour at a time at their age is not easy. Plan activities which allow physical activity, even if only clapping or standing up.
In order to keep the bright ones interested, and the slower ones involved, you should consider the pacing of each lesson. Aim lessons at the middle ability of the class, and don’t allow long silences. Give hints, ask other students to help, move on to the next person etc. Ask the brighter students to do a more difficult question, set them a more problematic example to work on if they finish the activity early, give them some different homework which involves research or more advanced study. Activities should not go on for more than fifteen or twenty minutes or students will start getting sidetracked into Japanese. A game or activity that is interesting for five or ten minutes may get boring if it takes too long.

Gauge the density of the material in the lessons you plan. How much can you really expect your students to absorb in one fifty-minute session?

Although we all know the sins of ‘teaching to the test,’ the Japanese school system is such that we have to teach with an eye on that test at the end of the unit or semester. However, if ALT’s get involved in the creation of the tests for team-taught lessons then the situation can be reversed. You don’t have to teach to the test, but you do have to base your tests on what you taught. Tests can then serve as review opportunities, and can be designed to cover all four basic skills, just as lessons can.

lesson procedure
Here is an outline of a general procedure for the language lesson. The explanation that follows is of a lesson procedure of seven steps. The term ‘new language’ refers to any piece of grammar, vocabulary, concept, or skill which is being taught for the first time. Steps two to six contain the core of the procedure, from introduction to conclusion of a piece of ‘new language’. Steps one and seven provide an opportunity to enhance the students memorisation of previous and future new language.

· STEP 1. Review: The teachers do a short activity which covers the language which was taught last lesson. This is an opportunity to check last lesson’s weak points, to show the language in a skill (speaking, reading, listening, or writing) which was not covered in the previous lesson, or perhaps to introduce a new dimension (exceptions to the rule, nuances, interesting sayings, etc.). This reaffirms the students’ understanding of what they learnt last time and reminds the students that they are expected to remember what they study.
Example: A vocabulary test is a simple example of review work.

· STEP 2. Lead-in: The new language is demonstrated, students see and hear the new language and become aware of the key concepts for the formation of the language. Students see the language in use and become aware of the context in which this new language is used.
Example: The ALT and JTL perform a trial dialogue in English which demonstrates the new language in context and any specific nuances are clearly shown (e.g. A Japanese student is doing a homestay. She wants permission to do some different things: “May/Can I go shopping/use the telephone/have a drink/ask a question/etc.).

· STEP 3. Elicitation: The teachers ascertain the extent to which the students are already able to understand and use the new language. The students may have encountered the new language at Junior High School or with another English teacher. Depending on how well the students understand the new language, this will determine which step the teachers will move to next. This is important to maintaining the pace of the lesson.

· STEP 4. Explanation: This is where the students learn how the new language is constructed. Grammar, vocabulary, punctuation and pronunciation points are explained and, if possible, a language model/formula/rule is provided for the students. This step often makes use of the blackboard. It is during this stage that the JTL’s use of Japanese may become necessary.
Example: The passive voice is constructed using the past participle and conjugating the ‘Be verb’ in the same tense as the active verb.

	Active
	
	Passive

	Subject
	Auxiliary
Verb
	Verb
	Object
	
	Subject
	Be Verb
	Past Participle
	Object

	I
	
	eat 
	cake
	
	Cake
	is 
	eaten
	by me

	I
	am
	eating
	cake
	
	Cake
	is being
	eaten
	by me

	I
	
	ate
	cake
	
	Cake
	was
	eaten
	by me

	I
	was
	eating
	cake
	
	Cake
	was being
	eaten
	by me

	I
	will
	eat
	cake
	
	Cake
	will be
	eaten
	by me

	I
	will be
	eating
	cake
	
	Cake
	will be being
	eaten
	by me

	I
	have
	eaten
	cake
	
	Cake
	has been
	eaten
	by me

	I
	had
	eaten
	cake
	
	Cake
	had been 
	eaten
	by me


· STEP 5. Accurate Reproduction: Students repeat and practise the new language using any models/formulae/rules as taught in Step 4. Here the emphasis is on accurately reproducing the language with correct grammar and pronunciation, and the actual meaning of the sentences produced is not important. Students are required to get the grammar right and perfect their pronunciation. This step involves drilling. The ALT is a useful resource during this step for providing numerous example sentences for use in drilling and creating homework which will rehearse this.
Example: Fill in the Blanks.

· STEP 6. Immediate Creativity: Only when the students and teachers are confident in using the new language correctly should they move onto this step. Here students make sentences of their own rather than imitating the models from the textbook/teacher. The emphasis here is on innovation and creativity. The students are encouraged to used the new language freely. This step is the test of the students’ understanding of meaning, use, context and nuance. The ALT is a useful resource at this stage to design activities which give students opportunity to use the new language freely in an meaningful manner.
Example: Learnt phrase: “I’d like to…”. Students plan a day in Tokyo explaining preferences for where to eat, shop and sightsee. Higher level students give explanations for their preferences. Lower level students are asked to just state their preferences.

It is important to note that in traditional teaching styles STEP 6 is not usually performed and the procedure stops at STEP 5. However, STEP 6 is an essential stage in facilitating the students’ ability not only to understand the new language but also to be able to use it. Homework can be set to rehearse this step, perhaps a composition of some kind. However, it is obviously important to give some guidance to the students in person either whilst performing this step or in the form of feedback from homework.

· STEP 7. Preview: The teachers briefly introduce the point for the next lesson. Perhaps simply giving the name of the grammar point or the context for next lesson (“Next week we will study Restaurant English. Do you like Italian food, Yuki? Well, next week we will study how to order in English. What does “order” mean in Japanese, Takashi?”) The teachers can also set a little challenge for the students, perhaps something to discover in relation to the next lesson (bonus points for those that bring an English menu to the next class). Homework can be set to prepare the students for the next lesson (learning appropriate vocabulary, etc.).

conclusion

Planning is a skill which takes time to learn. ALT’s who are teaching for the first time usually find that during the first nine months of teaching extensive time for planning is required. However, as the ALT develops his/her own style and the amount of ready resources increases then planning time will be reduced. The table below is a framework for basic planning in the first months of teaching.

	The Basic Stages of a Lesson

Warm-up
This may or may not include the greeting. It may take up to 15 minutes, serve as review, or simply get the students settled and thinking about English.

Review (if necessary)

Presentation of new material
This can be either teacher-centred, or student-centred, depending on time.

Drill
This is a very controlled practice. Often it is the teacher drilling students with substitution drills, but you can also have the students in pairs, give the students a worksheet, do listening work, reading and answering questions, etc.

