

Subject: Business Communications

Lesson: Introduction to Communications - Three Stages of Writing

Objective:

The purpose of this lesson is for students to practice using the three stages of the writing process – plan, write, and revise.  Students will also incorporate props into their presentation.

Items Needed:

· Computer
· word processing program
· printer / paper
· students will provide props
Lesson:

Day 1…

· REVIEW with students the three stages of the writing process (plan, write, revise). - 20 minutes

· PLAN – 30 minutes

· Encourage students to spend at least 30 minutes planning what they will write about.  Do you like or dislike sports?  Do you participate as a player or a spectator?  What do you enjoy or dislike about sporting events?  Should sports be viewed as a positive or negative influence in a person’s life?  Tell me some facts and some statistics about the sport you chose.  Give a clear view in mind about the various topics you want to discuss about the sport of your choosing.  This will decrease the number of students who will need to completely start over half way through writing.  They should brain storm ideas on a sheet of paper. Some may need to research or look up information such as names, dates, etc.

· WRITE – 20 minutes

· Allow students at least 20 minutes of in class time to write/type their stories.  Remind them that they should not try to edit or stop to research at this time.  The entire time should be spent writing.

· REVISE – 30 minutes

· Ask classmates to read over stories and make any suggested changes. Encourage students to take a short break (5 minutes) then read over their story again.  Now is when corrections and changes should be made

Day 2…

· PRESENT (allow each student 3-5 minutes to present; times will vary)

· Use the attached rubric to grade each student’s presentation.

· Make sure to point out nonverbal cues and gestures used by the presenter.
Adapted from lesson plan prepared by Summer Rogers, Chapel Hill High School, Georgia, GACTE Workshop

