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Learning Intention: I will be able to understand when to use capital letters and apply it to my own writing. 

1. Capital Letters

In writing, there are a number of rules we have to follow. One of these rules is using capital letters. Here is a list of the times we must use capital letters: 

· Start of a sentence after a full stop
The students go to Cedarbank School.

· Somebody’s name
What time is lunch, Michael?

· Name of a place
We live in West Lothian, Scotland.

· Months
My birthday is in January

· Days of the week
I can’t wait until Saturday.

· When using the word “I”
I am going to the cinema this weekend.

· Titles
My favourite film to watch is Frozen.


Task 1

1. Copy out these sentences below, putting the capital letters in the right places.

a) the girl went to spain on holiday.
b) mr davis said that i am talented.
c) On monday i am going swimming.

a) _______________________________________________________________________________
b) _______________________________________________________________________________
c) _______________________________________________________________________________




Your turn! Now write two sentences of your own using capital letters in the correct places. 

	1. ____________________________________________________________________________

2. _______________________________________________________________________________



Task 2

Now look at the passage below. I have forgotten to put capital letters in it. Make the corrections on the passage.

the children hurried home quickly. it was friday afternoon, and mr evans, the local shopkeeper, was waiting for them. it was very chilly on that december morning, and jack and emma had wrapped up warm. their mum was away working in london, so mr evans had offered to look after the children. in return, the children decided to help out in the shop.
	“it’s not fair” jack groaned. “why do i have to do all the work, while you just sit there?” emma stood up and looked out over swansea bay with a smile. she turned to jack. “i spent all day on thursday tidying up the house jack, or have you forgotten about that?” “sorry” jack replied sheepishly.
	the door opened suddenly. “oh hello mr evans, we were just tidying up.” jack declared proudly. there was a silence. the children looked up curiously, to see their mum standing in the doorway. “we thought you weren’t coming home until saturday” emma exclaimed. “i thought i would surprise you” mum answered cheerfully.

Your turn! Now write two sentences of your own.

1. _____________________________________________________________________________________


2. ______________________________________________________________________________________







Extension:

Write a paragraph below about how you spent your summer holidays. 
*Remember to use capital letters when needed. *
_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify when a capital letter is needed and apply it to my own writing.
	
	
	
	









Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         



	Teacher comment
	









2. Full stopsLearning Intentions:
I will be able to understand the functions of a full stop and how to apply it to my writing. 


Full stops are one of the most important parts of punctuation that we have to learn to make our writing clear. Full stops show the pauses between sentences. Without these, we will not be able to write correctly. 

Examples

Forgetting to use full stops gives us incorrect sentences like this:
I walked to school this morning my friend was waiting for me. 

It should be:
I walked to school this morning. My friend was waiting for me.

Explanation: In the correct sentence, we can see that the full stop indicates that there is a pause to separate the two ideas. A capital letter was also added to the word “my” because it is the first word of the new sentence.
Idea 1- I walked to school
Idea 2- My friend was waiting for me

Top tip

Some sentences will be short and other sentences will be long. The best writing uses a variety of short and long to make it interesting for the reader to read. 









Task 1

Rewrite and insert a full stop to form correct sentences.

1. The horse was hungry it had not eaten for days.
2. The cup was dirty it had fallen in the mud.

1. _____________________________________________________________________________________

_____________________________________________________________________________________

2. ____________________________________________________________________________________

_____________________________________________________________________________________


Your turn! Now write two sentences of your own.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Task 2

Rewrite and insert full stops to form correct short sentences.

1. I was serving drinks to the passengers the Captain called me over for a glass of wine a loud thud echoed round the room.
2. I was just finishing off my meal with a glass of wine the ship gave a small jolt. I sprinted out on to the deck it was nearly full.


