
    

1 
 

 

 

 

 

                                                                        

 

Just-in-Time Training Workshop  

 

Term 1 - 2017 

 
                 Facilitator’s Guide 

 
Grades 4/5/6/7 

English First Additional Language  

                                                 Teaching and Learning Grammar 
 
 

 

 

 

1 
 

 

Endorsed by: 

 

 
 

 



    

2 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                                                                                                                                                                                                                                                                                                 

 

 

Checklist of items required for this Workshop 
 

 

Handouts 
 

Number 
 

Check 

Copies of Planning and Tracking document for grades  4/5/6/7 1 per participant  

Copies of the Participants’ Workbook 1 per participant  

Other items   

For each participant, the most commonly used EFAL learning 

resources. These will include Learner’s Books and Teacher’s 

Guides. 

1 set per participant; 

participants should bring 

their own 

 

A Dictionary   

Flipchart or board; pens. As required  

  Pages Activity  
 
 
 
 
 
 
Time Guide 

Real time guide 

 
 Registration and welcome 10 minutes 08:30 – 8:40 

        3 
 
        4  

SECTION  A : Introduction to Term 1 Tracker – 2017 
Activity 1; Activity 1.1; 1.2 
Activity 1.3; 1.4 

60  minutes 08:40 – 09:40 

        4  SECTION B: Teaching and Learning Grammar – Objectives 05 minutes 09:40 – 09:45 

        5           
 
        5 

Activity 1:  1.1 Quiz 
                    1.2 Time Allocation 
Activity 2: Language Structure and Use - CAPS 
 
  
 

20 minutes 
 
25 minutes 

09:45 – 10:05 
 
10:05 – 10:30 

          BREAK 
 
Activity 3: Basic Grammatical Knowledge                                    

30 minutes 10:30 – 11:00 

        5-6  Basic Grammatical Knowledge – Activity 3 15 minutes 11:00 – 11:15 

        6-7 
        8 

Activity 4: Filling in Venn Diagram 
Activity 5: Venn Diagram 

30 minutes 11:15 – 11:45 

        9  Activity 6: Responding to a text 30 minutes 11:45 – 12:15 

        9  
               

Activity 6 :  Language structures and  texts  
Activity 7: Using a text as a basis for a lang. lesson 

15 minutes 
15 minutes 

12:15 – 12:30 
12:30 – 12:45 

        10 Section C : Lesson Planning  
 
 

20 minutes 12:45 – 13:05 

        11                               Activity : Practicing Lesson Planning 15 minutes 13:05 – 13:20 

         13 
         14 
         16   

Appendix 1 
Appendix 2 
Appendix 3 

  

 Announcements, feedback questionnaire  and closure 10 minutes 13:20 – 13:30 
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                                                               FACILITATOR’S  GUIDE 
 
Registration and Welcome:                                                                                                      (10 minutes) 
 
SECTION A 
 
The TRACKER – Term 1 – 2017                                                                                                (60 minutes)      
 
Activity 1:  An introduction to Term 1 Tracker – 2017.  The purpose and structure of the Tracker. 
 
Plenary - Reading and brief discussion of: 
 
The aims of this session: 

• To increase motivation to use the Trackers methodically in order to increase curriculum coverage and 

thus improve learning outcomes. 

• To re-inspire those who have attended previous training. 

• To discuss the role of newly appointed HOD’s/ Lead teachers in monitoring the use of the trackers 

within their Departments. 

It is important to realise that the provision of Trackers now caters for all Grades throughout all phases so 

that curriculum coverage is improved. 

Teachers must: 

• Take ownership of the Trackers so that curriculum coverage is improved. 

• Consistently plan, track and report on their teaching and to reflect on the learning that has taken 

place in their lessons. 

• Have a continuing professional dialogue within the phase/department on how to improve 

curriculum coverage and the challenges that face them during the term. 

Activity 1.1 Working in pairs, discuss the purpose of the Tracker. Ask a senior teacher or someone who has 

already used the Tracker previously to lead the discussion. Participants will engage in a discussion of the 

following questions: 

• How does the Tracker help you to meet the requirements of CAPS? 

• How does using the Tracker help you to manage time? 

• What guidance does the Tracker give you regarding informal and formal assessment during 

a particular term? 

