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Introduction 
 

Working with students with special learning needs can be challenging but ultimately 
extremely rewarding. So too can be working with students who are struggling readers, for 
whatever reason. As a teacher, these students can challenge us to dig deep and find the 
best, most effective and inspirational teaching approaches we have at our disposal. 
Sometimes they can also be the students who require us to repeat, repeat, repeat, and to 
maintain our own motivation and inspiration to allow them to finally achieve a long 
sought for goal or milestone.  

The purpose of this book is to provide information and meaningful activities for teachers 
working with students who have low literacy skills and therefore have a special learning 
need related to their literacy learning.  

They may be: 

• students who have missed large or critical parts of their schooling due to health 
issues, frequent absenteeism, a move from one country to another, or family 
difficulties 

• students who are English Language Learners, learning English as an additional 
language 

• students who have an intellectual disability 

• students who have a learning disability 

• students with a physical disability 

• students who have struggled with their reading and writing throughout their 
schooling. 

Teaching situations for teenagers vary, although most attend mainstream secondary 
schools. Some students attend alternative settings, such as TAFE programs, community 
centre programs, specific ESL or ELL programs, or special schools. Some students attend a 
mainstream setting with additional support, for example, with part or full time 
integration aide support in the classroom.  

There are significant numbers of students attending secondary schools or other learning 
programs who have limited reading and writing skills. As these students are adolescents, 
it is important the resources and materials used to teach them are appropriate to their 
age, interests, background, learning situation and skill level. In most cases (with the 
exception of materials chosen for particular purposes, such as a non fiction picture book 
for upper primary, a wordless picture book or a fairy story), it is simply not appropriate to 
use primary school resources for students who are in their teenage years. However, for 
many teachers there is little alternative as the number of resources available which are 
aimed at a lower reading age but are content appropriate for teenagers is quite limited. 
Teachers need to be creative in how they work with teenagers with limited reading and 
writing skills, as there is a careful juggle to be made between choosing resources which 
are too complex to provide for student success, and resources which are too simple and 
are therefore inappropriate for the age of the student.  

Students may struggle to read for a whole raft of reasons. They may have a disability 
which makes it difficult to access written or spoken text and language. For example, a 
child with a visual or hearing impairment may find the process of learning to read more 
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Unit 1 

Personal Communication 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Teacher ‘Grab and Go’ ~ Personal Communication 
 

Grab a quick activity idea related to a literacy skills area relevant to your students and 
their current learning needs. These activities are all designed to be quick to organise and 
implement, with little or minimal equipment and resources. They have been arranged 
under skills areas to make them easy to locate and adapt to your own teaching purposes 
and situation. 

Read 

◊ Real life phone messages / notes / message pads showing how a phone message is 
taken in a typical household. 

◊ Practise ‘reading’ body language shown in magazine pictures, videos or DVD’s, 
television programs, communication exchanges observed in day to day activities.  

◊ Read a simple sentence (for example ‘Go to the lunchroom and bring back a drink 
bottle then put it on the table’) and try to share it with another person without 
using words. 

Think / reflect 

◊ Reflect on positive aspects of communication which occurred during the day – 
write these on a piece of coloured paper and attach to a display area in the 
classroom.  

◊ Think about a time when good communication had a positive result – such as when 
you shared information correctly, remembered all the things needed for an event, 
or when someone continued participating in a conversation. 
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◊ Think about what signs someone gives (verbal or non verbal) if they do not want to 
continue a conversation. 

◊ Reflect on how people from cultures other than the student’s own might 
communicate differently.  

◊ Think about how people react if someone invades their personal space – consider 
what personal space means and how it differs from one person to another.  

Speak and listen 

◊ To recordings of phone calls where students can then discuss clear or not clear 
communication, and the factors influencing good communication over the phone. 

◊ Role play different types of communication exchanges, for example asking 
questions, making a statement, sharing information and ideas and have student 
observers to rate performance according to: effectiveness (was the message 
understood?), clarity (were the words clear and able to be understood?), body 
language (did it match with what was being said?). 

◊ Organise students into pairs, and give one student from each a simple hand drawn 
picture on a page. The student then has to use clear communication to tell their 
partner how to draw the same picture without showing them what it actually looks 
like. Encourage the use of words such as ‘up, down, across, diagonal, next to, 
beside, underneath’) 

◊ Listen to a recording of an automated telephone service and discuss how this is 
different to a real life call. Remember that some students may have trouble 
distinguishing between a real person and a recorded message over the phone.  

◊ Discuss different groups of people you might speak to on the phone. For example: 
people who are known to us, people who are not known, family members, friends, 
acquaintances. Talk about how conversation is different with each of these groups 
of people.  