1. _____________________________________________________________________________________



2. ____________________________________________________________________________________

_____________________________________________________________________________________





Your turn! Now write two sentences of your own.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Extension:

Correct this piece of writing for capital letter mistakes and full stops and then write it out again. You might need to think back to what you learned when you looked at capital letters.

about a half hour before sunrise on August 3, 1492, christopher columbus set sail from Palos, Spain. He and his crew sailed on three ships they sailed in search of a shorter route to India. Instead, columbus discovered a "New World" experts believe he landed on an island in the Bahamas
Your turn! Now write two sentences of your own.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify when a full stop is needed and apply this to my own writing.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	







Learning Intentions:
I will be able to understand the functions of a comma and how to apply it to my writing. 

3. Commas 

Commas are used to separate items in a list within a sentence. When they are used correctly, they are the mark of a confident, skillful writer. 

Unlike full stops, commas are not strong enough to separate sentences, but they can separate items and phrases. 

Examples: 

1. They separate items in a list:

Between words: I need to go to the shop to buy milk, cheese, bread and ham. 

Between phrases: I need to go to the shop to buy a carton of milk, a block of cheese, a loaf of bread and a packet of ham. 

2. They work like brackets (The sentence makes sense with or without the word or phrase)

Between words: Mary, excitedly, watched as the bus approached.

Between phrases: Mary, in an excited moment, watched as the bus approached. 

3. To separate phrases and clauses in sentences (Phrases cannot stand on their own; clauses can.)

Waking up suddenly, she reached for the alarm clock

Phrase- Waking up suddenly (doesn’t make sense on its own. It needs something else to join it.)
Clause- She reached for the alarm clock (makes sense on its own)

In a mad rage, the boy punched the wall.

Phrase- In a mad rage (doesn’t make sense on its own. It needs something else to join it.)
Clause- The boy punched the wall (makes sense on its own.)

Task 1

Separate the items in the list with commas.

3. The horse was tall fast brown and muscly.
4. The recipe needed eggs milk cheese butter and salt.
5. In my classroom we have books pens pencils paper sharpeners rubbers and rulers.

Your turn! Now write one sentence of your own with commas.

____________________________________________________________________________________

_____________________________________________________________________________________


Task 2

1. Separate the items (phrases) in the list with commas.

I went into town to buy a pair of jeans a long sleeved top and a pair of size 7 trainers.

Your turn! Now write one sentence of your own with commas.

____________________________________________________________________________________


1. Insert commas (like brackets) where necessary. Remember to make sure that the sentence will make sense with or without the word or phrase.

a. I grudgingly wake up at 7am to get read for school. 

b. Sarah in a jealous rage hit her brother.

Your turn! Now write one sentence of your own using commas to add in extra information. 

________________________________________________________________________________________________________________________________________________________________________






Task 3

1. Separate the items (phrases) in the list with commas.

I went into town to buy a pair of jeans a long sleeved top and a pair of size 7 trainers.

Your turn! Now write one sentence of your own with commas.

____________________________________________________________________________________


2. Insert commas (like brackets) where necessary. Remember to make sure that the sentence will make sense with or without the word or phrase.

My brother annoyingly sets his alarm 5 times incase he doesn’t hear it the first time. 

Your turn! Now write one sentence of your own using commas to add in extra information. 

____________________________________________________________________________________



2. Separate the phrase from the clause in each sentence. Remember that a phrase doesn’t make sense on its own but a clause does.

a. When my alarm goes off in the morning I immediately get up.

b. After lunchtime the students have English.

Your turn! Now write one sentence of your own using a comma to separate the phrase from the clause. 

____________________________________________________________________________________








Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify when a comma is needed and apply this to my own writing.
	
	
	
	




Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	








4. ApostrophesLearning Intention: I will be able to understand when to use apostrophes and apply it to my own writing. 


	1. Possessive Apostrophes

Apostrophes are used to show that someone or something belongs to another person or thing.  

	For Example: 	Ben owns a bike.  It is Ben’s bike.  
				The dog has a tail.  It is the dog’s tail.