Activity  1.2  QUIZ :   Working in groups, write down the answers to the questions . Give the participants  

sufficient time to complete this task.   Then ask for a feedback of responses to the questions. 

Answers:  

2.1  Grades 4-5: 2 hrs; Grade 6: 3 hrs; Grade 7: 3hrs. 30 min. 

2.2.  LB  -  Learner Book;  TG -  Teacher’s Guide 

2.3  Allow for various responses and let the participants discuss these. 



    

4 
 

2.4  (1) to prepare them for the term-end tests; (2) the learner will be able to understand the language 

structure/convention better through more practice; (3) Learners will be able to remember the concepts through 

constant revision.  Other appropriate responses can be accepted. 

2.5  Refer to the Tracker for each Grade. 

2.6 To give learners more practice in a particular skill or structure and to entrench their understanding  and use 

of these skills and structures. 

2.7  guided reading 

2.8  Participants will refer to the Tracker for their particular LTSM for week 4, Term 1. 

Activity 1.3  In your groups discuss whether it more meaningful and effective for the teacher to write his/her 

Reflections on:  

(a) the daily lesson done on a daily basis, OR  

(b) on a weekly basis (perhaps on a Friday or on Day 5 of the programme?  

Feed-back and brief discussion. 

Activity 1.4   Refer to the form on Page 22  –  APPENDIX 1 Filling in the REFLECTIONS section. 

Complete the questions independently and then share your responses with your group when you have finished. 

Allow some time for feed-back. 

 

SECTION B 

Teaching and Learning Language Structures and Conventions                     (40 minutes) 

Objectives:                                                                                                                           (5 minutes)        

1. To enable participants to acquire an overall understanding of basic grammatical knowledge. 

2. To use this knowledge to teach language in context. 

3. To understand that the approaches to language teaching are text-based, communicative and process-

oriented. 

Introduction:  

With reference to the CAPS document (Grades 4-6, pages 11-12; Grade 7, p.12), look at the time allocation for 

First additional Language in the Intermediate Phase – it is 5 hours per week. All language content is provided 

within a two-week cycle (total of 10 hours). 
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Activity 1   

1.1 QUIZ                                                                                                                                  (5 minutes) 

Participants will work in pairs to answer the quiz and then give their answers. 

Answers: 

1. Listening and Speaking; Reading, Writing, Language Structure and Use. 

2. 1 hour 

3. 30 mins. 

4. 5 hours 

5. Afrikaans, isiNdebele, isiXhosa, isiZulu, Sepedi (Sesotho sa Leboa), Sesotho, Setswana, Siswati, 

Tshivenda, Xitsonga. 

1.2 Time Allocation. Participants will study the table, which shows the suggested time allocation for the 

different language skills.                                                                                                      (10 minutes) 

Facilitator will tell participants to discuss in groups how teachers cope with teaching the aspects of language 

structures and use in terms of the Time Allocation mentioned above. Then ask for a report-back. 

Activity 2 – Language Structure and Use – from CAPS                                      (20 minutes)  

Read the following excerpt from CAPS (Grades 4 – 6, page 12; Grade 7, pages 49 - 53) and, working in pairs, 

answer the questions that follow.   

In the Feedback participants will discuss their responses at the end of this session. 

Answers:  
1. A good foundation of vocabulary and grammar is important for development of the four basic skills of 

language learning. 
2. Stories, plays, poems, personal recounts, factual recounts, procedures/instructions/directions, notes 

and letters, definitions and descriptions. 
3. They will understand the various terms used in language learning, called a ”metalanguage”;  they will be 

able to look at different types of texts critically; they will also be able to experiment with language in 
order to build sentences and use words differently in context. 

4. Make a list of language items to be covered in each grade at the beginning of the term and select 
listening and reading texts that contain the items you want to cover. Writing texts should also include 
some of these items. (See paragraph 4 for more suggestions.) 

 

Basic Grammatical Knowledge                                                                                   

Activity 3                                                                                                                      (15 minutes) 

3.1 Read the following sentence and then complete the activity below: 

The quick brown fox jumped over the lazy dog and ran quickly into the dense bushes. 