Practice
This is freer than the drill. This is where the information gap activities come in. Students can do interviews, role-plays, write compositions, etc. Use both the day’s material, and earlier material. The idea is to produce spoken or written English. It is usually student-centred.

Clincher
This puts a conclusion to the lesson. It may also be a natural continuation of the practice section. Here students perform their conversation, or take a quick quiz, or play a game which ends the class on a good note. This activity also serves to clear up the possible chaos of the practice segment, and prepares everyone for the bell.


Lesson Content

what is a task?

Tasks are what we do in the classroom. Whether the teacher is the solitary speaker, or the students are all involved in language activities or games, nonetheless the students are being asked to do something. They are being asked to pay attention, they are being asked to mimic the teacher’s pronunciation, they are being asked to speak freely. The best language classrooms are the ones which include a variety of different tasks, new and old. This is the way that students remain motivated by new ideas and given confidence doing tasks with which they are familiar.

Below is a list of eight different types of tasks. This list is not all-inclusive, there may be other types of tasks which teachers are using. However, these tasks do represent what is the basic content of most language classrooms. These categories overlap and any one task may fall into two or more categories.

types of tasks

Composition: students are asked to practise set grammar patterns/vocabulary in written form. Another alternative is to allow students an opportunity to express their ideas freely in written form.
Example: Journal; students write a weekly/fortnightly diary that the ALT reads, corrects and responds to.

Repetition: this is especially useful for practising and refining pronunciation. The basic pattern for repetition exercises can be alternated to include inflection, intonation, etc. Sounds can be joined together to make words, words joined together to make phrases, phrases joined together to make sentences. It is also important to reduce katakana English in which foreign words are pronounced using katakana readings. It is important to make students aware of and confident in using the sounds which are not present in Japanese.
Example: Jazz Chants.

Simulation: students use empathy in utilising appropriate language for certain situations.
Example: Message in a Bottle: “You are on a desert island. You are alone. You survive every day by eating fruits and catching fish from the sea. Write a letter describing your daily life and feelings. Ask for help. You put this letter in a bottle and throw it into the sea.” This writing exercise can be used for free composition practise or can be controlled by insisting that set grammar pattern(s) or vocabulary be used.

Role play: although similar to simulation tasks, role play tasks focus on conversation situations. Again, the students are asked to use empathy in order to utilise appropriate language. Role plays can be used to encourage free conversation or to set more specific language targeted tasks.
Example: “You are on vacation with some Canadian friends. Make some suggestions. You want to go shopping. You want to try the local cheese. You don’t want to go swimming. You want to drink something. The instructions given to the students can be suited to their ability. These instructions can be given in Japanese, in full English, or in English with some hints. Students will need some preparation time. In this example, students’ ability to use suggestion forms and to express likes and dislikes politely (i.e. “Let’s…”, “I’d like to…”, “I prefer…”, “Shall we…” etc.) should be checked.

Discussion and reaching a consensus: this is advanced work.

Talking about yourself: from simple self-introductions to more advanced work talking about emotions, beliefs and hopes. Students are encouraged to use a foreign language for personal expression.

Relaying instructions: giving directions, commands, cooking, survival English.

Learner training: teach students how to use a textbook, how to use dictionaries, how to do tasks properly, how to read for gist, how to deal with unfamiliar vocabulary, to have confidence in the target language outside the classroom, not to hang on every word.

task characteristics

A task should…
· be discovery-like, fun.

· be problem solving and invite the students to use reason.

· be student centred.

· have a context: tasks can be given a context from:

Students’ world: the physical surroundings of the students, the classroom, the school; the students’ lives, facts about the students, their families, friends and experiences.
Outside world: an infinite number of stories and situations from outside the living experiences of students can be used to present different grammar points. These contexts may be quite unfamiliar to students (“While conducting business in Rome…”), but these contexts prepare the students for scenarios when different language usage will be required of them. Here contexts are used to show where people use certain language under specific conditions (functional language).
Formulated language: real or fabricated timetables, maps, charts, statistics, etc.

· integrate two or more skills (reading, writing, speaking, and listening).

· have opportunity for self-correction by the students.

· have opportunity for feedback to the teachers. Do the students really understand? This can be achieved if the teacher asks:
questions using the new target language point in reference to an information chart/map/article.
students to do translation exercises of the new language.
students to produce sentences with the new language.
students to respond to examples of the new language as to whether its grammar/spelling/ context/ usage is correct or incorrect.
· be easy to understand: For example, example sentences have changeable units. Changeable units can be used to explain basic and advanced grammar.
Example:

	She
She
He

Sally
The fiscal index
	lives
works
works
runs
shot
	In
in
at

to

into
	London.

an office.

the airport.

the station.

the red
	suddenly.


Language Functions/Notions Grid

	
	Level 1: Surviving  (Beginner)
	Level 2: Settling In  (Advanced Beg.)
	Level 3: Participating  (Intermediate)
	Level 4: Integrating  (Advanced)

	Basic Needs
	· Respond physically to simple instructions such as give, take, stand, sit, open, pick up, take off… etc.

· Give another person simple instructions to perform the actions above

· Give and understand basic warnings such as Look Out!

· State basic wants and needs

· Request and comprehend simple information

· Ask for and respond to simple street directions

· Interrupt someone to ask for assistance.

· Get someone’s attention and also use appropriate gestures

· Buy a small item

· Order something to eat and drink
	· State plans for the future

· Request a loan

· Respond to a loan request

· Complain mildly

· Ask about the purpose of something

· Purchase household objects and equipment

· Make travel arrangements

· Describe a physical health problem

· Carry out a limited financial transaction such as cashing a check

· Fill out life forms such as credit card applications, a work permit, a school registration
	· Ask/Grant favors

· Sell a personal possession

· Arrange for repairs and service

· Retrieve a borrowed item

· Dispute a bill
	· Act in emergencies

	Socializing
	· Greet others

· Take leave of another person or a group of people

· Arrange to meet someone

· Introduce yourself

· Identify yourself (I’m a…)

· Use ritual apologies

· Reject unwanted attention

· Agree

· Express thanks

· State and comprehend simple biographical information
	· Introduce another person

· Make small talk

· Share simple likes and dislikes

· Issue/Decline an invitation

· Visit/Entertain a visitor

· Play simple games/sports

· Recount past events

· Express basic emotions

· Apologise for a specific error

· Request/give permission

· Make/Accept a compliment

· Explain personal plans

· Express a personal opinion

· Express a doubt

· Express irritation

· Express disappointment
	· Plan a social event

· Attend a recreational event

· Discuss current events

· Comment on a sports event

· Avoid commitments

· Sympathize

· Share personal hopes and dreams

· Tell an anecdote

· Understand jokes

· Give personal advice

· Disagree tactfully

· Ask for forgiveness

· Make an excuse
	· Share secrets

· Flirt

· Speak of personal accomplishments

· Tease

· Break off a relationship

· Counsel

· Praise

· Flatter

· Insult

· Plead

· Soften the truth

· Chastise another person

· Threaten

· Tell jokes

	Meta-

linguistic
	· Use and identify basic numbers

· Ask and tell time

· Use simple time expressions such as today, yesterday, tomorrow, etc

· Use and comprehend days of week, months, and ways of expressing dates

· Control a conversation with simple phrases such as ‘speak slowly’, ‘please’, or ‘please repeat that’
· Identify and label the environment (‘What’s that?  It’s a…)

· Decipher simple signs and notices
	· Clarify misunderstandings

· Use simple interjections (‘Hey!)