	The owner always gets the apostrophe plus ‘s’ after its name.  However, if the owner is more than one person the ‘s’ is dropped.  For example: The boys’ cricket team.  The apostrophe goes after ‘boys’ to show that the team belongs to a group of boys not just one and the ‘s’ is dropped.








	2. Apostrophes showing that a letter has been missed out (Contractions)Contractions: Since the word contract means to squeeze together, it seems only logical that a contraction is two words made shorter by placing an apostrophe where letters have been omitted

	
Apostrophes are also used to show that a letter has been missed out.

For Example: 
· ‘I am going home’ becomes ‘I’m going home’.  The apostrophe replaces the letter ‘a’.
· ‘I cannot see without my glasses’ becomes ‘I can’t see without my glasses’.

Task 1

1. Copy out these sentences below, putting the apostrophe to show possession.

a) The girls balloon.
b) The cats whiskers.
c) Billy and Bobbys toy cars were stolen at the weekend.

d) _______________________________________________________________________________
e) _______________________________________________________________________________
f) _______________________________________________________________________________

Your turn! Now write one sentences of your own using apostrophes in the correct place.

________________________________________________________________________________


2. Shorten these words using an apostrophe to make a contraction.

· I did not= ________________________________________


· I could not= _____________________________________


· I would not= _____________________________________






Task 2

1. Shorten these sentences by using possessive apostrophes.
Example: The pencil case belongs to Adele= Adele’s pencil case.

*Refer back to the notes if you are stuck!*

a. The photograph taken by Billy. =________________________________________________________
b. The wings of the dove. = _________________________________________________________________
c. The house where the twins live. = _______________________________________________________

Your turn! Now write two sentences of your own using possessive apostrophes.


____________________________________________________________________________________


____________________________________________________________________________________



2. Rewrite these sentences using an apostrophe to make a contraction when necessary.

a. I am not going to the shop. = ________________________________________________________________________
b. I will not be able to come out. = _____________________________________________________________________
c. I cannot read if you are talking. = ___________________________________________________________________


Task 3

1. Shorten these sentences by using possessive apostrophes.
Example: The pencil case belongs to Adele= Adele’s pencil case.

a. The behaviour of the pupils. = _________________________________________________________________________
b. The party for dad. = __________________________________________________________________________________
c. The essay written by Curtis. = _________________________________________________________________________
d. The diary of Sarah. = __________________________________________________________________________________

Your turn! Now write two sentences of your own using possessive apostrophes.


____________________________________________________________________________________


____________________________________________________________________________________














2. Rewrite these sentences using an apostrophe to make a contraction when necessary.

a. I am not going to the shop. = ________________________________________________________________________
b. I will not be able to come out. = _____________________________________________________________________
c. I cannot read if you are talking. = ___________________________________________________________________

Your turn!  Now write two sentences of your own using an apostrophe to make a contraction.

____________________________________________________________________________________


____________________________________________________________________________________




















Extension:

Write a paragraph below about your weekend using possessive apostrophes and apostrophes to make contractions.  
Example: This weekend I went to my friend’s house for a sleepover. I couldn’t wait….
*Remember to use apostrophes, capital letters, full stops and commas when needed. Refer back to previous lessons in this booklet.*

____________________________________________________________________________________


____________________________________________________________________________________


____________________________________________________________________________________


____________________________________________________________________________________


____________________________________________________________________________________







Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify when an apostrophe needed and apply it to my own writing.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         



	Teacher comment
	







Learning Intention: I will be able to apply and demonstrate my learning from previous lessons.

5. Editing Skills (capital letters, full stops, commas and apostrophes)

	Read through the passage below and mark any errors you can find. 

	Remember! You are focusing on capital letters, full stops, commas and apostrophes.


Task 1

You must find the 6 errors.