Write the Part of Speech of each of the words from the sentence. (The first one has been done for you.) 
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Word Part of Speech Word  Part of Speech 

The Definite article Quick Adjective 

Brown Adjective Fox Noun (common) 

Jumped Verb (past tense) Over Adverb 

The Definite article Lazy Adjective 

Dog Noun (common) And conjunction 

Ran Verb (past tense) Quickly Adverb 

Into preposition The Definite article 

Dense Adjective Bushes Noun (plural) 

 

3.2 Parts of Speech in context – example: 

The word “PAST” has been used differently in each of the following sentences. Identify and write 

down the part of speech of the word “past” as used in each sentence. 

1. For the past week it rained continually.                       -   adjective 

2. Jonas has a remarkable past as a student.                   -   noun 

3. Zama walked past the shop.                                            -  preposition 

4. Zama walked past.                              .                             -  adverb 

                                 

3.3 Note that the word “PAST” cannot be used as a verb. Which word with a similar sound can be 

used as a verb?  Use this word in a sentence as a verb. 

Answer: the word is “Passed”.  Sentences – e.g. 

1. Sadly she passed away last week. 

2. Zanele has passed the exams. 

3. He passed the hotel on his way to work. 

Any suitable example using the word “passed” correctly should be accepted. 

3.4 Can you think of other examples of such pairs of words which can be used as different parts of 

speech in sentences? (This can be done individually or in pairs.) 

What is the term for such words? Answer - homophones 

   Activity 4 

   Look closely at the Venn diagram on the next page and briefly discuss the contents.              (15 minutes)    

This is to be done as pair work.            
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Activity 5 

Working in pairs, choose two aspects of grammar and create your own Venn diagram as illustrated on the 

previous page.  Give a report-back at the end of the session.                                                (15 minutes) 

 

Diagram 1 

 

 

 

 

 

 

 

 

 

 

Diagram 2 
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Activity 6 

Read the text below and respond to the activities that follow. Pair work.                        (15 minutes) 

Refer to Participant’s Guide. 

    6.1 List the language aspects that can be taught in context based on the above text. You may refer to the 

Venn diagram discussed earlier. 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________    

6.2. Vocabulary: The following matching activity based on the text serves as an example: 

Match column A with column B below: 

COLUMN  A COLUMN  B 

1. Quarrel A - Not the same as someone or something else 

2. Polite B - Cleaning small bits of dirt 

3. Quarrels C - Replied or responded 

4. Different D – Argue 

5. Answered E – Arguments 

6. Dusting F -Trying hard not to damage or break anything 

7. Carefully G – Courteous 

 

6.3 What aspects of punctuation can be taught from the text? ____________________________________ 

________________________________________________________________________________________

_________________________________________________________________________________ 

 

6.4 Choose one aspect of language, other than punctuation and vocabulary, and develop an activity, i.e.  

questions  based on the text for the learners This should be done in groups, and feedback should be 

given when you have completed the task. (Use of flip-chart paper) 

Activity 7                                                                                                                                           (15 minutes) 

Read the story given. (from Top Class , Grade 6, LB, pages 3 – 7)  (This text is used only as an example.) 

The Colour of Friendship 

Using this text as the basis of a language lesson, create language tasks which a teacher may use for 

assessment in class.  Working in groups, choose at least two aspects of language structures for this task. 

Activity 8  - Language Structures and Texts                                                                                (20 minutes) 

Working in groups, examine the summary of the main text types and the language structures given.       

Select a few of the language structures and discuss how the text types can be used to teach these structures 

or items.  Follow the example given.  
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Text type Language structure Example of context/ activity/topic 

E.g. Personal recount Using the Past tense A Picnic/ A visit to my aunt’s house; etc. 
  

   
 

   
 

   
 

   
 

   
 

   
 

   
 

   
 

 

SECTION C 

Lesson Planning                                                                                               
 
Notes on lesson planning    
 
Please refer to the pages that follow for the format of a lesson plan. 
 

ACTIVITY 1  - Lesson Planning                                                                                            (20 minutes) 
 

Do the following activities in pairs : 

1.1 Draw up a lesson plan for a lesson on one of the language aspects/items that is to be taught in the first 

term for the grade you are teaching. (You may use any  form or format that you are familiar with) 

 

1.2 Create an assessment task for learners that you may use in your class on an aspect of language 

structure or use for the end of the first term.  

 

If time permits, facilitators could ask for a report-back from the groups.  

