Your name:  Heather Williams    

Date: April 15, 2009
Convey Ideas in Writing Classroom Activity Form

(To be submitted electronically to your facilitator)
Planning (completed before you do the lesson):
Lesson Topic/Theme: 
Writing an Email Request      Lesson Level:  High-Int/Advanced ESL
How did you arrive at the topic/theme?  How is this topic/theme relevant to the students?


On the first day of class, students were told they were going to practice writing for different purposes this quarter.  In small groups, they discussed:  “What kinds of writing do you do? When and where? What kinds or writing do you feel comfortable/uncomfortable with?  What kinds of writing do you want to practice this quarter?”

As a class, students brainstormed a list of the kinds of writing they wanted to practice and then voted to select three.  Writing emails for business/professional purposes was one of the three chosen by the class.  The class is studying Career Paths this quarter.  Also, students often ask teachers to be a work reference.  For these reasons, I chose writing an email asking a teacher to be a work reference as the first writing assignment of the quarter.
Real-Life Application:
Students will convey a request to a teacher in writing (email) in order to ask the teacher to be a work reference.
Use the components of the Standard to guide the planning of your lesson.
Implementation (completed after you do the lesson):
1.  How did you incorporate the components of the Convey Ideas in Writing standard?
	Components of the Standard
	How did the lesson help students develop these knowledge, skills, and strategies?

	Determine the purpose for communicating.


	· Students thought about and discussed their purposes for writing and identified the kinds of writing they want to practice (see above).  Students already felt comfortable writing personal email messages but identified a need to be able to write professional/business emails.  
· Students were asked to address a specific purpose for writing a business/professional email based on a real-life need:  “You are applying for a job and need three work references.  You would like your teacher to be a reference for you.  Send her an email asking her to be one of your references.”

	Organize and present information to serve the purpose.


	· After writing and sending an email message to their teacher for homework, students looked at three sample emails and how they were organized.  They observed that the register of the emails was different but the organization was the same because the purpose for all of the emails was the same.  We listed the parts and organization of the email on the board.

	Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.
	· Study of the three sample emails showed students the importance of a correct salutation, question word order, the use of question marks at the end of a question, and the use of commas in a salutation and a closing.


	Seek feedback and revise to enhance the effectiveness of the communication.


	· Students looked at copies of their first email attempts to see if they had organized their emails in a way similar to the sample emails.  They also looked at their use of salutation language, question word order, question marks and commas.
· For homework, students re-wrote and re-sent their email messages, organizing them with the parts discussed in class.

· In the next class, students used a checklist to evaluate their organization, question word order, use of question marks, use of commas, and spelling of key words.



2. How did you use the level indicators to guide your planning?
W 6.1 Determine the purpose and audience


Who are you writing to?  Why are you 
for communicating in writing.




writing?
W 6.2 Use multiple planning and pre-writing


How did the three email writers organize 
strategies to identify and organize a limited


their ideas to support their purpose of 
number of ideas to support a single purpose 


asking their teacher to be a work
(such as writing to inform, to get things done, 


reference?  How can you organize your
to express feelings and ideas or to persuade others) 

email to make this request?
and produce a legible and comprehensible draft.



W 6.3 Appropriately use both everyday and specialized 

What salutations, questions, and vocabulary 
vocabulary and a limited variety of simple and complex 

did the three email writers use to reflect their
sentence structures in multiple coherent steps or a few 

relationship with their teacher when making
well constructed and linked paragraphs to convey ideas, 

a request?  What language should you use?
with several supporting facts/details/examples reflecting 
judgment regarding appropriate language and level of formality 
for the intended audience.
W 6.4 Use several simple revision



Compare your first draft to the sample 

strategies to monitor one’s own writing, make


emails.  Is there anything you need to
revisions based on review and feedback from others, 

change?
and produce rough and final drafts. Demonstrate some 
attention to clarity, descriptiveness, personal voice and 
appropriateness  of text for the intended audience.
W 6.5 Make many edits of grammar (verb tense


Use the checklist to evaluate your 
forms), spelling, sentence structure (simple/compound/

organization, grammar, punctuation, and
complex with appropriate capitalization and punctuation), 
spelling.
language usage and text structure, often with the help 
of tools such as simplified dictionaries, grammar checklists,

and graphic organizers.
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