Have you read a book by Lemony Snicket? lemony snicket is not a real persons name. It's an imaginary name used by the author of the A Series of Unfortunate Events books. In those books, which were first published in september of 1999, readers follow Violet Klaus and Sunny as they attempt to protect their fortune from greedy Count Olaf the identity of Lemony is secret, but he communicates through his representative, Daniel Handler.
Task 2
You must find the 8 errors below.

august 6 is a date to remember. On that date in 1945, an American B-29 bomber dropped an atomic bomb on the city of Hiroshima, japan more than 65,000 people were killed in the explosion, which destroyed 4 square miles of the city. All anybody could see in the city were dead bodies fallen buildings and blood. Japans resources were limited. within a week of the bombing, the Japanese government unexpectedly, surrendered and World War II came to an end. Many places now hold special memorial ceremonies on the anniversary of the august 6 bombing.

Task 3
You must find the 8 errors

charles and frank Duryea tested one of the first gas-powered automobiles in september 1893 the vehicle had a 4-horsepower engine. They didnt think that cars would be so successful in the future. The next year inventor Elwood Haynes tested a similar car, the Pioneer. henry Ford began producing the 20-horsepower Model T in 1908. Cars began to have more options modern features and horsepower over the years. In the 1960s, 300-horsepower engines were common. Todays cars weigh less, so even one with a 150-horsepower engine can go fast. 

Checklist: 

I can:
Tick


Capital Letters

Understand the functions of a capital letter

Apply capital letters to my own writing



Full stops

Understand the functions of a full stop

Apply full stops to my own writing



Commas

Understand the functions of a comma

Apply commas to my own writing



Apostrophes

Understand the functions of an apostrophe

Apply apostrophes to my own writing




















































Learning Intention: I can use the correct version of commonly confused words by paying close attention to the context. 

6.  Commonly Confused Words (two, to and too)


English has a lot of commonly confused words. They either look alike, sound alike or, worst of all, look and sound alike but have completely different meanings. Other words look and sound different but are similar in meaning, and it’s hard to determine which is the correct one in a given context.


· Two refers to a number.
E.G ‘Two people were playing in the park’ or ‘there are two clouds in the sky’.
	
· To is used either with a verb or for direction.
E.G ‘I am going to watch football’ or ‘the swimming pool is next to the grocers’.

· Too means ‘a lot’ or ‘also’.
E.G ‘I ate too much’ or ‘I too visited the party’.


An example using all 3 versions: Two children were playing in the park next to the swimming pool.  I too wanted to play.



Task 1

Insert the correct version in the following sentences. 


1. I went ______ see my grandma.
2. I did _____ hours of gardening yesterday.
3. Sophie had _____ much cake.

Your turn! Now write two sentences of your own using two, too or to.

____________________________________________________________________________________



____________________________________________________________________________________

Task 2

Insert the correct version in the following sentences. 

1. Ellie asked, “Are there _____ birds in that tree?”
2. “Would the ______ of you like _____ come ____ my party?” enquired Alex to Max and James.
3. The coach journey took _____ long for Dan’s liking.
4. “How far is it _____ Manchester?” Sarah asked.
5. “I need _____ go _____ the toilet,” said Tahir.

Your turn! Now write two sentences of your own.


____________________________________________________________________________________


____________________________________________________________________________________




Extension:

Create 3 sentences using all 3 two, to and too in them. 
Example: Meg was too tired to walk home. I was tired, too. The two of us walked to a phone booth, and I called for a cab.
Your turn!
1. ___________________________________________________________________________________________

___________________________________________________________________________________________


2. ___________________________________________________________________________________________

___________________________________________________________________________________________

3. __________________________________________________________________________________________

___________________________________________________________________________________________




Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify the correct version of commonly confused words.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	





6.  Commonly Confused Words (there, their and they’re)Learning Intention: I can use the correct version of commonly confused words by paying close attention to the context. 



English has a lot of commonly confused words. They either look alike, sound alike or, worst of all, look and sound alike but have completely different meanings. Other words look and sound different but are similar in meaning, and it’s hard to determine which is the correct one in a given context.


