FOR THE TEACHER
Student-teacher E-communication
Type of task: project (on email writing)
Educational Level: Secondary education - ISCED 2/3[footnoteRef:1] [1:  International Standard Classification of Education (ISCED) - Statistics Explained (europa.eu)] 

Proficiency level: B2 Level
Short description and aim of the activity:
This is a project activity that focuses on email communication between students and teachers. The duration of the project is two lessons. There are eight distinct steps in this project. The aim of this activity is to familiarise the students with the style of email communication in general and raise awareness of intercultural communication in particular.

Background information (if applicable):

CEFR mediation scale and descriptor (to which the activity refers):
RELAYING SPECIFIC INFORMATION IN WRITING
· Can relay in writing the significant point(s) contained in formal 
correspondence (written in Language A).

CEFR mediation strategies involved:
LINKING TO PREVIOUS KNOWLEDGE:
· Can clearly explain the connections between the goals of the session and the personal or professional interests and experiences of the participant(s).
· Can formulate questions and give feedback to encourage people to make connections to previous knowledge and experiences.
· Can explain a new concept or procedure by comparing and contrasting it to one that people are already familiar with.
STREAMLINING A TEXT
· Can simplify a source text by excluding non-relevant or repetitive information and taking into consideration the intended audience.
· Can edit a source text by deleting the parts that do not add new information that is relevant for a given audience in order to make the significant content more accessible for them.
· Can identify related or repeated information in different parts of a text and merge it in order to make the essential message clearer.


Languages involved (Language A –Language B – Language C):
This task includes four versions depending on the languages involved:
· Version 1: Language A (English) – Language B (Finnish)
· Version 2: Language A (English) – Language B (Greek)
· Version 3: Language A (Finnish) – Language B (English)
· Version 4: Language A (Greek) – Language B (English)
· This activity could also be adapted for Languages A-B-C.

Linguistic objectives. Students will be able to:
· analyse various examples of online communication (such as emails and text messages).
· write an email addressed to their teachers.
· evaluate their email production performance

Other competencies involved:
· Critical thinking: reflective thinking, reasoned decision making
· Global citizenship: respect for diversity, intercultural understanding 
· Media literacy: analyse media content 
· Interpersonal skills: teamwork

Time/lessons needed for the activity: 2 lessons

Resources required:
A copy of the five Handouts A-E will be needed for each student or group, depending on the Step, as described below.
Procedure:
	
	
	Class organisation
	Ideas for differentiation

	Step 1
	The teacher separates the students into small groups and gives them Handout A. This is a warm-up activity for students to familiarise themselves with different parts of an email. (10-15 min)
	groups
	

	Step 2
	In the same groups, the students receive the Handout B. This is a brainstorming task; the students have to decide on what makes an informative email. (10 -15 min)
	groups
	If this activity is carried out online, a forum or Zoom breakout rooms could be used as a way to form group answers.

	Step 3
	The students have to write all the words/ concepts they have come up with on the whiteboard. (10 min)
	plenary
	In an online environment, the teacher could either use a Forum/ Flinga/ Padlet to correct all the students’ answers 

	Step 4
	The teacher then has to read the responses and negotiate with the students about which are the most important ones and underline them. These can then become the students' guidelines/criteria for a successful email (in Step 6). (5-10 min).
At the end of the first lesson, the teacher will need to take a photo of the content on the white board and recreate the students’ answers next time.
	plenary
	

	Step 5
	The students will receive Handout C (three pages), including different examples in Language A and Language B. Based on their answers in Step 4, they will have to grade the emails and provide a justification for their grade.  (15 min)
	group work
	In case this is an online lesson, this step could be given for homework.

	Step 6
	The students will have to write an email to their teacher based on a scenario given in Language A on Handout D (2-pages). (20 min)
	individual
	In an online lesson, this could be a great pair activity. The students then could practise how to write emails in an authentic environment. To conclude, they could send the activity to their teacher via email.

	Step 7
	The students have to check the self-assessment list (Handout E) and decide if they have written their email according to it. (5 min)
	individual
	

	Step 8
	Finally, the students have to pass their email and assessment list to their partner so they can discuss their performance together. (5-10 min)
	pairs
	Online lesson: The teacher could post all their answers to a forum/Padlet/Flinga anonymously and ask the students to grade and provide a justification (what worked well/things the writer could develop) and post their answer under the email examples.