· Make a basic phone call

· Perform math operations aloud

· Spell words aloud

· Read advertisements

· Read short notices, time tables, menus, etc

· Take simple dictation

· Write short informational notes
	· Understand radio and TV news

· Break social contact with appropriate mannerisms

· Summarise
· Ask for definitions

· Make a complicated telephone call

· Translate 

· Swear

· Use verbal gestures such as ‘un-uh’, ‘hm’, ‘well, huh?’
· Read newspapers

· Write social notes and letters
	· Interpret and translate

· Paraphrase

· Play word games (crossword puzzles, etc.)

· Use source materials such as the Oxford English Dictionary

· Read books

· Write letters to the editor

	Cultural
	
	· Follow or sing-along with popular songs

· Make cultural comparisons in:

· etiquette

· mealtimes

· kinship nomenclature

· housing

· cooking

· gift-giving

· holidays and festivals
	· Explain institutions of native country

· Compare major cultural differences

Discuss cultural differences, such as:

· Courtship, marriage, sex, family

· Racial and ethnic groups

· Government

· Religion, death, mourning, funerals

· Education

· Superstitions, folklore, myths

· Hospitality

· Humour
	· Take and defend a stand on a current issue

Discuss cultural differences, such as:

· Arts

· Law and Ethics

· Attitudes towards animals and nature

· Community organization

· Residence rules

· Property rights

· Status differentiation

· Social mobility


From: Clark, Moran, and Burrows, eds. The ESL Miscellany, Revised Second Edition. Pro-Lingua Associates. Brattleboro, Vermont: 1991.

Topics & Grammar Grids

topics
	· Time

· Weather and Climate

· Geography

· Animals

· Birds

· Plants and Trees

· Language

· Thinking

· Numbers and Math

· Colors

· Shapes

· Substances and Materials
	· Containers 

· Food

· Cooking

· Eating

· Housing/Housekeeping

· Clothes

· Family

· Human Relationships

· Travel, Hotels, Restaurants

· Stores and Shops

· Agencies and Services

· Post Office
	· Transportation

· Banks and Money

· Community

· Recreation

· Sports and Games

· Music

· Photography

· Medicine, Doctors, Health

· Barber and Beautician

· Cosmetics and Toiletries

· Hygiene and Contraception

· Body and its Functions
	· Jobs, Work, and Tools

· Doing Business

· Agriculture

· Law, Police, Crime

· Emergencies

· Politics and Government

· The Media

· Religion, Death

· Education

· History, Disasters and War

· Energy

· Emotions


grammar

	Nouns

· Forms

· Types (common, proper)

· Countable, Non-countable

· Partitives (a piece of…)

· Singular/Plural

· Gender

· Genitives
	Adverbs

· Comparisons (well, better)

· Manner (slowly)

· Time (this morning)

· Duration (since, during)

· Frequency (always, never)

· Degree (quite, pretty…)

· Intensifiers  (very, too…)

· Focusing (even, only)

· Sentence Modifiers (when, because, however…)
	Questions, answers, negatives

· Yes/No Q&A

· Negatives (Not, Never, Can’t you…?)

· Tag Questions

· Q-word questions

· Q-words (who(m/se), what, when, where, why, which, how)

· Subject Qs (Who went?… i.e. no inversion)
	Quantity

· Quantifiers (both, a few, a bit of, each, some…)

· Degrees of quantity ( specifying amounts, or giving a ‘rough idea’)

· Some vs. Any

· Not any, No and None

· Much, Many, A lot of

· Few, a few, little, a little

· Both and All

· All vs. everyone/thing

· Each vs. every

· Other, others, another

· Either/Neither

	Adjectives

· Basic uses

· Formation

· Ending in –ed/-ing

· Adj word order

· The + adj

· Nationality Adj

· Comparison & superlative
	Articles

· A, An, The

· Zero Article

· (Basic uses)
	Prepositions and adverb particles

· Direction and Position 

· Time (at, on, in)

· Movement (to, from…)

· Phrasal verbs (turn up, come in, clean out…)
	Verbs, Verb Tenses, Imperatives

· Simple and Progressive

· Dynamic and Static

· Past, Present and Future

· Will vs. Going to

· Imperative

	Be, Have and Do

· Tense forms

· As auxiliaries

· As verbs

· Have/Have got

· Do vs. Make
	Modal Auxiliaries and related verbs

· Dictionary Meanings

· Can/could (ability), etc

· Modals 

· Ability, Permission, Certainty, Deduction, Offer, Suggest, Request, Wishes, Advising, Habit
	Passives and Causatives

· ‘He writes.’ vs. ‘It is written.’
· I built a house vs. I had a house built (i.e. not ‘I had built a house)
	Pronouns

· Personal :

· Subject (I, You, He…)

· Object (Me, You, Him…)

· Possessive (my, mine)
· Reflexive (myself…)

· Demonstrative (this, that…)

· Indefinite (some-, any-, no-, every-)

	Conditional 

· If

· If not and unless
	Direct and Indirect Speech

· Reporting verbs (say, tell)

· Tense change (Sue said she needs a break)

· ‘He asked if…’
	Infinitive and gerund

· Verb+Inf (fail to do)

· Verb+gerund (keep hoping)
	Sentences

· Basic word order

· Simple

· Compound

· Complex


ALT’s Working at Several Schools

The challenge of getting to know your schools, teachers, and students will keep you very busy. Each week you’ll be teaching with different teachers, all with different strengths, personalities, and approaches to teaching. You’ll be seeing different groups of students with unique charms and interests.