· There refers to a place.
E.G ‘There are freckles on Sarah’s nose’ or ‘I went there last night’.
	
· Their means belonging to them.
E.G ‘Their hands were frozen’ or ‘The children do their exams tomorrow’.

· They’re is short for ‘they are’.
E.G ‘They’re going to Florida tomorrow’ or ‘They’re going to be late again.’


An example using all 3 versions: Their house is over there, next to the field where they’re playing football with their friends…


Task 1

Insert the correct version in the following sentences. 


1. I went ______ yesterday.
2. The twins have to catch a bus on _____ journey to school.
3. _____ house is up for sale.

Your turn! Now write two sentences of your own using there, their or they’re.


____________________________________________________________________________________


____________________________________________________________________________________



Task 2

Insert the correct version in the following sentences. 

1. The teacher yelled, “________ is too much noise in here!”
2. “It’s _________ fault, ________ the ones responsible,” cried Amy.
3. Look at Jordan and Nathan, ________ going to get in trouble if they get caught.
4. ________ going to New Zealand to visit _______ relatives.
5. _________ confident of winning the final.

Your turn! Now write two sentences of your own using there, their or they’re.


____________________________________________________________________________________


____________________________________________________________________________________





Extension:

Create 3 sentences using all 3 there, their and they’re.
Example: They're eating their lunch there
Your turn!
1. ___________________________________________________________________________________________

___________________________________________________________________________________________

2. __________________________________________________________________________________________

___________________________________________________________________________________________

3. __________________________________________________________________________________________

___________________________________________________________________________________________






Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify the correct version of commonly confused words.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	





6.  Commonly Confused Words (were, we’re and where)Learning Intention: I can use the correct version of commonly confused words by paying close attention to the context. 



English has a lot of commonly confused words. They either look alike, sound alike or, worst of all, look and sound alike but have completely different meanings. Other words look and sound different but are similar in meaning, and it’s hard to determine which is the correct one in a given context.


· Were is the past tense of are.
E.G ‘We were going for a walk’ or ‘Were you asleep?’
	
· We’re is a shortened version of “we are”.
E.G ‘We’re going to a restaurant for tea’ or ‘That is what we’re going to do ’.

· Where relates to place and can be used when asking a question about direction.
E.G ‘ Where are we going?’ or ‘Where are you?’ 


An example using all 3 versions: There were two girls walking through a wood. ‘It’s dark and we’re lost,’ one said to the other, ‘do you know where we are?’.


Task 1

Insert the correct version in the following sentences. 


1. ‘______ is my coat?’ asked Tim.
2.  ‘_____ going out for a while,’ said Steve.
3.  ‘ You _____ asleep in my lesson! To the Head’s Office!’ exclaimed the teacher.

Your turn! Now write two sentences of your own using were, we’re or where.


____________________________________________________________________________________


____________________________________________________________________________________


Task 2

Insert the correct version in the following sentences. 

1. ‘______  _______ you last night?’ asked Olivia.
2. ‘ ______ playing football outside, shout if you need me,’ yelled Bruce to Susan.
3. ‘When and  _____ is your party?’ said Phillip.
4. ‘_____ you in the police force? I’ve always wanted to be a policeman,” said Bill to his Granddad. 

Your turn! Now write two sentences of your own using were, we’re or where.


____________________________________________________________________________________


____________________________________________________________________________________







Extension:

Create 3 sentences using all 3 were, we’re and where.
Example:  We're right where we were ten minutes ago!
Your turn!
1. ___________________________________________________________________________________________

___________________________________________________________________________________________

2. __________________________________________________________________________________________

___________________________________________________________________________________________

3. __________________________________________________________________________________________

___________________________________________________________________________________________

Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can identify the correct version of commonly confused words.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	











9. Author’s PurposeLearning Intention: I can understand, identify and apply the three main purposes of writing.



The author’s purpose is his or her reason for writing a text, paragraph, or line.