Extra resources and/or tips for the teacher
The teacher should think not only of the vocabulary of the languages involved, but also the style and register, in other words, the way we compose an email in Language A and Language B when creating the activity, e.g.
· Style:
1. How familiar are the students with emails in general?
2. What is the appropriate level of formality when you are writing an email to your teacher in Language A and Language B? 
3. What are the appropriate expressions which are used in an email in Language A and Language B?
There were no significant differences in the style of the emails when Greek was used as Language A and English as Language B. However, when Finnish was used as Language A, more emphasis was needed on the style, and specifically on the appropriate level of formality between Language A (Finnish) and Language B (English).
For example, the general greetings used in the Finnish emails are only the words, “Hei” or “Moi” both meaning “hi”, instead of “dear Ms Hardie” (the surname of the recipient). This is a clear example of cultural differences and an example that could be used in class to promote cultural awareness.
Another example is the way students address their teachers in Finland. They call their teachers with their first names from the kindergarten onwards, e.g., “Hey (Hi) Neea”, and this could also sound rude in English.


Thus, when a teacher notices these kinds of differences between Language A and B, they should take some time and emphasise the Language B email etiquette, in this case, English, during the time the students are creating the criteria of a good email (Step 4).
Suggestions and ideas for adapting/differentiating for different contexts:


METLA task 21	[image: ]
· This activity can be adapted by using Language A-B-C, depending on your context. The students could provide an answer in Language C instead of A or B. Steps 2, 4, 6 could be easily adjusted in order to include Language C. For example, the teacher could allow Language B and C notes in the brainstorm activity, the examples of emails could be in Language A/B/C, and another text message from a student in Language C could be given to a student in order to write an email to the teacher.
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FOR THE STUDENT: ACTIVITY WORKSHEET
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Instructions:

1. Read the following email.
2. Can you name all the parts of an email?

Think of the following:
¢ Subject line
¢ Opening Greeting/salutation
« Body: share some background information
¢ Body: make a request
e Complimentary close
e Cc?
e Bce?
e Attachment Vs enclosure?

Untitied - Message (HTML)

Fle  Message Insert Options FormatText Review Help PDF-XChange Q Tell me what you want to do

g ?Z }v o Follow Up*
Allach Atach Signetwe 1990 importance
fler hem+ - . lowimportance
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Dear Ms. Kekkonen,

1 would like to ask you about the English exam, which is next Monday. | couldn’t think of any questions during our
Zoom meeting yesterday. However, | was just wondering today if it’s allowed for students to have materials during
the exam. Why do we have to take the exam online? Is there going to be some kind of monitoring while we take the

exam?
1 would like to thank you in advance, and | am looking forward to hearing from you soon.

Best Regards,
Eva Jones
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w U Handout B

Instructions:

Answer the following questions and brainstorm on what should be included in
an informative email to a teacher.
Questions:

1.What are the most important features of an email?

2.Would you use the same language(vocabulary/ grammar/ syntax, etc.) if

you sent an email to your friend and to your teacher? Why?

3.What should students include in an email to their teachers?

4.Would you write a similar email in your mother tongue? Why?

5.Are there any similarities/differences between the two languages?
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Handout G 1/3

Instructions:

1.First, read the following examples. These are authentic emails sent to
teachers.

2.Then, in your groups give these emails a grade from 1-10.

3.Think about the structure of the email/ grammar/ syntax/ level of
appropriateness/ the language which is written, etc.

4.Provide a justification for your grade as a group (What went well? It
would have been betterif...)

cC:
BCC:
Subject line: Presentation

Hi!
I'm Eva Laitala from the english course and I'm not sure if | have my

presentation tomorrow or next week? | think | was in the last group, but do we
still have presentations next week?

-Eva Laitala

CC:
BCC:
Subject Line: Presentation

Hei,
| accidentally signed myself up to group 1 presentation schedule. So there is

probably my name twice: in Thursday groups lesson 12 and in Friday group
lesson 12. Just saying so that it doesn't confuse you.

Mari Peltola

CC:
BCC:
Subject line: enquiry about the English lesson (10.04.2020)

Dear Ms Liontari

| just noticed that we have a lesson on 10.04.2020. Do we have an exam on
that day? If so, unfortunately, | can't take part in it because | am going to India
on 05.04-14.04. Is it possible to do it on another day?

Yours sincerely,
Janne Palomies
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ESC maaria.lehtinen@gmail.com
Subfed line: Introduction to English Literature - assignment queries

Dear Prof. Brown,

| hope you had a relaxing weekend. My name is Emilia Makinen, and | am
attending your “Introduction to English Literature” class on Tuesday. | am
writing to inform you that | cannot access the “Oulafinna” database for online
academic articles, as you suggested during our last lesson. In particular, | have
even tried to find the same articles that you showed us in the class, but the
webpage says | have no rights to the licensed materials. | have also searched
in your syllabus for further instructions; however, | could not find anything
relevant to my situation. Therefore, | would like to ask if there are other

online sources that | could use. | am searching through “Google Scholar”
website now, which contains a considerable amount of computer science
literature.

| am confident | could find an interesting article there. Would that be
acceptable for your lesson? | would also like to ask you another question
regarding next week’s lesson. Should we all bring our own laptops, or could we
use one in pairs? | am asking because my computer is being repaired at the
moment and | am not sure if | will have it back by Monday. | have also copied
my classmate Maaria Lehtinen in on this email, since she has faced the same
problem with the university database.