However, not the least of the difficulties in working at several schools is the challenge of planning and teaching effectively with teachers whom you see perhaps just once a month. The following are a few coping strategies which may help to ensure that your “tag-team” teaching goes as smoothly as possible.

have an activity ready for every occasion

If you spend a couple of hours out of each office day looking ahead at the chapters your students will soon be studying and thinking of possible activities for each and every grammar point, your life will be much less hectic once you actually go to a school. Whichever page your JTE tells you s/he'd like to work on that day, you can immediately produce an interesting pre-prepared activity list from your file.

approach your teachers early and often

Consider it your responsibility as well as the JTE’s to ensure that planning takes place in time, leaving you enough free time before the lesson to prepare handouts and other materials you need. When you arrive at a visit school, seek out one of the weekly schedule that has everything on it, including every teacher’s obligations for every class period for the whole week. This way you can double-check the times of the English classes you are attending, know when other English classes may be occurring so you can ask to attend more if you want to, and, most importantly, know when your JTE has free periods that can be used to plan upcoming lessons. Of course, they may have other things to take care of during that free period, so it’s best to ask them earlier in the day or the day before. Planning a week or more in advance may be difficult as you may be working at a different school. Use the fax machine from the school you are visiting or from your office to increase the lines of communication between you and your JTE’s. Use of email is now becoming increasingly common amongst JTE’s. This will also ensure that you give you and your JTE enough time to prepare.

be relentless in your quest to help your teachers

Both in terms of understanding how English classes are run on a day-to-day basis when you’re not there, and conveying to your JTE’s your dedication and good will, it’s a good idea to help your teachers with tasks such as marking homework and tests. However, your teachers may not ask you to help, so it’s up to you to ask them. They may refuse at first, not wishing to burden you with extra work, but if you genuinely want to help, keep offering. Eventually they will realise that you are not just being polite. Correcting students’ tests or homework helps you better gauge their ability levels, strengths, and weaknesses. Keeping a mental list of these strengths and weaknesses will help you plan review activities in the future. Correcting tests and homework will also help make your JTE’s feel more comfortable requesting things of you in the future.
Another difficulty for the ALT working at several schools is getting involved in school life, and building and maintaining a relationship with your students. The degree to which you achieve this will depend on your personal motivation and initiative. Since you appear infrequently at any given school, the tendency is for you to be treated more as a guest than as a regular teacher. Do all you can to get yourself involved. Teachers may rarely want to approach you to ask if you want to help with or participate in things, but if you approach them you will be received positively. It can, it must be admitted, be rather draining to always be the initiator.

At some schools English teachers arrange for ALT’s to have lunch with a different class every day. At other schools, ALT’s will need to approach one of the homeroom teachers sometime during the morning and ask if they can eat with their class that day. Lunch is a good chance to talk to the students in a more relaxed setting, giving you an opportunity to get to know them better and vice-versa.

The brief recess after lunch is also an excellent opportunity to get to know your students, and maybe even to get them speaking some English. A few kids at each school are excited to play fun English games even during their free time, hangman and what-have-you. Take advantage of their enthusiasm. They may get few opportunities to play games during their English class time when an ALT is not there. Another good thing to do is to play sports with them. At most schools, there’s a schedule of which grade is allowed to use the gym during recess that day. You can ask particular students when their day is, or just wander down to the gym and ask if you can join in.

Getting to know all the students and teachers at several schools is not impossible, but it's a challenge. Don’t let sitting at your desk all day become your norm.

In the extreme situation of only five to ten visits a year to each of your schools, every day is valuable. Even if you feel a little overwhelmed and disoriented on your first visit to a school, push yourself to get involved right from the start. Your students and fellow teachers will appreciate your efforts, and you will be rewarded with a greater sense of comfort and belonging at the school.


Section B

Vocabulary

Grammar Terms

The grammar terms have been divided into two sections. We advise that you use the advanced grammar list as a guide and reference rather than attempt to memorise all the vocabulary. These lists may aid you in negotiating the language barrier when trying to help your students, or relieve some of the confusion when your JTL is explaining a grammar point or pattern in Japanese.

Many of your students may not understand these phrases in Japanese, not to mention English. So, rather than just using these words in teaching you might be advised to try to find good ways of explaining them.

Some phrases do not describe grammar per se, but were included by association.

grammar: beginner / intermediate level

	~ Sentence
	~bun / sentensu
	~文 / ｾﾝﾃﾝｽ

	English sentence
	ei’bun
	英文

	example sentence
	rei’bun
	例文

	question sentence
	gi’mon’bun
	疑問文


	Parts of Speech
	
	

	noun
	mei’shi
	名詞

	verb
	dou’shi
	動詞

	adjective
	kei’you’shi
	形容詞

	adverb
	fuku’shi
	副詞


	Tense
	
	

	past tense
	ka’ko (kei)
	過去(形)

	present tense
	gen’zai (kei)
	現在(形)

	future tense
	mi’rai (kei)
	未来(形)

	~ perfect
	kan’ryou’ji’sei
	完了時制

	~ progressive
	shin’kou’kei
	進行形

	e.g. the present perfect tense is “genzai kanryou jisei” (現在完了時制) and the future progressive “She will be singing.” is “mirai shinkoukei” (未来進行形)


	Voice
	
	

	active voice
	nou’dou’tai
	能動態

	passive voice
	uke’mi’kei / ju’dou’tai
	受身形 / 受動態


	Sentence Elements
	
	

	subject
	shu’go
	主語

	object
	moku’teki’go
	目的語


	Speaking
	hana’shi’kata
	話し方

	Technically, a dialect has words and grammar that differ from the “standard” language. A different way of pronouncing words is also associated with dialects. In everyday usage, the word “dialect” has become synonymous with “accent” in both English and Japanese, although strictly speaking the meanings are different. Accent is simply the way words are pronounced (i.e. the phonetics).

	pronunciation
	hatsu’on
	発音

	accent (phonetic)
	namari 
	なまり

	accent (stress)
	akusento / on’chou
	ｱｸｾﾝﾄ / 音調

	dialogue
	tai’wa
	対話

	conversation
	kai’wa
	会話

	polite
	tei’nei
	丁寧

	colloquial
	kou’go’teki
	口語的


	Language
	
	

	language
	gengo / kotoba
	言語 / 言葉

	national language
	koku’go
	国語

	This, of course, means ‘Japanese’ when in a Japanese school.