OR  

This activity may be completed at home or at school with their colleagues. 
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LESSON  PLAN 
 

 

Name of School: ______________________________________________ 

Name of Teacher: _____________________________________________ 

 

 

  
 

Tracker reference:      ______                                          Grade:   ______              

Week: _______           Day:      ______                             

Date:__________________________ 

Books and resources used:  

_____________________________________________________________________________ 

Theme:                 

_____________________________________________________________________________  

Lesson Topic:      

_____________________________________________________________________________  

                                                          

Focussed Skills: 

____________________________________________________________________________________
____________________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________ 
 

Introduction: (Connecting or Pre-phase) 

____________________________________________________________________________________
____ _______________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
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____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________                                                                                                          
 

Lesson steps: Presenting and Practising or During phase 

____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________ 
____________________________________________________________________________________  
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
_______________________________________________________________________ ____________ 
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________ 

 Extension or Consolidation or Post phase  
____________________________________________________________________________________

____________________________________________________________________________________ 

____________________________________________________________________________________ 
____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________ 
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________ 

 

Homework  

____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________ 
____________________________________________________________________________________  
____________________________________________________________________________________
_ ___________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________

____________________________________________________________________________________ 

Reflection  
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____________________________________________________________________________________
____________________________________________________________________________________  
____________________________________________________________________________________
____________________________________________________________________________________ 
 
APPENDIX 1 
Filling in the Reflections Sections 
 

1. Write responses to each of these questions:  

  

A. How does the Reflections section help the teacher?  

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________

____________________________________________________________________________________  

  

B. How does the Reflections section help the HOD?  

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________

____________________________________________________________________________________  

  

C. How does the Reflections section help the Subject Advisor?  

  

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________ 

____________________________________________________________________________________  

  

2. Write down an example of a comment that a teacher might write in the Reflections section:   

  

____________________________________________________________________________________

____________________________________________________________________________________  
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____________________________________________________________________________________

____________________________________________________________________________________  

____________________________________________________________________________________ 

  

 
 
APPENDIX 2 
(Refer to Page 11) 
EXAMPLES of ACTIVITIES on Language Structures and Use – based on the text: 
 
The Colour of Friendship 

 
(by P B Sacristan) 

QUESTIONS – Activities on Language Structures and Conventions/Use 
 
A. Countable nouns (p. 6, activity A) 

 
Firstly define what a noun is:  a noun is a naming word.  
Some nouns can be changed from singular (one) to plural (many).  Example :  one book, many books. 
 
Activity: Change the underlined nouns to plurals in the sentences below: 

1. The colourful rainbow brightened the sky. 
2. The red rose and yellow sunflower made a pretty bunch of flowers. 
3. Yusuf searched everywhere but could not find his white shirt and blue tie. 
4. The dog ate Desmond’s black shoe. 
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B. Simple past tense (p. 8, activity D) 
 

Past tense refers to what has already happened. For example: 
Tim enjoyed the rugby match yesterday. 
 
Some words take the –ed  ending to show the past tense.  E.g.  cook  - cooked. 
Some change completely. E.g.  run  -  ran 
 
Activity: Rewrite the following sentences in the past tense: 

1. Yellow brings laughter and gaiety to the world. 
2. Orange carries the most important vitamins. 
3. Indigo is needed for inner peace and prayer. 
4. All colours are made for a special purpose. 
5. Without green, the animals will die. 

 
C. Subject, verb, concord (p. 7, activity C) 

 
When deciding if a verb is to be singular or plural, first determine whether the subject is singular or plural. A 
singular subject takes on a singular verb. Example – 
 
The boy is tired. 
 
If the subject is plural, the verb changes.  E.g. 
The boys are tired. 
 
Singular:  is, was, am 
 
Plural:  are, were 
 
Activity: Choose the correct form of the verb from the brackets. 
 

1. The colours (was / were) arguing about who was superior. 
2. Rain said that colours (is / are) foolish for fighting. 
3. Yellow claims that the sun (Is / are) yellow and that the stars (is / are) yellow too. 
4. Rain (was / were) tired of all the arguing. 

 
D. Personal pronouns (p. 6, activity B) 

 
Personal pronouns are words like he, she, I, you, we, they and it. They take the place of nouns so that we 
don’t have to keep repeating ourselves. For example; 
 
Black and White were late so they were not part of the rainbow. 
 
