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absences ıı
accuracy and fl uency phases of the lesson 

25, 28
active ‘learning by doing’ lessons 67
active listening ı3
activities
 ask me a question ı04–5
 ask the right question ı23–4
 business etiquette ı87–8
 business letters ı52–4
 career paths ı83–4
 childhood pictures ı06–7
 choosing a home ı95–6
 choosing a story ı74
 choosing categories ı32–3
 communication style ı55–6
 conversation partner role ı0ı–22
 conversation sampler ı43
 cooking lesson ı87
 correcting written homework ı38–9
 create a multimedia slide show ı07
 create a poem online ıı3
 create an avatar ı02
 crosswords and word puzzles ı28
 cultural expert ı90
 culture exchange board game ı97–9
 describe this room ı3ı–2
 designing listening comprehension 

questions ı72
 e-postcards ıı7
 eating out ı93–4
 email follow-up ı56–7
 email writing skills ı55–6
 environmental issues ıı3–ı5
 express your feelings ıı0–ı2
 family tree ı08–9
 famous entrepreneurs ı94–5
 feedback provider role ı38–59
 friends and enemies ıı2–ı3
 getting to know you ı0ı–2
 grab bag ı36–7
 grammar auction ı24–5
 guess what I have ıı5–ı6
 guessing words from context ı75
 guided tour ı86
 holiday postcards ıı6–ı7
 how green are you? ıı3–ı5
 improving your résumé ı4ı–2

 independent learning checklist ı60–ı
 job interview ı44–7
 learner role for the teacher ı80–99
 learning from mistakes ı58–9
 listen and summarize ı73
 listen to the gaps ı50–ı
 mentor and guide role ı60–79
 multimedia slide show ı07
 museum visit ı88–9
 my favourite music ı96
 observer and listener roles ı23–37
 phone message ı47–8
 phrasal verbs ı63–4
 picture dictation ı34–5
 power of advertising ıı8–ı9
 PowerPoint® presentation ı92–3
 problem-solving ı79
 pronunciation ranking ı67–8
 résumé writing ı4ı–2
 rules and regulations ı35–6
 selling a product ı89–90
 specialist vocabulary ı28
 steps in a process ı85
 tell me my story ı29
 test-taking tips and strategies ı65–7
 timed skim-reading ı76
 transcribing a one-minute talk ı39–40
 tricky situations ı49
 true friends and false friends ı64–5
 using your skills ı68–9
 verb cards ı26–7
 visiting Second Life® ı69–7ı, ı86, ı88–9
 visiting virtual worlds ı69–7ı, ı86, ı88–9
 vocabulary ping-pong ı62
 webquest ı77–8
 well done! ı2ı–2
 what do we have in common? ı02–4
 what’s the word I need? ı26
 wordpool bingo ı05–6
 work pie ıı9–20
 writing a business letter ı52–4
 writing a description ı9ı–2
 your earliest memory ı30–ı
 your education ı80–2
 YouTube™ video ı87
adapting published ELT materials for one-

to-one 72–88
Animoto ı93
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blogs
 ESL and ELT blogs 99
 sharing teaching experiences 99
body language ı3
 cultural taboos ı5–ı6
book report 65–6
breaks in a lesson ı5
business English ı3, ı40, ı48, ı8ı
business etiquette ı87–8
business letter writing skills ı52–4

casual or formal dress ı3
closed questions ı9
cognates and false friends activity ı64–5
collaborative approach
 course design 49–50
 lesson planning 63–7
 lessons 34
Common European Framework of Reference 

for Languages (CEFR) 57
communication style ı55–6
content, feedback on 30–ı
conversation partner role ı8–2ı
 teacher talking more than is necessary 20
 use of closed questions ı9
 use of open questions ı9
 use of scaffolding technique ı8–ı9
 waiting for the student’s response ı9–20
conversation partner role, activities ı0ı–22
 ask me a question ı04–5
 childhood pictures ı06–7
 express your feelings ıı0–ı2
 family tree ı08–9
 friends and enemies ıı2–ı3
 getting to know you ı0ı–2
 guess what I have ıı5–ı6
 holiday postcards ıı6–ı7
 how green are you? ıı3–ı5
 power of advertising ıı8–ı9
 well done! ı2ı–2
 what do we have in common? ı02–4
 wordpool bingo ı05–6
 work pie ıı9–20
cooking lesson ı87
Counseling-Learning technique ı26
course design 49–59
 collaborative approach 49–50
 course plan 50–4
 evaluative criteria 50
 function-based course plan 53, 54
 goal setting 53, 55–9
 grammar-based course plan 5ı–2
 learning contract 58–9
 maintaining motivation 50, 53
 means to measure progress 50

 objectives 49
 personalized feedback on test performance 

50
 progress reports 50
 realistic and achievable goals 50, 53
 student input 49–50
 testing 50
 topic-based course plan 50–ı
 use of language competence descriptors 