	mother tongue, native language
	bo’koku’go
	母国語


	Miscellaneous
	
	

	word
	tan’go
	単語

	vocabulary
	go’i
	語彙

	meaning
	i’mi
	意味

	nuance
	nyuansu
	ニュアンス

	literal translation
	choku’yaku
	直訳

	singular
	tan’suu
	単数

	plural
	fuku’suu
	複数

	paragraph
	dan’raku / paragurafu
	段落 / パラグラフ

	line
	gyou
	行

	consonant
	shi’in
	子音

	vowel
	bo’in
	母音

	letter
	mo’ji
	文字

	capital letter
	oo’mo’ji
	大文字

	small letter (non capital letter)
	ko’mo’ji
	小文字


grammar: advanced level

	~ sentence
	~bun / sentensu
	~文 / ｾﾝﾃﾝｽ

	compound sentence
	juu’bun
	重文

	simple sentence
	tan’bun
	単文

	complex sentence
	fuku’bun
	複文

	short sentence
	tan’bun
	短文

	long sentence
	chou’bun
	長文


	~ phrase
	~ku
	~句

	adjectival phrase
	kei’you’shi’ku
	形容詞句

	adverbial phrase
	fuku’shi’ku
	副詞句

	noun phrase
	mei’shi’ku
	名詞句

	words and phrases
	go’ku
	語句

	difficult phrase
	nan’ku
	難句

	idiomatic phrase
	sei’ku
	成句

	famous phrase
	mei’ku
	名句


	Parts of Speech
	~shi
	~詞

	a part of speech
	hin’shi
	品詞

	Noun
	mei’shi
	名詞

	pronoun
	dai’mei’shi
	代名詞

	relative pronoun
	kan’kei’dai’mei’shi
	関係代名詞

	personal pronoun
	nin’shou’dai’mei’shi
	人称代名詞

	countable noun
	kazo’erareru mei’shi
	数えられる名詞

	uncountable noun
	kazo’erarenai meishi
	数えられない名詞

	concrete noun
	gu’shou’mei’shi
	具象名詞

	abstract noun
	chuu’shou’mei’shi
	抽象名詞

	collective noun
	shuu’gou’mei’shi
	集合名詞

	e.g. the government, my family

	proper noun
	ko’yuu’mei’shi
	固有名詞

	Verb
	dou’shi
	動詞

	phrasal verb
	ku’dou’shi
	句動詞

	e.g. go in, play up, run away

	auxiliary verb
	jo’dou’shi
	助動詞

	transitive verb
	ta’dou’shi
	他動詞

	intransitive verb
	ji’dou’shi
	自動詞

	adjectival verb
	kei’you’dou’shi
	形容動詞

	e.g. shitte-iru hito [a person I know], frozen food

	Adjective
	kei’you’shi
	形容詞

	comparative
	hi’kaku no
	比較の

	superlative
	sai’jou’kyuu no
	最上級の

	attributive
	gen’tei’teki na
	限定的な

	predicative
	jo’jutsu’teki no
	叙述的の

	Attributive describes an adjective which comes BEFORE the noun, e.g. the main road, an indoor pool. Predicative adjectives come AFTER the noun they describe, e.g. “The children are asleep.” “The crow was black.”

	Adverb
	fuku’shi
	副詞

	article (a, the, some)
	kan’shi
	冠詞

	conjunction
	setsu’zoku’shi
	接続詞

	preposition
	zen’chi’shi
	前置詞

	interjection
	kan’dou’shi
	感動詞


	~ clause
	~setsu
	節

	a clause
	bun’setsu
	文節

	main clause
	shu’bun
	主文

	subordinate clause
	juu’zoku’setsu
	従属節

	e.g. using if, as, though

	relative clause
	kan’kei’shi’setsu
	関係詞節

	noun clause
	mei’shi’setsu
	名詞節

	adjectival clause
	kei’you’shi’setsu
	形容詞節

	adverbial clause
	fuku’shi’setsu
	副詞節


	Tense
	ji’sei / tensu
	時制 / テンス

	infinitive
	fu’tei’shi
	不定詞

	conjugation
	(dou’shi no) katsu’you
	(動詞の)活用

	past participle
	ka’ko’bun’shi
	過去分詞


	Voice
	tai
	態

	causative (make, let…)
	shi’eki’dou’tai
	使役動態


	Sentence Elements
	bun no you’so
	文の要素

	verb (predicate)
	(jutsu’go) dou’shi
	(述語)動詞

	complement
	ho’go
	補語

	direct object
	choku’setsu’moku’teki’go
	直接目的語

	indirect object
	kan’setsu’moku’teki’go
	間接目的語


	Miscellaneous
	sono ta
	その他

	compound word
	gou’sei’go
	合成語

	connotation
	gen’gai no i’mi
	言外の意味

	implication
	gan’chiku
	含蓄

	idiom
	juku’go / idiomu
	熟語 / イデイオム

	polite
	tei’nei
	丁寧

	colloquial
	kou’go’teki
	口語的


At School / Office

Here is a list of different words and phrases that might help you at work.

	Workplace
	kin’mu’saki
	勤務先

	Prefectural Level:
	
	

	Prefectural
(owned/funded by prefecture)
	ken’ritsu
	県立

	Prefectural Office
	ken’chou
	県庁

	Culture and Int’l Relations Division
	bun’ka’koku’sai’ka
	文化国際果

	(Pref.) Board of Education:

Guidance Division
	(ken no) kyou’iku’i’in’kai:  

shi’dou’ka
	（県の）教育委員会

指導課

	Educational Branch Office
	kyou’iku’ji’mu’sho
	教育事務所

	Comprehensive Education Centre
	sou’gou’kyou’iku’sentaa
	総合教育センター

	Municipal Level:
	
	

	Municipal (owned/funded by city)
	shi’ritsu
	市立

	Municipal (owned/funded by town)
	chou’ritsu
	町立

	Municipal (owned/funded by village)
	son’ritsu
	村立

	City Hall
	shi’yaku’sho
	市役所

	Town/Village Hall
	yaku’ba
	役場

	(Municipal: city/town/village) 

Board of Education
	(shi/chou/son no)

kyou’iku’i’in’kai
	（市・町・村の）

教育委員会

	School Level:
	
	

	Senior High School
	kou’tou’gak’kou
	高等学校

	Junior High School
	chuu’gak’kou
	中学校

	Elementary School
	shou’gak’kou
	小学校

	Industrial
	kou’gyou
	工業

	Agricultural
	nou’gyou
	農業

	Fishery
	sui’san’gyou
	水産業

	Commercial
	shou’gyou
	商業

	Part-time/night school
	tei’ji’sei
	定時制


	Educational Branch Office
	kyou’iku’jimu’sho
	教育事務所

	office chief
	sho’chou
	所長

	sub-chief (leads meetings)
	ji’chou
	次長

	Administration section
	kan’ri’han
	管理班

	administration chief
	shu’nin’kan’ri’shu’ji (“kan’ri”)
	主任管理主事

	general staff
	shu’ji
	主事

	Guidance section
	shi’dou’han
	指導班

	teacher consultant chief
	shu’nin’shi’dou’shu’ji 
	主任指導主事

	teacher consultant
	shi’dou’shu’ji
	指導主事

	educational advisor
	kyou’iku’sou’dan’in
	教育相談員

	student consultant
	zai’gaku’sei’shou’nen’shi’dou’in
	在学青少年指導員


	local education affairs staff
	chi’iki’kyou’iku’ji’mu’

