Lesson 12, Step 1

Edit the following sentences to eliminate sexist language or sexist assumptions.

Example: 

Scholarship athletes                                               their                                      they are

A scholarship athlete must be as concerned about his academic performance as he is 

          their

about his athletic performance.

a. Mrs. Asha Purpura, who is a doctor’s wife, is the defense attorney appointed by the court. Al Jones has been assigned to work with her on this case.

b. If a young graduate is careful about investments, he can accumulate a significant sum in a relatively short period.

c. An elementary school teacher should understand the concept of nurturing if she intends to be a success.

d. Because Dr. Brown and Dr. Dorothy Coombs were the senior professors in the department, they served as co-chairmen of the promotion committee.

e. If man does not stop polluting his environment, mankind will perish.

f. I have been trained to doubt an automobile mechanic, even if he has an excellent reputation.

g. After a new prime minister is elected, he must assemble his cabinet.

h. In the recent provincial election, Lena Weiss, a defense lawyer and mother of two, easily defeated Harvey Tower, the architect.

i. In my home town, the lady mayor has led the fight for a fair share of federal funds for new schools.

j. As partners in a successful real estate firm, John Crockett and Sarah Cooke have been an effective sales team: he is particularly skillful at arranging attractive mortgage packages; she is a vivacious blonde who is especially successful at telemarketing.

Guide to Non-Sexist Writing

Introduction

With the ever-increasing representation of women in the workforce, it is important that employees be addressed and referred to correctly and in language that is free of sex bias.

 The policy on Human Rights confronts this issue specifically by the elimination of sexism in both written and spoken communications.

“To ensure policies and practices are non-discriminatory, all communications (e.g. reports, publications, slides, computer print-outs, etc.) will be produced in non-sexist language.”

This Guide to Non-Sexist Writing is intended to assist employees who communicate both within and outside the Company to comply with the policy.

Traditional English usage sometimes makes non-sexist writing a difficult task. Language and usage change over time, however, and by exploring the richness of the English language, many possible solutions can be found. This guide offers some useful suggestions for resolving commonly found problems when writing in non-sexist English.

1.         Presentation of women and men


The use of names should be parallel and consistent.


Yes:


e.g.: Samuel Taylor and Rebecca West; Samuel and Rebecca; Taylor and West;   

                    Professors Taylor and West.

No:  Samuel Taylor and Mrs. West; Samuel and Ms. Rebecca; 

Mr. Taylor and Rebecca West; Professor Taylor and Professor Rebecca West.

2.
Lists of names


In a list of names, individuals should not be distributed according to sex.


e.g.: men first and then women, or vice versa. 

Alphabetical or organizational order should be used.

3.
Elimination of masculine personal pronouns and possessive adjectives


There are alternatives to the use of masculine pronouns:

(
Eliminate the pronoun completely:

e.g.
No: The manager is responsible for maintaining good relations with clients. He ensures that deadlines are met.

Yes: The manager is responsible for maintaining good relations with clients and for ensuring that deadlines are met.
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(
Delete words not necessary to the meaning of the sentence:

e.g 
No: the employee himself

Yes: the employee
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(
Repeat the noun:

e.g.
No: An employee must file a grievance within the prescribed time limit. His union representative will usually be involved at this stage of the process.

Yes: An employee must file a grievance within the prescribed time limit. The employee’s union representative will usually be involved at this stage of the process.







(
Use an article (“a” or “the”):

e.g.
No: The manager met with his staff.

       Communications between a sales representative and his client…

Yes: The manager met with the staff.

       Communications between a sales representative and a client…

………………………………………………………………………………………………

(
Use the plural:

e.g.
No: Each manager must prepare his own work plans.

Yes: All managers must prepare their own work plans.

………………………………………………………………………………………………

(
Use a neutral word such as “one”, ‘individual” or “incumbent”:

e.g.
No: his duties

Yes: the incumbent’s duties…

………………………………………………………………………………………………
(
Substitute “you” or “one”:

e.g.
No: Each employee is evaluated on his performance.

Yes: you are evaluated on your performance.

………………………………………………………………………………………………

(
Use both pronouns:

e.g.
Her or his employees…

His or her duties…

………………………………………………………………………………………………

· Alternate the use of the masculine and feminine forms throughout your text so that neither predominates.

4.
Personhood

Although “man” in generic terms denotes the entire population, it is too closely associated with its other sense of “male” to be used fairly and equitably for women as well. The use of man-words in making general references can be avoided.

NO





YES

man-hours




person-hours, staff-hours

manpower




human resources, workforce, workers

the man on the street



ordinary people

The following are alternatives to the use of “man” in references where the persons could be of either sex:

NO





YES

chairman




chairperson, chair, presiding officer, 







coordinator, moderator

spokesman




spokesperson, representative

workman




worker, labourer, employee, staff member

5.
Job Titles


Job titles should not designate the sex of the incumbent.


NO





YES


gateman




gate attendant


lady doctor




doctor


draftsman




drafting technician, drafter

6.
Correspondence

In both internal and external correspondence, the following points should be observed:

(
Marital status of women should not be used unless specified by the addressee. The use of Ms. is the universal way of addressing a woman. Do not use Mrs. nor Miss in business situations.

(
Use initials of first name and surname, or full name, or title.

e.g.: A.M. Smith; or Ann Marie Smith; or Head of, Director of…

(
When the sex is unknown, start with Dear W.H. Smith…” or omit the salutation, as is the increasingly common practice. Don’t risk a mistake here.