57–8
course plan 50–4
cultural differences
 absences ıı
 avoiding misunderstanding ıı
 body language taboos ı5–ı6
 lateness ıı
 non-verbal communication ı3, ı5–ı6
 teacher–student relationship ı3
cultural expert activity ı90
culture exchange board game ı97–9

desired outcomes questionnaire 42
distance learning via the internet ı
dress codes ı3

eating out activity ı93–4
electronic comments and corrections 30–ı
email etiquette ıı–ı2, ı56
email follow-up ı56–7
email tutoring ıı–ı2
 feedback from your student 95
 feedback to your student 20
 making emails friendly and supportive ı5
 signature function ı5
 using emoticons 20
 ways to encourage your student 20
email writing skills ı55–6
environmental issues activity ıı3–ı5
errors, approaches to correction 4, 52
error analysis worksheet 52
ESP ı40
European Language Portfolio 64
evaluator role ı3–ı4
eye contact ı3

family tree activity ı08–9
feedback, using text or email 20
feedback from your student 34–5
 learner self-evaluation 94–5
 refl ection on 98
 verbal 89–90
 written 90–3
feedback provider role 25–3ı, 99
 advantage of one-to-one learning 2, 3
 approach to giving feedback 25
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feedback provider role (cont.)
 balance positive and negative feedback 

26, 29
 electronic comments and corrections 

30–ı
 fl uency and accuracy phases of the lesson 

25, 28
 language of instruction 30
 meaning and content 30–ı
 modelling skills for your student 29
 mutual editing tools 30–ı
 opportunities for learning 25
 test performance feedback 50
 types of feedback on speaking 26–8
 types of feedback on written work 29–3ı
 what kinds of errors to correct 25
 when to correct 25
feedback provider role, activities ı38–59
 business letter ı52–4
 communication style ı55–6
 conversation sampler ı43
 correcting written homework ı38–9
 email follow-up ı56–7
 email writing skills ı55–6
 improving your résumé ı4ı–2
 job interview ı44–7
 learning from mistakes ı58–9
 listen to the gaps ı50–ı
 phone message ı47–8
 transcribing a one-minute talk ı39–40
 tricky situations ı49
fl uency and accuracy phases of the lesson 

25, 28
formal or casual dress ı3
function-based course plan 53, 54

Gardner, Howard 24
getting started 6–ı6
 cultural differences ı5–ı6
 establishing ground rules ıı–ı2
 non-verbal communication ı3–ı5
 setting up a study area 6–9
 signalling phases of a lesson ı4–ı5
 teaching tools ı0
goal setting, course design 53, 55–9
Google Docs™ 3ı
Google Maps™ ı86, ı95
grammar-based course plan 5ı–2
grammar practice exercises, adaptation for 

one-to-one 80–3
ground rules for teaching/learning ıı–ı2

holiday postcards activity ıı6–ı7
homework, correcting written homework 

ı38–9

IATEFL 99, ı3ı
independent learning
 checklist ı60–ı
 developing 32
 strategy development 2, 3
independent study skills, developing 74
internet
 distance learning ı
 VoIP (Voice over Internet Protocol) ı5, ı43
 see also online tools and resources
internet-based exercise, adaptation for one-

to-one 84–5

job interview activity ı44–7
job/work skills ı68-9
job skills and tasks questionnaire 47
journal (student) 32, 38, 95
journal (teacher), refl ections on lessons 96–7, 

99

Kaltura ı93

language competence descriptors 57–8
language of instruction 30
laptop, uses as a teaching tool ı0
lateness ıı
learner
 background 37
 language level 37
 see also student
learner autonomy 32
learner-generated materials 7ı
learner history questionnaire 4ı
learner log or journal 32, 38, 95
learner role for the teacher
 feedback from your student 34–5
 refl ective aspect of teaching 34–5
learner role for the teacher, activities ı80–99
 business etiquette ı87–8
 career paths ı83–4
 choosing a home ı95–6
 cooking lesson ı87
 cultural expert ı90
 culture exchange board game ı97–9
 eating out ı93–4
 famous entrepreneurs ı94–5
 guided tour ı86
 museum visit ı88–9
 my favourite music ı96
 PowerPoint® presentation ı92–3
 selling a product ı89–90
 steps in a process ı85
 writing a description ı9ı–2
 your education ı80–2
learner-selected materials 69, 7ı
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learner self-evaluation 94–5
learner takes control 74, 78, 79, 8ı, 84
‘learning by doing’ lessons 67
learning contract 58–9
learning materials 68–88
 adapting published ELT materials for one-

to-one 72–88
 authentic materials 7ı, 72
 considerations when selecting 68–9
 developing independent study skills 74
 different ways to use the same material 74
 grammar practice exercises (adaptation 

examples) 80–3
 internet-based exercise (adaptation 

example) 84–5
 learner takes control 74, 78, 79, 8ı, 84
 learner-generated materials 7ı
 learner-selected materials 69, 7ı
 listening comprehension exercise 