kyou’gi’kai’shu’ji
	地域教育事務

協議会主事

	promoter of life studies
	shou’gai’gaku’shuu’sui’shin’in
	生涯学習推進員

	temporary staff
	rin’ji’shoku’in
	臨時職員


	Job Titles at School
	shoku’mei
	職名

	principal
	kou’chou’ (sen’sei)
	校長（先生）

	vice principal
	kyou’tou
	教頭

	school staff
	kyou’shoku’in
	教職員

	teaching staff
	kyou’in
	教員

	teacher
	kyou’yu
	教諭

	instructor
	kou’shi
	講師

	school nurse
	you’go’kyou’yu
	養護教諭

	teacher of practical lessons
	jis’shuu’kyou’yu
	実習教諭

	part-time instructor
	hi’jou’kin’kou’shi
	非常勤講師

	It might initially appear confusing, with all these titles for essentially the same job. However, the different titles are used to describe the status of the teachers. Most teachers are “kyouyu”. Teachers in their first year or without a teaching license are “koushi”. Teachers for practical lessons usually appear lowest of all full-time teachers except for ALT’s. Part-time teachers often appear below the ALT in the staff list. All teachers regardless of status are addressed as “sensei”.


	School Office
	ji’mu’shitsu
	事務室

	Some of the job titles in the school office are the same as the ‘Educational Branch Office’.

	head of office
	ji’mu’chou
	事務長

	assistant head of office
	ji’mu’chou’ho’sa  (ho’sa)
	事務長補佐

	chief of office affairs
	ji’mu’shu’nin
	事務主任

	manager of general staff
	shu’nin’shu’ji
	主任主事

	boiler technician
	boiraa gi’shi
	ボイラー技士

	maintenance staff
	ken’you’mu’in
	件用務員

	technical staff
	gi’nou’in
	技能員

	caretaker, janitor
	you’mu’in
	用務員

	Assistant Language Teacher (ALT)
	gai’koku’go’shi’dou’jo’shu
	外国語指導助手

	supervisor
	tan’tou’(sha)
	担当(者)


	Division of school duties
	kou’mu’bun’shou
	校務分掌

	section/division
	ka
	課

	year/grade responsibility
	gak’kyuu’tan’nin
	学級担任

	chief
	shu’nin / chou
	主任 / 長

	Sometimes, the chief of a section is called “shu’nin” as in “kyoumu shu’nin” (head of educational matters). Sometimes they are called “chou” as in “ichi gaku’nen chou” (head of first grade). 

	educational matters
	kyou’mu
	教務

	general matters
	sou’mu
	総務

	career/educational guidance
	shin’ro’shi’dou’ka
	進路指導課

	international understanding
	koku’sai’ri’kai’ka
	国際理解課

	library
	to’sho’ka
	図書課

	student counselling
	sei’to’shi’dou
	生徒指導

	educational consultation
	kyou’iku’sou’dan
	教育相談

	public welfare
	kou’sei’ka
	厚生課

	____ year/grade
	____ gaku’nen
	＿＿学年

	homeroom teacher
	tan’nin (no sen’sei)
	担任（の先生）

	sub-homeroom teacher
	fuku’tan’nin
	副担任

	member of ___ grade teachers
	___ gaku’nen’tsuke
	＿＿学年付

	Club activities
	bu’katsu’dou
	部活動

	club advisor
	bu’ko’mon
	部顧問

	____ club
	_____ bu
	＿＿部

	Sports Club
	un’dou’bu
	運動部

	baseball
	ya’kyuu
	野球

	softball
	sofutobooru
	ソフトボール

	track and field
	riku’jou
	陸上

	football / soccer
	sakkaa
	サッカー

	volleyball
	bareebooru
	バレーボール

	badminton
	badominton
	バドミントン

	basketball
	basukettobooru
	バスケットボール

	soft tennis
	sofutotenisu
	ソフトテニス

	table tennis
	tak’kyuu
	卓球

	kendo
	kendou
	剣道

	judo
	juu’dou
	柔道

	karate
	kara’te
	空手

	Japanese archery
	kyuu’dou
	弓道

	hiking
	to’zan
	登山

	gymnastics
	tai’sou
	体操

	swimming
	sui’ei
	水泳

	Culture Club
	bun’ka’bu
	文化部

	area culture
	chi’iki’bun’ka
	地域文化

	art
	bi’jutsu
	美術

	radio
	mu’sen
	無線

	tea ceremony
	sa’dou
	茶道

	flower arranging
	ka’dou
	華道

	drama
	en’geki
	演劇

	brass band
	sui’sou’gaku
	吹奏楽

	Japanese chess
	shou’gi
	将棋

	photography
	sha’shin
	写真

	calligraphy
	sho’dou
	書道


Boards in the Teachers’ Room

In every teachers’ room (and in every general office for that matter, wherever you go in Japan) there are boards on the wall that describe the month’s business, the day’s business and so on.

	Monthly schedule for ___
	___’gatsu’yo’tei’hyou
	__月予定表

	date
	nichi
	日

	day
	you’(bi)
	曜(日)


	Today’s schedule
	hon’jitsu’yo’tei’hyou
	本日予定表

	day duty
	nic’choku
	日直

	events
	gyou’ji
	行事

	meetings
	kai’gi
	会議

	business trip
	shuc’chou
	出張

	name
	shi’mei
	氏名

	time/date
	nichi’ji
	日時

	place
	ba’sho
	場所

	paid vacation
	nen’ji
	年次

	miscellaneous
	ho’ka
	他


	Attendance board
	shuk’ketsu’jou’kyou
	出欠状況

	first grade etc.
	ichi’gaku’nen
	１学年

	total
	gou’kei
	合計

	registered students
	zai’seki
	在籍

	absent
	kes’seki
	欠席

	absence with prior permission
	kou’ketsu
	公欠

	(for public purposes)
	
	

	absence due to mourning
	ki’biki
	忌引

	late
	chi’koku
	遅刻

	gone home early
	sou’tai
	早退


	Schedule changes
	ji’kan’wari’hen’kou
	時間割変更

	in charge of monthly schedule
	tsuki’ji’kan’wari’tan’tou
	月時間割担当

	this week’s goal (or motto)
	shuu’ban’moku’hyou
	週番目標

	week duty
	shuu’ban
	週番

	One teacher and a student from each class do this every week, e.g. “sensei no shuu’ban”, “seito no shuu’ban”, “2 nen A kumi no shuu’ban”. Usually only the teacher’s name is written on the board. Sometimes a third grade student is chosen as the main shuu’ban. At some schools, his/her name is written on the board.