There are many reasons why people write paragraphs or lines, but when we look at why people write texts, there are three main reasons. These are to entertain, persuade, and inform.

Examples: 
· Texts written to entertain include stories, poems, and dramas. 
· Texts written to persuade include essays and ads.
· Texts written to inform include encyclopedia entries and textbooks.

Task 1

Determine the purposes of these texts.

1. The story of a young athlete who takes steroids and his life and future fall apart 
Circle the correct purpose: 		inform		  persuade		entertain

2. A medical report describing the effects of steroids on the human body

Circle the correct purpose: 		inform		 persuade		entertain

3. A speech written by a professional athlete listing the negative effects of steroids and urging young athletes to not use steroids 

Circle the correct purpose: 		inform		 persuade		entertain













Task 2

For each of the texts in the task below you are expected to state what the author’s purpose is in writing it. After this, you should then back up your answer by explaining why you think this.

1. A booklet containing the school rules and the consequences for violating those rules 
Author’s Purpose: 
____________________________________________________________________________________



Explanation as to why you think this: 
____________________________________________________________________________________



2. A story written about a young boy who moves to a new school and is bullied, but he gains self-confidence by joining a sports team and learns to stand up for himself. 
Author’s Purpose: 
____________________________________________________________________________________



Explanation as to why you think this: 
____________________________________________________________________________________




Task 3
1. An article where the author argues that an iPhone is better than an Android phone.
Author’s Purpose: 
____________________________________________________________________________________



Explanation as to why you think this: 
____________________________________________________________________________________




Your turn! Choose a purpose (inform, persuade or entertain) and come up with a text to fit the purpose.   Example: Persuade- A leaflet from an environment protection group listing the serious consequences of throwing rubbish on the ground.

____________________________________________________________________________________


____________________________________________________________________________________


____________________________________________________________________________________



Extension:

Read through these passages and determine the purpose of each one.

1. Todd was in his basement. He was searching everywhere for his sled. Across town, Benny was in his attic. He was searching, too. It was time for one more of Todd and Benny’s contests. This time the winner would be the first to make sled tracks down the big hill. Todd planned to be first. So did Benny.
What is the purpose of this text? 

_______________________________________________________________________________

2. Vote for Carl for class president! Carl is a leader! Last year in fourth grade, he was a great vice-president. This year he volunteers to help with after-school clubs. He will do great things for our class! Carl promises more school dances. And better choices at lunch. So vote for Carl for class president
What is the purpose of this text? 

_______________________________________________________________________________

Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can understand and identify the 3 main author’s purposes.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
	










10. Identifying your audience Learning Intention: I can understand, identify and apply writing to different audiences.

When planning your writing, think about why you’re writing and who you’re writing to. You may need to write to many different people. The person or organisation you’re writing to is the audience. For example, you could be writing to: 
· The bank manager requesting an overdraft 
· The teacher at your child’s school telling them why he or she has been off sick 
· The staff at your workplace with an article for the staff newsletter 
The purpose of your writing affects: 
· The content - the ideas and information you include 
· The format - the layout of your writing 
· The style - the language you use, including how formal or informal you are. 
Tips 
· Formal language is used when writing an official document, such as a letter to a bank 
· Informal language is used when writing to family or friends, such as sending a postcard or writing a text message 

Task 1

Write a short letter to your parent or guardian telling them how you feel about them. Remember to include their name and use words that are appropriate for talking to your parent or guardian. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Task 2
Write a letter to the council describing something that you would like to see happen or change in your community. 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Task 3
Write to a potential employer about your skills and abilities that could get you your dream job. Remember to include their name and use words that are appropriate for talking to a potential employer. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Extension:

Determine who the intended audience of these example texts are.

1.  

