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Module 5 - Session plan

Module 5: Punctuation and proofreading

	Group:
	

	Teacher:
	

	Location:
	


Aims


· To revise rules of punctuation and introduce approaches to proofreading 

Outcomes

Participants will:

· understand what a sentence is

· revise use of full stop, question mark and exclamation marks

· know when to use commas and apostrophes

· be able to identify errors through effective proofreading.

	Activity and time
	Teacher activity
	Learner activity

	Introduction
5 mins
	· Recap on last module.

· Ask learners if they have they had the opportunity to apply any skills they have learned in previous modules.

· Show module 5 presentation slides 1–3 and introduce module aim and objectives.
	· Listen and respond.

SLlr/L2.1

	Punctuation
5 mins
	· Ask: ‘What is punctuation?’

· Write responses on flipchart.

· Show presentation slide 4. Talk through and discuss.

· Note that every punctuation mark has a particular ‘job’ to do. It is important that learners are clear on each mark’s function so that they can use them correctly.
	· Listen and respond.

· Speak to communicate.

SLc/L2.1

	Punctuation activity
5 mins
	· Give out What does it mean? activity.

· Ask participants, in pairs, to decide what each statement means.

· Take feedback. Note the impact that punctuation has on meaning and the need to explain to their learners that what they write can be read differently if they don’t apply correct punctuation. Using the correct punctuation marks is as important as using the right words.
	· Paired activity.

· Carry out task.

SLd/L2.1

SLc/L2.1

	Sentences
20 mins
	· Ask everyone to write down a sentence.

· Take feedback. Note what they have in common i.e. they make complete sense.

· Show presentation slide 5 and discuss sentence endings – full stop, question mark and exclamation mark.

· Hand out What is a sentence? activity sheet.

· Take feedback.

· Set your own activity where learners punctuate a passage, focusing on sentence endings. **
· Go through and discuss.
	· Listen and respond.

· Individual/paired activities.

· Carry out punctuation activities.

Ws/L1.3

	Commas
30 mins
	· Distribute Using commas activity sheet.

· Explain the different ‘jobs’ of commas by talking through presentation slides 6–8.

· Set activities from Using commas to be completed by learners in pairs.

· Follow up with own exercises to practise different uses of commas and/or use time to address individual needs. ** ***
	· Carry out task.

· Paired activity.

· Listen, read and respond.

Ws/L2.4

· Individual exercises – formative assessment – practising different uses of commas.

	Punctuation and spelling quiz
15 mins
	· Distribute Punctuation and spelling quiz and introduce as test practice.
· Use with Jigsaw resource.** 
· Divide group into 2/3 teams, nominate a team leader. (Identify stronger participants to take this role.) Group to collectively agree answers.

· Team leader to form jigsaw when given correct responses.

· Give out badges. **
· Discuss potential of similar activity with learners.
	· Carry out activity.

· Team leader to make jigsaw following team responses.

SLd/L2.1,2,3

SLc/L2.1

	Break
20 mins

	Apostrophes
20 mins
	· Introduce use of apostrophes by showing presentation slide 9.

· Distribute Apostrophes handout.

· Talk through each explanation.

· Ask participants, in pairs, to complete activities.

· Take feedback and discuss.
	· Carry out activities in pairs.

· Listen, read and respond.

Ws/L2.4

	Proofreading
25 mins
	· Introduce idea of proofreading.

· Talk through presentation slides 10–12 and discuss.

· Set some of your own practice proofreading exercises such as proofreading for spelling mistakes. **
· Give each table a homophone and ask them to put into sentences to explain meaning (group activity). Examples are their/there/they’re, where/were, hear/here.

· Take feedback.
	· Listen and respond.

SLlr/L2.1

· Paired and group activity.

Wt/L2.7

	Reading aloud
5 mins
	· Demonstrate importance of reading out loud to ‘hear’ mistakes by reading Learner letter out loud, following existing punctuation and spelling.

· Ask participants to listen for mistakes.
	· Listen and respond.

	Improving Learner’s Letter
15 mins
	· Distribute Learner letter.

· Ask participants, in small groups, to improve Learner letter by breaking the information up into clearer, complete sentences and by changing vocabulary if required.

· Take feedback.
	· Small group exercise.

· Engage in discussion.

SLd/L2.1,2,3

Ws/L2.2,4

	Proofreading tips
5 mins
	· Show presentation slides 13–14 and introduce tips and ideas for applying skills with learners.
	· Listen, read and respond.

SLlr/L2.1

	Summary
10 mins
	· Revisit session aims and objectives.

· Take feedback and questions.

· Give out Journal sheet for module 5.
	· Listen and respond.


Resources/aids

· Module 5 PowerPoint presentation/OHP slides

· Handouts: Learner letter; Journal

· Activity sheets: Using commas; Introducing punctuation; Apostrophes

· Test questions: Punctuation and spelling quiz

· Jigsaw and badges

· Punctuation and proofreading exercises selected by teacher 

· Dictionaries

· Highlighter pens 

· Flipchart and markers.

Assessment evaluation

Individual learning planning

	Learner
	Skills
	Activity/ Resources
	Evaluation 
(where next?)
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