Rooms at School

A few room names and other locations that might help you to navigate your way around the school.

	the front
	shou’men
	正面

	the back
	hai’men
	背面

	car park, parking lot
	chuu’sha’jou
	駐車場

	entrance
	gen’kan
	玄関

	students’ entrance
	shou’kou’guchi
	昇降口

	the office
	ji’mu’shitsu
	事務室

	principal’s office
	kou’chou’shitsu
	校長室

	teachers’ room
	shoku’in’shitsu
	職員室

	smokers’ room
	kitsu’en’shitsu
	喫煙室

	room for receiving guests
	ou’setsu’shitsu
	応接室

	nurse’s room, sick room
	ho’ken’shitsu
	保健室

	counselling room
	kyou’iku’sou’dan’shitsu
	教育相談室

	meeting room
	kai’gi’shitsu
	会議室

	small meeting room
	shou’kai’gi’shitsu
	小会議室

	lockers
	rokkaa
	ロッカー

	toilets, restroom
	te’arai, toire
	手洗い, トイレ

	loud-speaker room
	hou’sou’shitsu
	放送室

	printing, copy room
	in’satsu’shitsu
	印刷室

	small library (book storage)
	sho’ko
	書庫

	storage room
	bup’pin’ko
	物品庫

	boiler room
	boiraa shitsu
	ボイラー室


	Classroom
	kyou’shitsu
	教室

	class 2C
	ni’nen’shi’kumi
	２年C組

	e.g. 3A classroom = san’nen’ei’kumi no kyou’shitsu ３年A組の教室

	library
	to’sho’shitsu
	図書室

	stairs
	kai’dan
	階段

	corridor
	rou’ka
	廊下

	balcony, verandah
	beranda
	ベランダ

	science lab
	ri’ka’shitsu
	理科室

	biology lab
	sei’butsu’shitsu
	生物室

	physics lab
	butsu’ri’shitsu
	物理室

	chemistry lab
	ka’gaku’shitsu
	化学室

	laboratory
	jik’ken’shitsu
	実験室

	music room
	on’gaku’shitsu
	音楽室

	social studies room
	sha’kai’ka’kyou’shitsu
	社会科教室

	room for practical work
	jis’shuu’shitsu
	実習室

	multi-purpose classroom
	ta’moku’teki’kyou’shitsu
	多目的教室

	prep room
	jun’bi’shitsu
	準備室

	room for teaching materials
	kyou’zai’shitsu
	教材室

	These rooms may be attached to rooms used for specific subjects.


	Agricultural
	nou’gyou
	農業

	agricultural department
	sei’san’gi’jutsu’ka
	生産技術科

	farm
	nou’jou
	農場

	teachers’ room
	kan’ri’jis’shuu’shitsu
	管理実習室

	horticulture
	en’gei
	園芸

	greenhouse
	on’shitsu
	温室

	harvest workroom
	shuu’nou’sa’gyou’shitsu
	収納作業室

	paddy field
	sui’den
	水田

	vegetable garden
	ya’sai’en
	野菜園

	fruit orchard
	ka’ju’en
	果樹園

	stockbreeding
	chiku’san
	畜産

	rearing room
	iku’sei’shitsu
	育成室

	dry workroom
	kan’sou’shuu’nou’shitsu
	乾燥収納室

	cowshed
	gyuu’sha
	牛舎

	chicken coop
	kei’sha
	鶏舎

	fertilizer storeroom
	hi’ryou’shitsu
	肥料室

	poultry rearing
	iku’suu
	育雛

	cattle weighing room
	gyuu’kou’shitsu
	牛衡室

	feed
	shi’ryou
	飼料

	farm machinery
	nou’gyou’ki’kai
	農業機械

	farming tools
	nou’gu
	農具

	maintenance
	sei’bi
	整備

	tractor (etc.) garage
	han’sou’sha’sha’ko
	搬送車車庫


	Industrial
	kou’gyou
	工業

	industrial department
	san’gyou’gi’jutsu’ka
	産業技術科

	teachers’ room
	kan’ri’shitsu
	管理室

	handicraft
	kou’saku
	工作

	construction
	kou’ji
	工事

	computer aided design
	sei’zu (shi ei di)
	製図（CAD）

	electronic equipment
	den’shi’ki’kai
	電子機器

	automatic control room
	ji’dou’sei’gyo’jis’shuu’shitsu
	自動制御実習室

	measurement
	kei’soku
	計測

	communication (radio, etc)
	tsuu’shin
	通信

	darkroom
	an’shitsu
	暗室

	electronic calculator room
	den’shi’kei’san’ki’jis’shuu’shitsu
	電子計算機実習室


The School Year

This list is based on a senior high school year planner. Junior high schools will be slightly different in their events. Some of the events in your school may take place at different times of the year. Some may not take place at all. This is not a complete list of events. It is intended more as a guide to help you get through the year. The events in which you are most likely to be interested are listed. Although the JET contract begins in July, in keeping with the Japanese school year this list begins in April. (Events that take place more than once a year are written in italics.)

	April
	shi’gatsu
	四月

	year’s first staff meeting
	nen’do’hajime’shoku’in’kai’gi
	年度始職員会議 

	welcome new staff
	shin’nin’shiki
	親任式

	welcome party
	kan’gei’kai
	歓迎会

	school term opening ceremony
	shi’gyou’shiki
	始業式

	entrance ceremony
	nyuu’gaku’shiki
	入学式

	practice school songs
	ou’en’ka’ren’shuu
	応援歌練習

	local ‘Inter High’ preliminaries
	kou’sou’tai’chi’ku’yo’sen
	高総体地区予選

	teachers’ health checks
	shoku’in’ken’kou’shin’dan
	職員健康診断

	school closed (Saturdays)
	gak’kou’kyuu’gyou’jitsu
	学校休業日

	monthly teachers’ meeting
	tei’rei’shoku’in’kai’gi
	定例職員会議


	May
	go’gatsu
	五月

	career aptitude tests
	shoku’gyou’teki’sei’ken’sa
	職業適性検査

	career/education guidance
	shin’ro gaidansu
	進路ガイダンス

	medical check for ~
	~ ken’shin
	~ 検診

	1st half-yearly student council
	zen’ki’sei’to’sou’kai
	前期生徒総会

	‘Inter High’ tournament
	kou’sou’tai’ken’tai’kai
	高総体県大会

	school outing
	en’soku
	遠足


	June
	roku’gatsu
	六月

	first term exams
	dai’ik’ki’kou’sa
	第１期考査

	re-sit exams for failed students
	tsui’kou’sa
	追考査

	Practical English (‘Eiken’) Exams Part 1
	dai’ik’kai’jitsu’you’ei’ken’
	第１回実用英検

	
first exam
	
ichi’ji’shi’ken
	
１次試験

	School ‘Foundation Day’
	kai’kou’ki’nen’bi
	開校記念日

	There is often no actual celebration, the students simply don’t go to school.

	sports days/“class match”
	tai’iku’sai/kurasu macchi
	体育祭・クラスマッチ

	deadline for results to homeroom
teachers
	den’pyou’tei’shutsu’jitsu
	伝票提出日

	deadline for collating all results
	ichi’ran’hyou’tei’shutsu’jitsu
	一覧表提出日

	grade teachers’ meeting to discuss
exam results
	gaku’nen’sei’seki’kai’gi
	学年成績会議

	all staff meet to discuss exam results
	sei’seki’kai’gi
	成績会議


	July
	shichi’gatsu
	七月

	Summer High Schools’ Baseball Tourn.


