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	Program Information
	[Lesson Title]

Thank You Letter 
	TEACHER NAME

Stephanie Schab
	PROGRAM NAME

Parma City Schools


	
	[Unit Title]
Essential Component #6: Instruction and Job Training Services

	NRS EFL(s)
3 – 6

Can be adapted for ABE students

	TIME FRAME
90 minutes 

	Instruction 
	ABE/ASE Standards – English Language Arts and Literacy
       

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

	
	Foundational Skills
	R.3.2

	Text Types and Purposes
	W.3.2

	Comprehension and Collaboration
	
	Conventions of Standard English
	L.2.2
L.3.2

L.4.2



	
	Key Ideas and Details
	
	Production and Distribution of Writing
	W.2.4
W.3.3

W.3.4


	Presentation of Knowledge and Ideas
	
	Knowledge of Language
	L.3.3
L.4.3



	
	Craft and Structure
	R.2.6

	Research to Build and Present Knowledge
	W.3.6

	
	Vocabulary Acquisition and Use
	L.3.4

L.3.6

	
	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 (TRC).


	
	LEARNER OUTCOME(S)

· Students will learn the importance of why it is necessary follow-up with an employer after an interview by learning how to write a thank you letter, and the significance it may plan in obtaining a job. 
· Students will create a thank you letter by working on their written language and proofreading skills. 
· Students will listen to, and analyze a job interview, and practice discussing the details that would be essential to include in the thank you letter.  
· Students will learn to choose appropriate written words to obtain results from writing a thank you letter.

· Students will practice writing response to real-world events.
	ASSESSMENT TOOLS/METHODS

· Student responses during warm-up activity

· Stydent responses during Sample Video Interviews
· Thank You Letter handout

· Exit Ticket



	
	LEARNER PRIOR KNOWLEDGE
· Students should be familiar with the required components of job interviews
· Students should be familiar with the various types of texts.  For example, a work-related text.  
· Students should be familiar with using a dictionary, a phone dictionary, or an online dictionary to look up new vocabulary words.  
· Students should have an understanding of the skills that they have to offer other individuals. 
· Knowledge of keyboarding skills.
· Knowledge of saving a document on either a flash drive, or another location of the computer.  
· Students should know the format to write a basic letter.
· Students should have basic grammar skills, including, writing simple sentences and using correct punctuation.

	
	INSTRUCTIONAL ACTIVITIES 

1. Warm-up YouTube Video: watch Interview Tips: Advice for Thank You Letters After Interview Pause the video to ask comprehension questions. Sample questions could be:
a. What is the purpose of the thank you note?

b. What should be included?

c. How is it different from the interview?

d. What makes a “handwritten” thank you note special?

2. Show students the Thank You Letter PowerPoint to review the concept and structure of the thank you letter.

3. Class discussion to introduce the concept of the Thank You letter. Ask or post these questions to the board:  
a. What things do you write in your daily lives?
b. What is the difference between formal and informal written language?
c. Give examples of specific times that you have had to write a letter.  What were the reasons? 
4. Watch Sample Video Interviews.

a. After each video ask students to discuss what the interviewee did well and what she could have done better.

b. As a class, draft the thank you letter this interviewee would write.

5. Discuss with your students.  What do they think of the Thank You Letter?  Be sure to check this off as an exit goal on your Aspire forms.  
6. Edit.  Give students a copy of the Thank You Letter handout. Either as a group, or as partners, have students correct the poorly written Thank You Letter. 

a. Have students complete a corrected version, explaining why they choose to fix what they did.  They should present evidence and reasoning to back-up their edits.  
b. Collect, assess, and return to students.
7. Exit ticket: Project Cable Customer Service Specialist Scenario and have students write a Thank You letter. Provide students with a copy of the iRubric: Interview Thank You Letter rubric to guide their writing.

	RESOURCES
Computer with Internet access
Projector/ability to project
Speakers
Kabell, T. (2015, December 04). Interview Tips: Advice for Thank You Letters After Interview. Retrieved from https://www.youtube.com/watch?v=qMgMXg8iJIw
HireArt. (2014, January 24). Source and screen job applicants through video interviews and work samples. Retrieved from https://www.hireart.com/sample-video-interviews
Thank You Letter handout (attached)

Cable Customer Service Specialist Scenario (attached) 

Student copies of iRubric: Interview Thank You Letter rubric

IRubric: Interview Thank You Letter rubric. (n.d.). Retrieved from https://www.rcampus.com/rubricshowc.cfm?sp=yes&code=E67W6C&


	
	DIFFERENTIATION
· Have ABE students work with instructor, or tutor if available
· Have students partner up to write Thank You Letters together.


	Reflection
	TEACHER REFLECTION/LESSON EVALUATION


	
	ADDITIONAL INFORMATION



Cable Customer Service Specialist Scenario
You interviewed for a job as a customer service assistant who helps local individuals choose the appropriate cable package for their living situation.  If you get the job, you would be a Cable Customer Service Specialist.  The job pays an entry level rate of $10.25 per hour.  You are excited to build your skills and get your foot-in-the-door with a growing business.  The interviewer told you that the company would be making a decision in the next few weeks.  What should you do to convince the interviewer that you are the right fit for the position?  Write a thank you letter to the interviewer.  
Thank You Letter
Tom Larson

5679 Cherry Wood Dr

Cleveland Ohio 44134

Dear Mrs. Woodward,

Thank you for taking the time in Monday to interview me for the position of a Office Assistant.  I enjoy learning more about you’re company and the requirement of the job.  
After learning about the position I feel confident that I could provided the help you need.  I am a hardworker and I like challenges.  I am on-time and would always put in a full days work and I hope you will give me a change to work at your company
If you need more information please call me (216) 335-6965.  I look forward to hearing from you.
Sincerely

Tom Larson
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