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 greeting 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 18	[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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Tehtdva 1:

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

Think of the following:

Otsikko
Aloitus/alkutervehdys
Runko: taustatietoa
Runko: pyynté/ehdotus
Lopputervehdys
Vastaanottaja

Kopio?

Piilokopio?

Liitteet?

20 . Untitled - Message (HTML)
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ysya ensi maanantain englannin kokeista ja unohdin kysya eilen Zoomissa. Haluaisin

tietaa jos me voimme kayttaa oppimismateriaaleja kokeessa. Miksi koe on netissa? Pitaako

kameran o

lla paalla kokeen aikana?

Kiitos avustasi!

Ystavallisin
Eva Jones

terveisin,
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X EMAILS Handout B

Tehtdva 2:

Kootkaa ryhmisséa ajatuksianne edellisen tehtdvan pohjalta
ja pyrkikaa luomaan taydellinen séhkdposti opiskelijalta opettajalle.
Mieti my6s naita kysymyksia:
1. Mitka osat ovat séhkdpostissa tarkeita?
2. Kayttaisitkd samaa kieltd, jos kirjoittaisit sahkopostiviestin kaverillesi? Miksi? (ajattele
kielioppia, sanastoa)
3. Mité opiskelijoiden tulisi sisallyttda opettajalle tarkoitettuun sahképostiviestiin?
4. Kirjoittaisitko samanlaisen viestin omalla didinkielellasi? Miksi?
5. Onko naiden kahden kielen vélilla eroja/samankaltaisuuksia?
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Handout G 1/2

Tehtdva 3:

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 better if...)

CC:
BCC:
Subject line: Presentation

Dear Prof. Brown,

| hope you had a relaxing weekend. My name is Emilia M&kinen, 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.

I 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 in
my classmate Maaria Lehtinen 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 Makinen

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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cC:
BCC:
Subject line:Kotitehtavdt (COVID -19)

Hei,

Kiitos viestis Anteeksi, etten ollut vastannut aiemmin. Viime viikot ovat
olleet tosi kiire koska meilla ei ollut tietokonetta kotona ja minun piti ostaa
uusi. Yritin tehda kotitehtévia puhelimella mutta valitettavasti en onnistunut.
Eilen illalla aloin kirjoittamaan kaikkia lapparilla.

Mita mind voisin tehda nyt? Voinko lahettaa sinulle kotitehtavat
sahkopostiviestina ja olisiko minun mahdollista saada viime tunnin kotitehtavat,
kun olin pois kurssilta?

Kiitos avustasi!

Ystavéllisin Terveisin,

Katja Heikkinen

BCC
Otsiko: Homework

Moikka!

Luulin etta olin Iahettényt jo tehtavan arvioitavaksi silld kaikki palkit oli
muuttunut vihreiksi Moodle:issa.

Nyt kun aamulla tarkistin asian niin en ilmeisesti ollut painanut laheta
nappia.
Onko mahdollista saada arvio vield 1 osiosta?
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Tehtdva 4:
Olette saaneet viestin Facebookissa:

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

¢ Lue viesti huolellisesti.
* Alleviivaa luokkatoverisi esittdma pyynto.
¢ Kirjoita sdhkopostiviesti neiti Haapakoskille.

Oh Laurissa!
| am doomed!!! | should have sent a message to Ms. Haapakoski about our
project already this morning, but | totally forgot it and now guess what??

My laptop battery has run out and | don’t have my charger with me. Can
you send an email and copy me in?

Ask her when we should present our project and if the timetable has been
modified due to coronavirus crisis.

One last thing before | forget it... Should we also install Zoom in our
laptops, or could we just use the mobile app?

P.S. don't forget to write it in Finnish... | mean after all she is our Finnish
teacher! ®

s

—
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EMAILS

Itsearvioinnin tarkistuslista
Valitse sopiva vastaus:

ei

Olen kdyttdnyt seuraavia: sovellettavissa

Selkeid/ houkutteleva otsikko

Alkutervehdys (esim. Hei, Moi)

Taustatiedot (esim. syy sahkopostin
ldhettamiseen/ kurssin nimi/
paivamaara/ aika ym.)

Jokin erityinen pyynto
Muodollinen kieli

Lopputervehdys (Ystavallisin
terveisin, Terveisin)

Liitteet

ei

Kielenhuoltoa: Epévarma sovellettavissa

Kohdeyleison huomiointi
(ikéd/etninen alkupera/kulttuuri)

Keskeisen sisdlléon nostaminen
aikaisin

Tekstin sujuvuus

Murresanojen/ilmausten
valttdminen

Laheta nyt sdhkopostiviestisi ja itsearviointisi vieressdsi istuvalle henkilélle.
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