(all school attends as supporters)
	natsu no kou’kou’ya’kyuu’

(zen’kou’ou’en)
	夏の高校野球


（全校応援）

	“Eiken” Exams Part 1
	dai’ik’kai’jitsu’you’ei’ken’
	第１回実用英検

	
second exam
	
ni’ji’shi’ken
	
２次試験

	school term closing ceremony
	shuu’gyou’shiki
	終業式

	summer vacation
	ka’ki’kyuu’gyou
	夏季休業

	JHS students experience
	chuu’gaku’sei’ichi’nichi’
	中学生一日

	SHS for a day
	tai’ken’nyuu’gaku
	体験入学


	August
	hachi’gatsu
	八月

	tests in all subjects
	ka’dai’tesuto
	課題テスト

	waxing of floors
	wakkusu’gake
	ワックスがけ

	3rd grade career guidance
	san’nen’men’setsu’shi’dou
	3年面接指導

	student council elections
	sei’to’kai’yaku’sen
	生徒会役選


	September
	ku’gatsu
	九月

	motorbike lessons
	baiku jitsu’gi’kou’shuu’kai
	バイク実技講習会

	extra exam prep classes
	ji’zen’ho’shuu
	事前補修

	second term exams
	dai’ni’ki’kou’sa
	第２期考査


	October
	juu’gatsu
	十月

	“Eiken” Exams Part 2
	dai’ni’kai’jitsu’you’ei’ken’
	第２回実用英検

	
first exam
	
ichi’ji’shi’ken
	
１次試験

	prep for culture festival
	bun’ka’sai’jun’bi
	文化祭準備

	culture festival
	bun’ka’sai
	文化祭

	Most schools give their “bunkasai” a different name, usually ending in “~sai”.

You may find your “bunkasai”, therefore, listed under a different name.

	school closed in lieu of culture festival days (festivals held on weekend)
	do’you’bi’furi’kae (or)
nichi’you’bi’furi’kae
	土曜日振替
日曜日振替


	November
	juu’ichi’gatsu
	六一月

	2nd half-yearly student council
	kou’ki’sei’to’sou’kai
	後期生徒総会

	third term exams
	dai’san’ki’kou’sa
	第３期考査

	“Eiken” Exams Part 2
	dai’ni’kai’jitsu’you’ei’ken’
	第２回実用英検

	
second exam
	
ni’ji’shi’ken
	
２次試験

	fire emergency drill
	bou’sai’hi’nan’kun’ren
	防災避難訓練


	December
	juu’ni’gatsu
	十二月

	2nd graders’ school trip
	shuu’gaku’ryo’kou
	修学旅行

	big clean-up
	oo’sou’ji
	大掃除

	Year-End Party
	bou’nen’kai
	忘年会

	winter vacation
	tou’ki’ho’shuu
	冬季補習

	last working day of year
(usually Dec.28th)
	shi’goto’osame
	仕事納

	day off – school closed
	kyuu’jitsu
	休日


	January
	ichi’gatsu
	一月

	back to work(usually Jan 4th)
	shi’goto’hajime
	仕事始

	students’ reading week
	doku’sho’shuu’kan
	読書週間

	university entrance exams
	dai’gaku no nyuu’gaku’shi’ken
	大学の入学試験


	February
	ni’gatsu
	二月

	third graders’ exams
	san’gaku’nen’matsu’kou’sa
	３学年末考査

	departmental year-end evaluation mtg
	ka’han’sei’kai
	科反省会

	divisional year-end evaluation meeting
	ka’han’sei’kai
	課反省会

	fourth term exams
	dai’yon’ki’kou’sa
	第４期考査

	table manners for third graders
	teeburu’manaa
	テーブルマナー

	meeting to decide who can graduate
	sotsu’gyou’han’tei’kai’gi
	卒業判定会議

	year-end evaluation meeting
	zen’tai’han’sei’kai
	全体反省会


	March
	san’gatsu
	三月

	prep for graduation ceremony
	sotsu’gyou’shiki’jun’bi
	卒業式準備

	graduation ceremony
	sotsu’gyou’shiki
	卒業式

	meeting to decide who passes the year
	shin’kyuu’han’tei’kai’gi
	進級判定会議

	senior high school entrance exam
	gaku’ryoku’kou’sa
	学力考査

	senior high entrance exam
results announced
	gou’kaku’sha’hap’pyou
	合格者発表

	farewell ceremony for teachers
who are leaving
	ri’nin’shiki
	離任式

	leaving party
	sou’betsu’kai
	送別会

	spring vacation
	gaku’nen’matsu’kyuu’gyou
	学年末休業


Subjects at School

Here are some of the subjects that might be taught at your school.

	Japanese
	koku’go
	国語

	contemporary Japanese
	gen’dai’go
	現代語


	world history
	se’kai’shi
	世界史

	Japanese history
	ni’hon’shi
	日本史

	geography
	chi’ri
	地理


	contemporary society
	gen’dai’sha’kai
	現代社会

	government & economy
	sei’ji kei’zai
	政治・経済


	mathematics
	suu’gaku
	数学

	science
	ri’ka
	理科

	biology
	sei’butsu
	生物

	chemistry
	ka’gaku
	化学

	physics
	butsu’ri
	物理


	PE
	tai’iku
	体育

	health studies
	ho’ken
	保健


	fine arts
	gei’jutsu
	芸術

	music
	on’gaku
	音楽

	calligraphy
	sho’dou
	書道

	art
	bi’jutsu
	美術


	English
	ei’go
	英語

	oral communication
	ooraru komyunikeeshon
	ｵｰﾗﾙ･ｺﾐｭﾆｹｰｼｮﾝ


	home economics
	katei
	家庭

	farming
	nou’gyou
	農業

	industry
	kou’gyou
	工業



Section C

Activities

contributors to the iwate jet teaching handbook are:
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