· Where neither sex nor name is known, use the form “Dear Sir/Madam” or omit the salutation. However, use ‘Sir’ and ‘Madam’ without the person’s name.

7.
Job posting

When a job is posted, the job title should be followed by the note “man or woman”.


e.g.: Project officer


        (man or woman)

THE END

TEST SHEET
Intermediate III

Prepositions & Verb Combinations

A- Record the following information in regards to the 4 verb tenses the teacher had assigned to you.
1- What’s the picture that comes to mind with this tense?

2- Give 2 examples in a sentence: one active + one passive.

3- How many time elements are included in this verb tense?

4- What verb combinations are NOT possible with this tense?

5- Explain why certain verb combinations are possible with this tense?

6- Name some FLAG words that support the picture/image.

B- Also, record the Litany of Prepositions. Use the test sheet as a guide for the Litany.

Verb Tense Chart

	Verb tenses
	FLAGS
	The pictures they evoke
	ACTIVE VOICE
	PASSIVE VOICE

	1. Simple Present
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	2. Present Continuous
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	3. Simple Past
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	4. Past Continuous


	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	5. Present Perfect
	________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________
	____________________________

____________________________

____________________________

____________________________

____________________________
	____________________________

____________________________

____________________________

____________________________

____________________________


Verb Tense Chart

	Verb tenses
	FLAGS
	The picture they evoke
	ACTIVE VOICE
	PASSIVE VOICE

	6. Present Perfect       Continuous
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	7. Past Perfect
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	8. Past Perfect 

Continuous
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	9. Simple Future
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	10. Future Intent
	________

________

________

________

________

________


	“Going to”
____________________________

____________________________

____________________________

____________________________

____________________________


	I am going to go to the movies.

I am going to rob a bank.

________________________________________________________________________________________________________________
	This movie is going to be seen by many people.

The bank is going to be robbed.

____________________________________________________________________________________




Verb Tense Chart
	Verb tenses
	FLAGS
	The picture they evoke
	ACTIVE VOICE
	PASSIVE VOICE

	11. Future Continuous
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	12. Future Perfect
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________



	13. Future Perfect Continuous
	________

________

________

________

________

________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________


	____________________________

____________________________

____________________________

____________________________

____________________________

____________________________




“LITANY” OF PREPOSITONS

(English prepositions that speakers of French tend to misuse)

	1. 
	TO
	

	2. 
	AT
	

	3. 
	ON
	

	4. 
	ONTO
	

	5. 
	IN
	

	6. 
	INTO
	

	7. 
	FROM
	

	8. 
	ACROSS
	

	9. 
	THROUGH
	

	10. 
	BETWEEN
	

	11. 
	AMONG
	

	12. 
	WITH
	

	13. 
	ABOUT
	

	14. 
	BESIDE
	

	15. 
	BESIDES
	

	16. 
	OPPOSITE
	


Reviewing: Active and Passive Voices

Change the sentences ORALLY from ACTIVE to PASSIVE and from PASSIVE to ACTIVE. Do not use your pen or pencil.

1. The men cleared the wreckage from the track.

2. The boy directed the stranger.

3. The drought was ended by a heavy rain.

4. The people were waked by the barking of their dog.

5. In the fall, the farmer fills his silo with corn.

6. Old trails through the forest were made by the Indians.

7. You will disappoint your parents.

8. The carpenter shingled the roof of the house.

9. A good watchmaker repaired my watch.

10.  I opened the door very carefully.

11.  The crops were damaged by the storm.

12.  I have told that story many times.
Important: Expect to be tested a Lesson 12 in regards to this exercise. (See the answer key)
Individual Talk Period 

Log Sheet

Participant’s name: ______________________________________________________________

Topic(s): _______________________________________________________________________

A) Quality of the vocabulary used:


Examples: ____________________________

____ general, explanatory vocabulary

______________________________________

  
____ precise and appropriate wording  

______________________________________                                                            

____ higher-calibre vocabulary                                  ______________________________________                        

B) Verb forms used:




____ Present Perfect/Present Perfect Continuous

____ Simple Present (well-used/misused)

____ Past Perfect/Past Perfect Continuous

____ Present Continuous (well-used/misused) 
____ Future Intent

____ Simple Past




____ Simple Future

____ Past Continuous




____ Future Continuous









____ Future Perfect/ Future Perfect Continuous

C) Gerunds and Infinitives:


          D) Modals:

____ proper use of gerund(s) and



 ____ were used well

         infinitives   





 ____ needed adjustments

____ misuse of gerund(s) and infinitive(s)


Which one(s)?: _____________________

Examples: _______________________________

_________________________________

________________________________________

_________________________________

________________________________________

E) Reflexive Pronouns



F) Adjectives & Pronouns & Prepositions
___used ___not used


            ____little used ___used well








____ adjustments required

G) Fluency:





H) Technical Accent and Fossilization
____ very slow




____ last consonants
____ slow & controlled



ex: _____________________________________

____ comfortable, fluent



____ h, th, r, vowel sounds

____ fluent, uncontrolled



ex: _____________________________________

____ easy going and rapid flow with control

____ ‘ed’ pronunciation








ex: _____________________________________








____ irregular verbs








ex: _____________________________________








____ other








ex: _____________________________________
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