
(When the activity is completed, give the letter I to students.)
	Lesson Plan
	Lesson # 4

Duration: 60 minutes
	Level: Secondary Cycle 2, year 2 or 3 

	Intermediate goals
	By the end of this lesson the students will be able to write an email choosing the appropriate registers of English, depending on the context and the recipient.

	Group size and materials
	Group size: 18-36 students

Materials:  Computers. (Activity done in the computer lab)


	Competencies

· Two C3 (Writes and produces texts) formative assessments.



	Cross Curricular Competency

· Methodological competencies

· Uses information and communication technologies 

· Adopts effective work methods

· Intellectual competencies

· Uses information

· Exercises critical judgment

· Uses creativity

· Communication-related competency

· Communicates appropriately



	Related Content

· Sociolinguistic Aspect of Culture

· Language Repertoire

	Broad Areas of Learning

· Media literacy


** Note to teacher: For this first activity, students will read the first email and answer the questions that follow the email. The first email is really informal and could therefore alter the recipient’s judgment of the sender because of the way it is written. 

*Do not tell the students that the activity is designed so that they can observe how their own judgment changes depending on the way one email is written.

When students are done, the teacher can lead a class discussion with the students. See the answers to the questions (in red, following the emails.)

(10-15 minutes)
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	Subject: I miss ya!!!
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	From :
	nonsense@hotmail.com 


	Sent:
	October 30th, 2009

	To:
	gennyinabottle@hotmail.com 

	Hey Gen!

It’s been a long time right!? How have you been? I’m good! I’m working on this new beat… It’s gonna be just so cool, you have no idea! I’ll let you hear it next time I see ya! 

Do you think you’re gonna be home soon cuz I really miss ya here. Actually everybody misses you: big Joe, Marky Mark, and Kat too!

Hope your trip is cool!

C/ya    EB xxx

	Categories:
	


Email 1

Do you think that the writer: (justify your answer) (In red are the sample possible results), Any answer could be good as long as the students provide faire explanations for it.
1. Is educated or uneducated? This sender could be perceived as being less educated.
Why?  because of the level of formality that he is using. In fact, sometimes he or she even writes incomplete words which  clearly shows how informal his or her writing is.
2. Is poor or rich? Both are possible answers, depending on the students’ judgment
Why?
3. Lives in a house or in an apartment? _probably an apartment
Why? Because EB seems to be living with other people and seems to be talking as if he or she was quite young, at university or maybe college. Again, any answer could be good.
4. Is in university or in high school? Answers might differ depending on their answer for the previous question
Why? Answers might differ
5. Polite or rude? Adults may say that he is being rude, but teenagers might say that he or she is just speaking normally; it might be their everyday language.

Why? If students say that he is speaking quite normally, it would be important to explain to them how this sounds normal to them but may sound rude to an adult or a professor. They therefore have to be aware that they have to change their level of formality depending on the context or the recipient of their email. Have them look at the resources below for them to have further explanations on the levels of formality in email writing.
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	Subject: Explanations on assignment four, Émilie Bérubé 230493498
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	From :
	Emilie.berube@mail.mcgill.ca


	Sent:
	October 30th , 2009

	To:
	Ken.scott@mcgill.ca 

	Dr. Scott,

As I was reading the syllabus for this class, I realized that assignment four is due in a few days; however, if I am not mistaken, we did not discuss the expectations for this assignment in class. Would it be possible to explain it next class as I would want to begin this assignment?

Sincerely,

Emilie Berube

	Categories:
	


Do you think that the writer: (justify your answer)

1. Is educated or uneducated? This writer is usually perceived as being educated

Why? Because there are no mistakes. The message is polite. The words are complete. The greetings are polite.
2. Is poor or rich? Any answer could be good 
Why? As long as they can justify why they perceived the writer as being poor or rich is fine.
3. Lives in a house or in an apartment? Any answer could be good 
Why?  As long as they can justify why they perceived the writer as being poor or rich is fine?
4. Is in university or in high school? Probably University or maybe college
Why? Because of the way the email is written.
5. Polite or rude? Polite but not too formal
Why? The words are complete. The greetings are polite.
**Note to teacher: Conclude this activity by having the students realize how the two emails were written by the same person in different contexts. Using this argument, explain to the students how the formality level that they use when writing emails is important in order to be respected or understood.