(adaptation example) 79–80
 modelling tasks for your student 73, 76, 

80, 82, 84, 85, 86, 87
 pair-work activity (adaptation example) 

83–4
 personalization 73, 75, 78, 8ı, 83, 85, 86, 

87
 planning lessons 73
 reading comprehension exercise 

(adaptation example) 76–8
 recycling the material in different ways 74, 

80, 8ı, 82, 84, 85, 86, 87
 refl ection on choices 69–70
 role play (adaptation example) 87
 role play 74
 role reversal 73, 75, 78, 85
 supplementing published materials 74, 76, 

79, 8ı
 walk around activity (adaptation example) 

86
 warm-up activity (adaptation example) 

75–6
learning one-to-one
 advantages for students 2, 3
 advantages for teachers 2–3
 challenges for students 3–4, 5
 challenges for teachers 4, 5
 distance learning via the internet ı
 fl exibility ı
 nature of the one-to-one relationship ı
 range of content of lessons ı
 teaching context ı
 variety of settings ı
learning strategies, developing 25, 32
learning style questionnaire 43
learning styles 22, 24–5

 accuracy or fl uency 24
 auditory, visual or kinesthetic preference 

24
 deductive or inductive 22, 24
 preferred intelligences 24
 preferred style of learning 24
 understanding your own preference 24
 using a variety of styles 24–5
lesson
 signalling different phases ı4–ı5, 28
 taking breaks ı5
lesson planning 60–7
 active ‘learning by doing’ lessons 67
 adapting learning materials 73
 aims of each lesson 6ı–2
 collaborative lesson planning 63–7
 feedback from your student 6ı–2
 fi rst lesson 60–ı
 lesson plan and backup 62–3
 outline of steps for each lesson 62–3
 reading programme 65–6
 recap at the end of each lesson 6ı–2
 structure of each lesson 6ı–2
 student portfolio 64
 tasks and activities for each lesson 62–3
lesson planning questionnaire 48
listener role for teacher see observer and 

listener role
listening comprehension exercise, adaptation 

for one-to-one 79–80

Magnetic Poetry® ıı3
MapQuest® ı95
materials see learning materials
meaning, feedback on 30–ı
mentor and guide role 32–3
 collaborative approach to lessons 34
 developing independent learning 32
 developing learning strategies 32
 distinction between mentor and counsellor 

32–3
 encouraging learner autonomy 32
 limits on areas of advice 32–3
 measuring progress 32
 personal advice 32–3
 refl ection by the student 32
 sharing the student’s expert knowledge 34
mentor and guide role, activities ı60–79
 choosing a story ı74
 designing listening comprehension 

questions ı72
 guessing words from context ı75
 independent learning checklist ı60–ı
 listen and summarize ı73
 phrasal verbs ı63–4
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mentor and guide role, activities (cont.)
 problem-solving ı79
 pronunciation ranking ı67–8
 test-taking tips and strategies ı65–7
 timed skim-reading ı76
 true friends and false friends ı64–5
 using your skills ı68–9
 visiting Second Life® ı69–7ı
 visiting virtual worlds ı69–7ı
 vocabulary ping-pong ı62
 webquest ı77–8
Microsoft® Word, commenting 

electronically 30–ı
modelling skills for your student 29, 73, 76, 

80, 82, 84, 85, 86, 87
motivation, maintaining 50, 53
multiple intelligences framework 24
museum visit ı88–9
music activity ı96
mutual editing tools 30–ı

needs analysis 36–49
 learner’s background 37
 learner’s language level 37
 methods which can be useful 37–9
 needs analysis questionnaires 37–8, 

39–49
 obtaining documents used for work or 

study 39
 placement test 37
 reasons for carrying out 36
 refl ective writing 38
 student journal 38
 types of information required 37
 visiting your student’s workplace 38–9
needs analysis questionnaires 37–8, 39–49
 desired outcomes 42
 job skills and tasks 47
 learner history 4ı
 learning style 43
 lesson planning 48
 practical information 40
 wants and needs 46
 your interests 45
 your job 44
Neuro-Linguistic Programming (NLP) 24, ı3ı
non-verbal communication ı3–ı5
 active listening ı3
 body language ı3
 cultural differences ı3, ı5–ı6
 differentiating teacher’s roles ı3–ı4
 encouraging your student to talk ı3
 evaluator role ı3–ı4
 eye contact ı3

 formal or casual dress ı3
 nodding and smiling ı3
 signalling phases of a lesson ı4–ı5
 teacher–student relationship ı3