Dear Mr. Robertson,
When I first saw you walk into our classroom, I saw the kind of person I was proud to call my teacher. Every day you came to school with a smile on your face and a kind word for all of your students. That means a lot. Your love of learning ignited our own curiosity and made learning much more fun! You taught us all to appreciate clarity of mind through proper writing form and how to pay attention to the bigger picture. You will never know how much your guidance has helped me, but I wanted you to know that you have made a big difference in my life.

My thanks always,
Fred

Who is the intended audience? 

___________________________________________________________________________

Give a reason why 

________________________________________________________________________________________



2.  

Dear Lindsay,
I miss you already. You’ve barely been away for two weeks but it feels like forever . Summer has been ok here. I am still taking swimming lessons with Johnny. I think likes me. He always wants to walk me home from practice and stuff like that. Weird! Anyways, I don’t like him that much, but he’s alright. Have you met any cute boys in Florida? If so, let me know. I’d love to hear about it. 

With Love, 
Sarah.

Who is the intended audience? __________________________________________________________________________________

Give a reason why 

___________________________________________________________________________________________





Feedback:

Tick one of the following boxes, depending on how well you think you can meet the learning intention.

	
	I can do this very well
	I can do this well
	I understand but need more practice
	I don’t understand

	I can understand, identify and apply writing to different audiences.
	
	
	
	



Make a comment below on what you found easy or difficult about this section.

	Learner comment
	

         


	Teacher comment
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11. Communication Through The AgesLearning Intention: I can understand and put in order on a timeline the forms of communication and write my own example using one form of communication. 

Before the days of tweeting and texting, people communicated with one another a little differently. Even with the help of animals and the use of hand signals, it would still take weeks, sometimes months to send a message. Over time, the sharing of ideas and thoughts has become significantly easier and faster with modern technologies. 
Task for everybody
Match the following items with the correct dates. 

Spoken stories (the only way to communicate)Beginning of time-
33,000 BC-
150 BC-
1150-
1836-
1867-
1876-
1964-
1965-
1996-
2002-
2006-


Morse Code 
Instant messaging
Carrier Pigeons
Word Processor
Microblogging
Typewriter 
Smoke Signals
Neanderthal Cave Paintings
Telephone
Social Networking
Email
Let’s have some fun: 
Translate “Granny will pick you up after school and take you to get some Chinese food” only using emojis. (You will physically have to draw out the emojis.) 
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Task for everybody

Let’s go into detail about different forms of communication.

Word bank: 
Relationships
Message 
Friends 
Animal skin

1. Detailed writing

a) Letters

	The original handwritten letter is a written _____________________ from one party to another containing information. Letters may bring  __________________ or relatives closer together, strengthen professional ______________________ and provide a means of self-expression. In the ancient world, letters were written on various types of material such as metal, _________________________________ and hardened clay. 
Example of a letter (Imagine it is handwritten):

1. Date the letter was written.

February 7, 1972
2. The name of the person you are writing to.

Dear Grandma,

How are you? I was really happy to see you and Grandpa at my graduation ceremony, and I hope you’re recovering from your cold.

Do you think it would be okay if I stopped by to visit you on Saturday? I’d really like to show you my new puppy. I think you’ll adore her. Her name is Sassy, and I got her last week. And she’s your favorite breed: a golden lab, just like Satchmo!

I’m excited to come see you soon. Let me know if Saturday will work for you.
3. The contents of what you want to say to the person. Remember to think about who you are writing to and use language appropriate to talk to that person. 

Love,4. Closing and finish with your name. 


Olivia


b) Emails

Word bank:
Subject
Emails
Functions
Typed

Letters and _________________ are very similar in terms of their features and their ___________________. An email (electronic mail) is just a written letter that is __________________ on a device, sent to an email address and includes a ______________ line. 


[image: ]Example of an email:2. Your email needs to have a subject. This is going to tell the other person what your email is going to be about.
1. You need to know the other person’s email address

3. The contents of what you want to say to the other person.
4. Close the email and finish with your name. 







Task for everybody

You are going to type up an email to your teacher explaining why you do not have your homework with you. Remember that you must include all components of a successful email from the notes. 