[image: image59.wmf]
Directions: You will now write your own emails using the appropriate formality level. Use the information that is given to you to write your email.
**Note to teacher:   students can write their emails directly on the computer so that they have access to the resources that are provided. They can either print their copies or send it to you by email so that you can correct them using the rubric that is provided (see link below.)

 **Hint Hint** look carefully at the recipient of your email to make sure which level of formality to use.

Email 1:

· Recipient: a classmate (a friend of yours that you know well)

· Your problem: You have an assignment due in two days for your history class and you remember neither the topic nor the criteria for this assignment. You want to get this clear so that you can start writing your assignment.

· Minimum of 50 words and maximum 100 words. (use your time wisely)

· You can complete this chart before writing the email sample to help you organize your ideas. Remember, you are not assessed on your spelling mistakes but on the formality level and tone that you will use; however, if you have some time left, try to revise your written piece to have as few spelling mistakes as possible. (This is for your own good!)


 Date: ________________________________

Subject line:_______________________________________________________________

Greeting line:______________________________________________________________

Formality level:      Formal            Informal 

Ending: ____________________________________________________________________
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	From :
	


	Sent:
	

	To:
	

	


Email 2:
· Recipient : Your teacher

· Your problem: You have an assignment due in two days for your history class and you remember neither the topic nor the criteria for this assignment. You want to get this clear so that you can start writing your assignment.

· You can complete this chart before writing the email sample to help you organize your ideas.

· Minimum of 50 words and maximum 100 words. (use your time wisely)

· Remember, you are not assessed on your spelling mistakes but on the formality level and tone that you will use; however, if you have some time left, try to revise your written piece to have as few spelling mistakes as possible. (This is for your own good!)


 Date: ________________________________

Subject line:_______________________________________________________________

Greeting line:______________________________________________________________

Formality level:      Formal            Informal 

Ending: _____________________________________________________________________
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	Subject:
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	From :
	


	Sent:
	

	To:
	

	

	Formal vs. Informal Emails
	2
	1
	0

	
	Yes
	Incomplete
	No

	Format

Student used the right format provided in the SPEAQ Quest. (Greetings, message, closing.)
Comments:

	Format of the email has all the elements.

Comments:


	Format of the email is missing some elements.

Comments:


	Not an email or does not follow the right format.

Comments:



	Greetings

Student writes the proper greetings for the email, using the right formality level.  (To friend: informal, to professor: formal)
Comments:

	  

Excellent formality level for the greeting section.

Comments:


	  

The two levels seem to be blended and confused in the greeting section.

Comments:


	  

Not the right formality level for the greeting section.

Comments:



	main paragraph

Student writes the main paragraph of the email using the appropriate level of formality: there is a consistency in the formality level. (To friend: informal, to professor: formal)
Comments:

	  

Appropriate formality level throughout.

Comments:


	The two levels seem to be blended and confused in the main paragraph. (no consistency)

Comments:

 
	  

Not the right formality level for the main paragraph.

Comments:



	Closing
Student writes the proper closing to the email, using the appropriate formality level. (To friend: informal, to professor: formal)
Comments:

	  

Excellent formality level for the closing section.

Comments:


	  

The two levels seem to be blended and confused in the closing section.

Comments:


	  

Not the right formality level for the closing section.

Comments:




Emails








The way an email is written could alter the recipient’s perception of the sender; if there are spelling mistakes, the writer could be considered as being uneducated or if the tone is too friendly, the sender could also be perceived as being rude. On the other hand, if the sender is writing to a friend or a relative and is using a tone that is too formal, this same sender could be perceived as fancy and phony.


For the next activity, you will need to refer to the following web pages, which will help you find the right tone when you are writing an email.