Plan 

◊ Organise students into small groups and provide each group with a collection of 
recycled and general household materials (cardboard boxes, cylinders, material 
pieces, elastic bands, tape, newspaper, etc). Each group has the task of creating 
an interesting, free standing sculpture from the items in 15 minutes. All team 
members must be involved, and good communication skills can be observed and 
reinforced throughout the activity. Prizes could be awarded to ‘most creative, 
least likely to collapse, best team work, most initiative, best problem solving team 
etc. 

Collect and organise 

◊ Collect examples of real life forms during a community outing or excursion. For 
example: bank forms, sporting club application forms, colouring competition 
forms, store card forms, public transport concession card forms). Organise forms 
into a display book to keep in a class library, or use the forms as practise 
documents in the classroom. (Note – check forms are appropriate for your student 
group). 

◊ Collect examples of clear handwriting – students practise writing their full names 
as clearly as they can, then swapping with another student to ask for feedback 
about which letters are the easiest to read.  
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Write 

◊ Diary entries for daily activities at school, hobby groups or sports.  

◊ Fill out forms relevant to daily activities or related to a class excursion. For 
example, visit the local library and have students complete a membership 
application form to join the library.  

◊ A list of resources or equipment needed for a simple activity to be run with a small 
group. 

◊ A note to self about important facts that need to be remembered about a task. 

◊ Emails or letters to a friend over a period of time. Keep copies of the emails or 
letters to refer back to later, and as a way of students seeing how a friendship can 
develop over time.  
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Check your skills and set your goals 
 
We are learning about …..Personal Communication 

Read through this list. Tick the skills you already have. Cross the skills that can 
sometimes be a problem for you.  
 

 

Write two goals you would like to achieve at the end of this unit: 

 

1. I would like to be able to…  ______________________________________ 

                       ______________________________________ 

2. . I would like to be able to…______________________________________ 

            ______________________________________ 

 

I can get along with others in a group.  

I can listen to and respect the views of others.   

I can communicate my ideas clearly, so other people understand me.  

I can write my name and address using clear handwriting.  

I can keep a friendship going through letters or emails.  

I organise myself using my diary or calendar.   

I can talk face to face to people I don’t know, such as at the post 
office, the movie cinema or a restaurant. 

 

I can talk on the phone to people I don’t know, such as to make a 
booking or ask for information. 

 

I can remember what I wanted to say to someone during a conversation.  

I can remember information I have been told.  

I can take a phone message and record the important details.  

I can write a note to remind myself to do something important.  

I can fill out a form using my own details.   

 
Com
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Get to know you 
 
Can you find someone in your class who: 
 

Likes the same sports as you. 

   _________________________________________________ 

Has a birthday in the same month as you. 

   _________________________________________________ 

Has a first name which starts with the same letter as yours does. 

   _________________________________________________ 

Does not like reading books. 

   _________________________________________________ 

Has a younger sister or brother. 

   _________________________________________________ 

Lives in the same suburb as you do. 

   _________________________________________________ 

Is good at helping friends fix problems. 

   _________________________________________________ 

Knows the name of a train station. 

   _________________________________________________ 

Plays a team sport. 

   _________________________________________________ 

Has a pet that is not a dog or cat. 

   _________________________________________________ 

Recycles water in their home. 

   _________________________________________________ 
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Answering the phone 
 
When you answer the phone, say hello, and give your name. You might say: 

‘Hello, this is James speaking.’ 
 

What do you say when you answer the phone at home?  

 

Sometimes people do not speak clearly on the phone. This makes them hard to 
understand.  

What could you say if you did not understand someone on the phone? 
 

Sometimes people ring to speak to other people at your house.  

What would you say if the person they wanted to speak to was not at home? 
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For example: 

Taking a  phone message is when you write down or remember information for 
someone else so you can pass it on to them later. You might write: 

‘Felicity Walker called Tues. 10am. Please ring back. Ph. 0527 600 700’ 

Taking a message 

Read this conversation between Jack and Mr. Erikson: 
Jack  Hello? 
Caller  Hi. My name is Mr Erickson. Could I speak to Mr Watson please? 
Jack  No. He’s not here. 
Caller  Oh. Could I leave a message for him? 
Jack  Yes.  
Caller  Could you ask him to call me at home this afternoon please. He has my 
  number. 
Jack  OK. Bye.  
(Jack hangs up the phone). 

Now answer these questions: 

What would Jack need with him to take a message? 

______________________________________________________________ 

______________________________________________________________ 

Was Jack helpful and polite? 

______________________________________________________________ 

______________________________________________________________ 

Do you think Jack will pass the message on correctly? 

______________________________________________________________ 

______________________________________________________________ 

Is there anything else Jack should have said? 

______________________________________________________________ 

______________________________________________________________ 

How do you feel when you have to take a phone message? 

______________________________________________________________ 

______________________________________________________________ 

Write the message Jack could leave for his dad: 
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 DATE _______________ 
 TIME _______________ 

_____________________________________________________ 
_____________________________________________________ 
_____________________________________________________ 
_____________________________________________________ 
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