You will upload your email to Google Classroom.




2. Short hand/limited space communication

a) Telegram


Word bank:
Envelope
Stop
Short
War 

Telegrams cost about 2p for every nine words, and a penny for each extra word after that, so messages were _____________ and unimportant words were left out. The messages looked quite odd and every sentence ended with the word "____________". They were then either written by hand or printed in capital letters. When a telegram was ready, it was placed in an ___________________, addressed and handed to a uniformed delivery boy. Girls were also allowed to deliver telegrams during the ________. They wore a Post Office uniform with a belt and a leather bag for telegrams. On their jacket was a metal badge with a number.


Examples of a telegram:
[image: ][image: ]












b) Tweets


Word bank: 
Important
Telegram
Similarly 
Characters




_______________ to a telegram, the more updated form of written communication is a tweet. A tweet is short a post on a social networking site and microblogging service.  Twitter only allows messages of 140 _________________or less and therefore works in a similar way to an old fashioned _________________. The writer of a tweet can only post the most ________________ words to get their message across in 140 characters or less. 





[image: ]











c) Texts

Word bank:
Emojis 
Message
Texting
Abbreviations 


Text messaging or ______________  is the act of writing an electronic ____________ to another person with a mobile phone or device. These messages typically consisted of alphabetic and numerical characters until very recently the addition of _____________. Text messages are used for a variety of different purposes from personal to business and makes communication between people very easy. Sometimes text messages cost the sender to send (like a telegram) so people use __________________ and only include the important words keep the cost of sending the text message down. 


Examples of text messages:
[image: ] 












3. Leaflets or Pamphlets

Word bank:
Easy
Folded
Information
Advertising

To get information out to members of the public quickly, leaflets are often used. They can also be used as a source of __________________. Leaflets are inexpensive to use and provide an __________ way for people to get their hands on the ____________________ in them. Usually leaflets or pamphlets are made from a single piece of paper that has been ________________ a number of times.


[image: ]Features of a successful leaflet:

1. Eye-catching background
2. Logo
3. Important information about topic
4. Contact information
5. Large, colourful pictures
6. Large, bold headings
7. Sub heading 
8. Prices
9. Persuasive writing
10. Bullet points (keep it short)




Task for everybody

You will now get to choose which form of communication you would like to explore further. 
You must choose one form of communication from the “old” column and one from the “modern” column.

Choices: 

	Old Communication
	Modern Communication

	Letters
	Emails

	Telegrams
	Tweets

	Leaflets
	Texts




Tasks

Task 1: Spend some time looking up more information on your chosen forms of communication.

Think about: 

	Who would use this form of communication?
	Why was it used?
	When was it used?
How popular was it?
Find some good examples of it. 
Find any other additional information on it. 


Task 2: Below are descriptions of what you should be writing in terms of your task.

Email/ Letter: You will write an email or letter to your head teacher explaining what it is that you think needs to change in your school. 

Telegram, Tweets, and Texts: You will write to your head teacher explain what it is that you think needs to change in your school. Because your chosen style of writing is short, you should write a couple of telegrams, tweets and texts to communicate with your head teacher. 

Leaflets/ Pamphlets: You will create a leaflet explaining what it is that you think needs changing in your school. 


Task 3: You will write your letter/email/text out in full and then create a poster to go with it including all the information you were able to find about your chosen form of communication.  So, you will end up with two pieces of writing and posters- one for each. 


**Remember that you are writing to a specific audience for a specific purpose. You should also focus on things like full stops, commas, spelling, etc.**



	Criteria
	Tick if you have it

	I have:

Selected two forms of communication (old and modern)
	

	Researched the forms of communication using the prompting questions.
	

	A successfully written piece of text.
	

	Created two posters containing my pieces of text and all the information I was able to find out about my chosen forms of communication.
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