Mary Kay Asch

Integration PTE Component

English 7/8 is a senior English class that focuses on real-life, business skills rather than college prep.  The following lessons are designed for the very beginning of the school year and later on in the first semester.  Students will write two letters using the block style:  one to parents or guardians and one to fictitious customers of a business they create to demonstrate their learning of the curriculum.

Identify the objectives of the PTE lesson you are teaching

Students will learn block style letter writing.  Students will also gain skills in mediation and customer satisfaction.

Define where the academic area and the PTE area meet

12.LA.2.2.2
Define the purpose and audience of a variety of communication formats (e.g., essays, letters, user manuals, lab reports, websites). (752.05.a; 752.05.c)
12.LA.3.1.1
Generate ideas using a variety of strategies. (753.01.b)
12.LA.3.1.2
Generate a main idea or thesis appropriate to a type of writing. (753.02.b)
12.LA.3.1.3
Apply organizational strategies to plan writing. (753.01.a)
12.LA.3.1.4
Match format to purpose and audience. (753.01.c; 753.03.b)
12.LA.3.1.5
Produce a piece of writing within a set period of time.
12.LA.3.2.1
Use the ideas generated and organized through prewriting to write a draft. (753.01.a)
12.LA.3.3.1
Revise draft for meaning, clarity, and effective organization. (753.01.a)
12.LA.3.3.2
Add relevant details and delete irrelevant or redundant information. (753.02.b)
12.LA.3.3.3
Use transitional words and phrases to clarify meaning and improve organization. (753.01.c; 753.02.b)
12.LA.3.3.4
Use a variety of sentence structures to improve sentence fluency and enhance style. (753.02.b)
12.LA.3.3.5
Use literary models to refine writing style. (753.02.b)
12.LA.3.3.6
Conference with others to improve writing. (753.01.a)
12.LA.3.4.1
Use editing marks to indicate errors in conventions.
12.LA.3.4.2
Edit for correct punctuation, spelling, grammar, and usage errors. (753.02.a)
12.LA.3.5.2
Share writing with intended audience. (753.04.c; 753.06.b)
12.LA.3.5.3
Use appropriate technology to produce a final draft. (753.03.b
12.LA.4.2.3
Write technical or scientific text, including résumés and cover letters, that includes precise language appropriate for topic and audience. (753.06.c)
12.LA.5.4.2
Demonstrate in writing the correct use of punctuation and capitalization. (753.02.a)
1. Assess students’ writing awareness
As a whole class, discover what the students know about a formal letter.  Write this down on the overhead.

2. Work through the embedded example
Display one letter on the overhead.  Discuss if this letter fits their ideas of what a formal letter is.  Discuss each component of the letter.
3. Work through related, contextual examples
Pass out examples of letters that have different agendas and information, yet still contain the same basic format.  Ask the students if what we wrote on the overhead is evident in all of the letters.  Amend our findings of what a formal letter is if needed.  Also discuss why all letters don’t have every single component.  Students will finally receive a template that includes directions of how to write the letter.

4. Work through traditional writing examples
The first letter students write will be sent home.  The letter will contain rules and procedures of the classroom, what can happen if a student gets in trouble, and how conflict will be resolved.  Contact information for both parents and teacher will be established.  Each student will also include how he or she will personally invest in the classroom.  The second letter written will be more formal with all sections of a block letter.  This letter will connect to the chosen business for the quarter long project.  Before students write their second letter, the class will focus on why it is important to respond to a customer’s problem, we will practice steps for effective problem solving, and we will assess examples of effective communication.  We will do this by reading letters, reviewing transcripts, and soliciting advice from professionals.

5. Students demonstrate understanding
Students will write a follow-up letter for a complaint made to their “company.”  They will use the appropriate template and establish purpose, emphasize key points, use clear, familiar words, and be concise.  They will also focus on tone and tact.

6. Formal assessment
Before students can create a final draft, they will be involved in a peer assessment process.  After modeling, students will know how to use the SII method.  Editors will focus on what was valuable in the letter, what changes can be made, and what insights can be gained from reading the letter.  Students must use concrete examples for each category.  For instance, for a valuable statement, a student might say, “you have used all of the components correctly for a block letter.”  For a change, one may say, “your first paragraph does not address specifically the customer’s complaint.”  The insights gained section is perhaps the hardest to teach to students.  This is where you want your students to identify significant discoveries that were gained from the letter.  You want the editor (or assessor) to identify what he or she learned that others might benefit from knowing.  An insight would include why the new understanding is significant and how it can be applied to other situations.  A student could make this statement for an insight, “Offering to call or email the customer within three days is a good idea.”
