Lesson Plan for Performing Writing Skills at Work

	Step
	Plan

	Grade Level


	11th – 12th  

	Professional-Technical Area
	Careers/ Individualized Occupational Training Experience

	Subject Area


	Writing Skills



	Idaho Achievement Standards Addressed


	

	Lesson Title


	Performing Writing Tasks at Work

	Lesson Overview

	Students will develop their own job description that can be used by their employers for other people in that position.

	Learning Objectives


	Upon successful completion of this lesson the student will be able to:

· Write clearly

· Know the duties and tasks for their job and describe them accurately

· Format using Microsoft word a professional looking job description

	Assessment of Objectives
	1.  Writing activities – worksheets

2.  Final Job Description

	Time Allotment & Materials List
	Time:  25-30 minutes to go over the basic writing elements:  Capitalization, Usage, Punctuation, and Spelling (CUPS)

Materials:  

Writing Assignment Sheet

Writing Activities - worksheets



	Lesson Plan
	1. Have the students discuss some of the ways they currently use writing at their jobs.  These will vary based upon current jobs, but remind them that one of their job duties is to report the number of hours they work, and if they don’t write correctly and legible they may not get paid for what they worked. (1 -2 min)

2. On the board go over the CUPS method (see below).  Talking about when you capitalize, how to determine verb usage, punctuation samples, and then common missed spelled words. (no more than 5 minutes)

3. Have the students complete the worksheet using the CUPS method.  Have them label if it is C, U, P, or S that is the problem with each statement. (about 5 minutes)

4. Then do some of them as a group on the board.  (5 minutes)

5. Then go over expanding sentences by adding modifiers such as adjectives and adverbs.  Explain the difference between adjective and adverb.  Go over the following two examples and have the students come up with adjectives and adverbs.  (1) The envelope was sealed.  (2) The busy woman arrived.  (A1) The long yellow envelope was sealed (adjectives added) (A2) The very busy woman arrived too early. (adverbs added) (3 minutes)

6. Then have them completed the Adding Modifiers worksheet. ( 5 minutes)

7. Do some examples on the board. (2 minutes)

8. Answer any questions they have about the basics of writing (2 minutes)

9. Hand out the Writing Assignment.  Give them an example of a Job Description that they can take with them for an idea of how to start and how to format.  

10. Have the students complete the Writing Assignment and any of the problems they didn’t finish on their worksheets and return in two days.  These will be how they are assessed.
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	Name _____________________________ 
	
	Date ___________________ 


CUPS EDITING WORKSHEET

Circle the error and indicate whether it is a capitalization, usage, punctuation, or spelling error by placing the appropriate letter (C, U, P, or S) in the left margin.

1. band director was scheduled to play the piccolo on tuesday.

2. The defendant exhibited a guilty appearance.

3. The inventor create several ideas to solve the problem.

4. The teacher identified the troublemakers, in her classroom.

5. Has any of the witnesses been sworn in yet?

6. Everyone in the bank including the manage and the tells, ran to the door when the fire alarm rang.

7. The origins of most sports is unknown.

8. To no ones surprise, Joe didn’t have his homework ready.

9. David was know for belching; and telling inappropriate jokes in public.

10. Mail-order shopping can be convenient and timesaving with appropriate precautions, it is safe as well.

11. The Diary of Anne Frank showed a young girls courage during two years of hiding.

12. The setting of a story effects the story’s plot.

13. The mother knew that everything would be alright once her son was home.

14. The movie star was accused of misdemeanor, when she stole 15 dollars worth of merchandise from the store.

15. Running to catch the bus, the car hit the little boy.

	Name _____________________________ 
	
	Date ___________________ 


CUPS EDITING WORKSHEET - ANSWERS

Circle the error and indicate whether it is a capitalization, usage, punctuation, or spelling error by placing the appropriate letter (C, U, P, or S) in the left margin.

1. band director was scheduled to play the piccolo on tuesday.  

C

2. The defendant exhibited a guilty appearance.




S

3. The inventor create several ideas to solve the problem.


U

4. The teacher identified the troublemakers, in her classroom.


P

5. Has any of the witnesses been sworn in yet?




U

6. Everyone in the bank including the manager and the tellers, ran to the door when the fire alarm rang.







P

7. The origins of most sports is unknown.




U

8. To no ones surprise, Joe didn’t have his homework ready.


P

9. David was know for belching; and telling inappropriate jokes in public.
P

10. Mail-order shopping can be convenient and timesaving with appropriate precautions, it is safe as well.






P

11. The Diary of Anne Frank showed a young girls courage during two years of hiding.









P

12. The setting of a story effects the story’s plot.




S

13. The mother knew that everything would be alright once her son was home.
S

14. The movie star was accused of misdemeanor, when she stole 15 dollars worth of merchandise from the store.






P

15. Running to catch the bus, the car hit the little boy. 



U
	Name _____________________________ 
	
	Date ___________________ 


ADDING MODIFIERS WORKSHEET

Instructions:  Expand sentences by adding modifiers.  Read each of the following simple sentences.  Then rewrite each sentence, adding two adjectives and two adverbs to each sentence.

1. The girl yelled. ____________________________________________________________________________________________________________________________________

2. One horse galloped.

____________________________________________________________________________________________________________________________________

3. A flower grew.

____________________________________________________________________________________________________________________________________

4. The bird sang.

____________________________________________________________________________________________________________________________________

5. The balloons flew.

____________________________________________________________________________________________________________________________________

6. The wind blew.

____________________________________________________________________________________________________________________________________

7. The faucet dripped.

____________________________________________________________________________________________________________________________________

8. The cheerleaders shouted.

____________________________________________________________________________________________________________________________________

9. The choir sang.

____________________________________________________________________________________________________________________________________

10. My brother ate.

____________________________________________________________________________________________________________________________________

	Name _____________________________ 
	
	Date ___________________ 


Writing Assignment
Write down on this sheet all the job duties that you do.  Use simple sentence format.  

Then write down education needed for the job, skills required prior to starting the job, pay, hours, and work conditions.

Now take your list and reorganize it in a logical order, numbering the items in the order you are going to include them.

Then type them up in a list format.  Next you will need to take this list and expand the simple sentences into a more detailed description.  Then create a document that is similar to the example provided and print out.  Then go over the document using the CUPS method marking any of your errors. 

Finally correct any errors and print out your final version of your Job Description.










