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	Program Information
	[LESSON TITLE]

Writing Style

	TEACHER NAME

Hayley Williams
	PROGRAM NAME

Parma City School District

	
	[Unit Title]

	NRS EFL(s)
2 – 4 
	TIME FRAME
120 minutes



	Instruction 
	ABE/ASE Standards – English Language Arts and Literacy
       

	
	Reading (R)
	Writing (W)
	Speaking & Listening (S)
	Language (L)

	
	Foundational Skills
	
	Text Types and Purposes
	
	Comprehension and Collaboration
	
	Conventions of Standard English
	L.3.1, L.4.1, L.3.2, L.4.2

	
	Key Ideas and Details
	
	Production and Distribution of Writing
	W.3.3, W.4.3, W.3.4, W.4.4, W.3.5, W.4.5
	Presentation of Knowledge and Ideas
	S.3.7, S.4.6
	Knowledge of Language
	L.3.3, L.4.3

	
	Craft and Structure
	R.4.6
	Research to Build and Present Knowledge
	
	
	Vocabulary Acquisition and Use
	

	
	Integration of Knowledge and Ideas
	
	
	
	Benchmarks identified in RED are priority benchmarks. To view a complete list of priority benchmarks and related Ohio Aspire lesson plans, please see the Curriculum Alignments located on the Teacher Resource Center.

	
	LEARNER OUTCOME(S)

· Learners will compare and contrast formal and informal style of writing, recognizing appropriate situations for each.

· Learners will write e-mails using formal and informal characteristics.

· Learners will evaluate writing according to a rubric. 


	ASSESSMENT TOOLS/METHODS

· Learners will organize formal and informal writing characteristics into a t-chart

· Learners will demonstrate understanding of formal and informal writing techniques by crafting an e-mail in both styles

· Leaners will engage in peer editing to assess for formal and informal writing characteristics

	
	LEARNER PRIOR KNOWLEDGE

· Familiar with using e-mail informally

· Students are asked to send the instructor an email prior to lesson delivery (see step #1 under Instructional Activities)



	
	INSTRUCTIONAL ACTIVITIES 

1. For homework I asked that you send me an e-mail sharing an example(s) of when you have written for professional and/or personal reasons. Some e-mails were more serious in their tone and others were more casual. 

Because of technology today, just about all jobs require that employees understand e-mail and work etiquette. 

Today we are going to practice using appropriate tone and language in work e-mails.

2. Every text you read or write should have a style and tone. However, the style and tone depend completely on the purpose and type of writing. Let’s view Formal vs Informal Writing: What’s the Difference and When to Use Them
. 

3. Look at the board and let’s create a t-chart to compare and contrast formal and in-formal writing. Record this in your notes as we go. 
a. Formal
i. Complex
ii. Longer sentences
iii. Elaboration
iv. Full words/ no contractions or abbreviations
v. Objective
vi. Not personal writing style 
b. Informal
i. Conversational
ii. Slang & figurative language used
iii. Personal tone
iv. Speak directly to audience
v. Short/ incomplete sentences
vi. Contractions & abbreviations used

4. Now, let’s view this short video clip How to write professional emails. As you watch, jot down key features of a professional work e-mail in your notes. 
a. Review the notes that students took, adding to these as needed.

5. Using our knowledge from the two previous clips, compose an e-mail to your boss requesting an extension for a work deadline. You will type this on the computer as a word document. I will pass out the Peer Editing Rubric for this assignment so that you have a guide to follow.
a. Circulate the room while students work to observe and offer assistance where needed.

6. Once students have completed this task they will then write a similar letter to a friend asking them for help with a project.

7. Students will peer edit papers for formal and informal indicators according to the rubric.

8. Final submissions will be e-mailed to the instructor as attachments. 


	RESOURCES

Computer with Internet access

Projector, ability to project

Speakers

EzineArticles. (2011, August 25). Formal vs Informal Writing: What's the Difference and When to Use Them. Retrieved from https://youtu.be/sdDBY2-Wmis
Sumpter, L. (2013, November 17). How to write professional emails. Retrieved from https://www.youtube.com/watch?v=JvvDTuosJyY
Computers with Internet access and Microsoft Word for student use 

Student copies of Peer Editing Rubric (attached)


	
	DIFFERENTIATION

· Visual presentation

· Whole class, independent work

· Rubric for writing assessment



	Reflection
	TEACHER REFLECTION/LESSON EVALUATION


	
	ADDITIONAL INFORMATION



	
	4
	3
	2
	1

	Organization
	Organization supports purpose for writing. Evidence and details are well integrated into the writing. Clear and logical structure to the writing is evident.
	Organization supports purpose for writing. Evidence and details are used to support the main purpose of the writing Structure is clear.
	Purpose of writing is clear, though the organization may not always be focused. Some evidence and details are used. 


	Paper lacks organization and/or structure.
Little or no evidence and details are used. 



	Voice
	Strong voice in writing.
	Some sense of voice in the writing. 
	Lacks voice in writing. 


	No apparent voice in writing.

	Tone
	Tone shows awareness of purpose and audience. 
	Tone shows awareness of audience. 
	Tone shows some awareness of audience.


	No awareness of audience. 

	Fluency
	Sentences are complex representing sophisticated and varied word choice. Writing flows.
	Consistency and coherence in writing with a variety of sentence structure and varied word choice.


	Lacking in consistency and coherence. Sentence structure does not detract from purpose for writing. 


	Inappropriate or incorrect use of language.
Errors in sentence structure detract from the meaning and purpose of the writing. 

	Conventions
	Excellent use of punctuation, capitalization, grammar and spelling. 

Paragraphs structured correctly. Transition words/ phrases used.


	Correct use of punctuation, capitalization, grammar, and spelling. 

Paragraphs used correctly. Occasional use of transition words/ phrases. 
	Enough correctness of conventions so that meaning and purpose of writing are clear.
Some use of paragraphs. 


	Little evidence of conventions or paragraphs. 
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