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	Program Information
	[Lesson Title]

Strengthen Your Writing

	TEACHER NAME

Linda McBride
	PROGRAM NAME

Warren County Career Center


	
	[Unit Title]
Editing

	NRS EFL(s)
1 – 3 
	TIME FRAME
One 50-70 minute class

	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
	S.1.1  S.2.1  S.3.1
	Conventions of Standard English
	L.1.2  L.2.2

	
	Key Ideas and Details
	
	Production and Distribution of Writing
	W.1.3 W.2.5  W.3.4 W.1.4 W.2.6
	Presentation of Knowledge and Ideas
	
	Knowledge of Language
	

	
	Craft and Structure
	
	Research to Build and Present Knowledge
	
	
	Vocabulary Acquisition and Use
	

	
	Integration of Knowledge and Ideas
	
	
	
	

	
	LEARNER OUTCOME(S)

· Students will work together to produce a letter/note for work or school and by working with a partner peer edit.

	ASSESSMENT TOOLS/METHODS

· Learners will peer edit a letter to gain details and strengthen the writing.

	
	LEARNER PRIOR KNOWLEDGE

· Learners should know what makes a complete sentence, basic capitalization and punctuation rules.


	
	INSTRUCTIONAL ACTIVITIES 

1. Ask students when the last time they wrote a letter/email/note was. Have them raise their hands. (Probably not many) Ask what reasons for letter/email/note were even if they didn’t personally write one. (Responses could include note for school, family member/ boss-requesting time off, resignation)
2. Today we are going to practice writing with assistance from others. Ask why is it beneficial to have someone else read our work? (Different perspective, mistakes we overlook because familiar with the topic, prevent silly mistakes) Some topics include vacation time, resignation, excusing child from school, problem with a company (i.e., utility, credit card). Allow students to come up with other topics that are meaningful and appropriate. 
3. Model for the class how to write a letter of resignation. Choose from different types including very basic. Show the main parts of a letter. There is a video that can be shown also. Emphasize the need for complete sentences to make a paragraph, introduction, closing. Explain that a letter to a teacher would look similar.

4. Decide how to pair students up to work together. (May want to pair similar abilities together for easier assistance) Have students decide what type of letter they want to write.  Have students choose a business type letter.
5. Instruct pairs they are to write down who they are going to write to and what are the reasons. They are to share with their partner who they are writing to and why. Students should write down (brainstorm) their ideas on the Rough Draft Outline. One person shares at a time. Stress they do not need to write down complete sentences, just thoughts. Instructor circulates answering questions as needed.
6. Distribute Business Letter Format and discuss the format and basics of a business letter or display on screen with projector.
7. After both partners have shared in each of the groups have students type their letters.  Advise students they should have at least 3 sentences in the paragraph.
8. After students have completed typing their letters distribute the Editing Checklist for Self- and Peer Editing. Each student is to edit their document filling in their portion. 
9. Before students peer edit, model for the class how to peer edit by using a sample of a poorly written business letter projected onto screen.  
10. Partners are to switch papers and evaluate their partner’s letter making comments accordingly. Teacher assists as needed. Students should then rewrite/make corrections to their writing based on peer comments.
11. Instructor should have students turn in rough draft, Editing Checklist for Self- and Peer Editing and revised copy for review and additional comments.
	RESOURCES

Computer with Internet access

Chalk/white board

Projector, ability to project

Best Resignation Letters Examples to Quit Your Job. (n.d.). Retrieved from http://jobsearch.about.com/od/sampleresignationletters/a/resignsamples.htm
Student copies of Rough Draft Outline (attached)

Student copies of Business Letter Format
Business Letter Format. (n.d.). Retrieved from http://www.tidyforms.com/download/business-letter-format.html
Computers with Internet access for student use

Student copies of Editing Checklist for Self- and Peer Editing
Editing Checklist for Self- and Peer Editing [PDF file]. (n.d.). Retrieved from http://www.readwritethink.org/files/resources/printouts/Editing%20Checklist.pdf
Business Letters [PDF file]. (n.d.). Retrieved from https://www.bced.gov.bc.ca/exams/exemplars/comm/com12-bl.pdf


	
	DIFFERENTIATION

· Allow students to work with a partner.

· Provide examples of business letters written at various grade levels.



	Reflection
	TEACHER REFLECTION/LESSON EVALUATION


	
	ADDITIONAL INFORMATION



Rough Draft Outline

Recipient of letter

Main points/reasons

1.

2.

3.

4.
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