observer and listener role 2ı–5
 observing learning styles 22, 24–5
 recording your observations 2ı–3
 refl ecting on your observations 2ı–3
observer and listener role, activities ı23–37
 ask the right question ı23–4
 choosing categories ı32–3
 describe this room ı3ı–2
 grab bag ı36–7
 grammar auction ı24–5
 picture dictation ı34–5
 rules and regulations ı35–6
 specialist vocabulary ı28
 tell me my story ı29
 verb cards ı26–7
 what’s the word I need? ı26
 your earliest memory ı30–ı
observer notes 2ı–3
one-to-one relationship, nature of ı
online tools and resources ı0, 32
 Animoto ı93
 business letter writing ı52
 collaborative editing tool ı35
 create an avatar ı02
 crosswords and word puzzlesı28
 e-postcards ıı7
 Google Maps™ ı86, ı95
 Kaltura ı93
 Magnetic Poetry® ıı3
 MapQuest® ı95
 maps ı86, ı95
 multimedia slide show ı07
 poetry ıı3
 presentation tools ı93
 pronunciation practice ı67–8
 résumé tools ı42
 sample tests ı66
 test-taking tips ı66
 Twiddla ı35
 virtual worlds ı69–7ı, ı86, ı88–9
 VoiceThread ı07
 VoIP (Voice over Internet Protocol) ı5, 

ı43
 Voki ı02
 webquest ı77–8
 YouTube™ ı87–8
 see also internet
online tutoring
 feedback by email 95
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 using email features ı5
 webcam ‘classroom’ ı5
open questions ı9

pair-work activity, adaptation for one-to-one 
83–4

payments ıı
personal advice 32–3
Personal Construct Theory ı33
personalization of learning materials 73, 75, 

78, 8ı, 83, 85, 86, 87
phone message activity ı47–8
phrasal verbs activity ı63–4
placement test 37
portfolio 64
PowerPoint®, preparing a presentation 

ı92–3
practical information questionnaire 40
presentations ı92–3
professional development 69, 98–9
progress measurement 50
progress reports 50
pronunciation practice activity ı67–8

questionnaires see needs analysis 
questionnaires

reading comprehension exercise, adaptation 
for one-to-one 76–8

reading log 65
reading programme 65–6
recycling strategies activity ıı3–ı5
refl ection (student) 32
refl ection (teacher)
 choice of learning materials 69–70
 on negative student feedback 90
 on your observations 2ı–3
 recording your refl ections on lessons 

96–ı00
 teacher in a learner role 34–5
résumé writing skills ı4ı–2
role play 74
 adaptation for one-to-one 87
role reversal 73, 75, 78, 85

scaffolded feedback
 speaking 26–7
 written work 29
scaffolding technique for helping students 

ı8–ı9
Second Life® (virtual world) ı69–7ı, ı86, 

ı88–9
self-directed learning 53, 58
Skype™ ı43

speaking
 scaffolded feedback 26–7
 types of feedback 26–8
student
 advantages of learning one-to-one 2, 3
 challenges of learning one-to-one 3–4, 5
 encouraging your student to talk ı3
 history of learning 22
 journal or learner log 32, 38, 95
 learning style 22, 24–5
 stresses on ı9–20
 see also learner
study area
 arrangement of chairs and table 8–9
 environmental factors 6–7
 setting up 6–9

teacher
 advantages of learning one-to-one 2–3
 challenges of learning one-to-one 4, 5
 development of teaching skills 98–9
teacher roles ı7–35
 conversation partner ı8–2ı, ı0ı–22
 differentiating ı3–ı4
 feedback provider 25–3ı, ı38–59
 learner 34–5, ı80–99
 mentor and guide 32–3, ı60–79
 observer and listener 2ı–5, ı23–37
teacher–student relationship ı3
teaching tools ı0
TESOL 99
test-taking tips and strategies ı65–7
text
 feedback 20
 ways to encourage your student 20
topic-based course plan 50–ı
Twiddla 3ı, ı35

verb cards activity ı26–7
video conferencing tools ı5
virtual worlds ı69–7ı, ı86, ı88–9
vocabulary cards 32
vocabulary notebook 32
VoiceThread ı07
VoIP (Voice over Internet Protocol) ı5, ı43
Voki ı02

walk around activity, adaptation for one-to-
one 86

wants and needs questionnaire 46
warm-up activity, adaptation for one-to-one 

75–6
webcam ‘classroom’ ı5
webquest activity ı77–8
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work
 describing work activities ıı9–20
 specialist vocabulary activity ı28
written teaching/learning agreement ıı
written work
 scaffolded feedback 29
 types of feedback 29–3ı

your interests questionnaire 45
your job questionnaire 44
YouTube™ ı87–8

Zone of Proximal Development (ZPD) ı8
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