Thank you in advance and | am looking forward to hearing from you soon.

Kind Regards,
Emilia M&kinen

cC:

BCC:

Subject Line: Homework

Hi!

| have been travelling this week and | have not had access to internet or my
computer, in which | have saved the article for the latest homework. Do you
mind if | return the homework a few hours late tomorrow since | will be in
Helsinki pretty late in the evening?

Sincerely,
Eerika Ojala,
123456

CC:
BCC:
Subject line: English course

Respected mam,

Sorry for the delayed submission. | wrote a separate article for my next paper
which | am attaching with this for your kind perusal.

With regards,
G
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Handout G 3/3

EMAILS

CC:
BCC:
Subject line:Tpfjpa B1- Maénpa 13/03/2020

Kbple Bootheiov,
Xaipetal,

OvopdZopal Mapldvva Kovibn kol eipol 0to TURua Bl. Avotuxwg Sev
Umopeca va ouvdeBw TNV Tpitn (13/03/2020) 0TO (VIEPVET YlATL EiXAME
KATOLO TEXVIKA TIPOBANUOTO HE TO POUTEP OTO OTITL. AV EiAE VTEPVET
OAN pEPal Oa UTIOPOVCATE VO OV UTIEVBUUIOETE TL EXOULE VI TO OTIITL KAl
TOTE MPEMEL VO TTOpad0BEL N Epyooia;

‘EWa€a R8N 0TI ONUELWOELG OTNV NAEKTPOVIKA TAEN (Moodle), oANG Sev
UTOPECA VO BPpW TIG OXETIKEG TTANPOPOPIEG.

S0G EVXAPLOTW TOAL!
Mopdvva

CC:
BCC:
Subject line: Epydcta << ATo to Tp£Vo GTo agpoTAdvo>>

Kupio Kovpma,
KoAnuepa,

J0G YPAPW Yl VO 00G EVNLEPWOW OTL SUCTUXWGS N Epyaadia pag dev Ba eivat
£TOLUN 0NV WPA TNG YLOTL £XOUVHE VO KAVOULE AAAEG dUO £pyaaieg 0TV
BloAoyia kot Keipyeva.

Q0 UMoPoUCOUE VO TNV TAPOLCIOCOUHE TNV eMOUEVN £RSoAdA TTov B
UTIOPECOULIE VO EIOACTE TILO CUYYEVTPWHEVOL;

EA€vn Kal IOPog
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Instructions:
Read the following scenario

You have just received the following Facebook message from your friend
Angie. She didn't attend the English lesson yesterday and she is now
asking for your help.

¢ Read the message carefully.
* Underline your classmate’s request.
* Write an email based on your classmate’s message to Ms. Hardie.

Aadpioa Sev Eepw TL VO KAVW!I!

MOALG cuveldnTomoinoa OTL ETPETE VA £iX0 OTEIAEL VO UVUUO GTNV KO
Hardie To mpwi aAAd TO EEX00Q TEAEIWG. TOV VA HUNV EQTAVE OUTO, TO
AGTLTOT TwPa SEV EXEL UMOTOPIA KAl 68V £XW TOV POPTIOTH HALi Hov.
MTopeig va tng OTEIAELG €00 VA email KOL VO pWTHOELG TIOTE
TIOPOUGIA{OUE TNV EPYOCIO KOL OV N NHEPOUNVIA EXEL AAANGEEL AOYW TNG
KOTAOTAONG HE TOV KOPOVOILO;

AAA...KOL TIPLV TO EEXAOW PWTO KOL OV TIPETIEL VOl EYKATACTAOOULE TO
Zoom OTO AGTTOT I) UMOPOVKE OTAG VO XPNOLUOTIOLCOUKE TNV EQOPHOYH
OTO KWVNTO.

Y.I Eival kat KoBnynTplo AYYAKKWY OTIOTE OTA OYYALKG OO AUTA £T0L;... ©

v v AlBAacTNKE, MEPTTN, 19:30 AM
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EMAILS

Self-assessment email list

Based on what you have written, mark the right answer:

Ihave included: I am not sure not applicable

an informative subject line

opening greeting/salutation
(e.g. Dear Ms. Smith)

background information (e.g. the
purpose of my email/ name of the
lesson/ date/ time etc.)

specific request

polite forms (e.g. modal verbs:
I would /I should /shall etc.)

a complimentary close

(Yours faithfully, Yours
sincerely...)

attachements

I am not sure not applicable

taken into account a specific
audience (age/ethnicity/culture)

used headings when appropriate

stated the main point early

effectively used transitions
between ideas and paragraphs

avoided slang

Now, pass your email and your self-assessmentlist to your partner.
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