Activity: Replace the words underlined in the sentences below with a personal pronoun from these words: 
You, they, I, it, us, them, he, she  
 

1. Kwanele likes blue so all Kwanele’s  shirts are blue. 
2. I like rainbows because rainbows are so colourful. 
3. I cut the flowers and put the flowers in a vase. 
4. The girls were tired so the girls went to bed. 
5. Sindy was late for school again and Sindy had to go to detention. 
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Appendix 3 : Exemplar Lesson Plans  
(Refer to Page 16) 
Lesson Plan 1:  
 
Platinum : 1 lesson from Week 5 ( pages 15 – 18)  
 
Tracker reference: P 26 (2015)  
Grade: 4  
Week: 5 Day: 1  (Tracker) 
Books and resources used: Platinum - Learner's (p 19) /Teacher's Guide (p 29). Reader and prepared chart 
on WHO, WHERE, WHEN, WHAT .  

THEME: Listening, Speaking and Reading: The day the River came down.(Reader p 10)  

 
1. Skills (outcomes) 
 
The learners will be able to:  
1. Know the relevant vocabulary in the context of the photograph "River Adventures" page 19 Learner's 
book.  
2. Be able to name the characters and recount the events that take place in the story, "The day the River 
came down."  

 
2. Introduction: (Connecting stage) 10mins.  
 
Ask the class, what is an "adventure"?  
"Let's look at the photograph on page 19."  
The teacher has written on the board: helmet, life jacket, oars, boat, waves.  
What do you see in the picture?  
What is happening in the picture?  
Any suggestions for a title for the picture. Teacher writes these on the board. 16  

 
3. Lesson Steps: (Presenting and practising stage of the lesson) 20 min  
 
Listen to the story. What is it about?  
Second reading while they follow the text.  
Feedback on vocabulary: shallow, rumbling, planks, raft.  

 
4. Extending and Consolidation of lesson) 20 min  
 
Teacher displays chart and explains the WHO, WHERE, WHEN, WHAT chart.  
Answering the questions will tell us about the story.  
In small groups - about four in a group, the learners take turns to read through the story and complete the 
photocopied chart/ or they create their own based on the one displayed.  
Feedback from the groups in response to the questions, Who, Where, When, What? As related to the story.  
 

5. Homework: 10 min  
 

Can you recall an adventure that happened to you and your family or a friend.  
Make your own chart to tell us - who, where, when and what.  
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6. Reflections :  See notes above on what kind of comments can be made on Reflections  
 

Lesson Plan 2 
Tracker Reference:  P. 86 (2015) 

Grade: 4  

Week: 3 Day: 1 -Listens to and tells facts of a news report  

Books and Resources used: Via Afrika  

Theme: In the News Time: 1 hour  
 

1. Skills (Outcomes): 

• Learners will listen and follow instructions  

• Learners will listen to a simple news report and answer oral questions  

• Learners will give a factual recount of a news event  

• They will learn new vocabulary  

 

2. Introduction: (connecting stage)  

• Ask learners about programmes they watch on television or listen to on the radio  

• Explain to learners the difference between news and other programmes  

• Explain to learners that news can be read in papers as well  
 

3. Lesson Steps: (Presenting and Practising stage of the lesson) (Activity 1)  

• Inform learners that newspapers tell us facts about things that happen-these are called events  

• Read a news report “Mrs Makoe brings books to school” to them  

• Ask L to listen carefully.  

• Read the report a few times and explain difficult words  

• Divide L into pairs  

• Ask each question in LB-pg 16 and let Learners work out the answers themselves before giving 

out the answers  

• Discuss different types of books available and ask Learner what books they would like for the 

class and why.  

• Activity 2: pg 17 tell your friend about what Mrs Makoe did in three sentences  
 

4. Extension and consolidation of lesson:  

• Ask each learner to describe to their partner an incident that happened this morning (factual 

report) on their way to school, in the class, at assembly etc- remember that a report contains facts 

only  

• Ask each learner to read through the important words on pg 16 (LB) and find their meanings  
 

5. Homework:  

• Ask learners to look at old /new newspapers at home and choose an interesting news report, 

practice reading it and bring to class the next day to read and discuss.  
 

6. Reflection:  

• Did learners understand the concept of factual report?  
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