Writing Lesson Plans
Functional Skills : English Level 2

This Planning document is to aid in teaching and learning and should be used
as a guide only.

Writing lesson plans

Approaches to teaching
Introduction

Planning their writing

The Writing section of the student book provides
opportunities for learners to practise their writing skills in
a variety of functional, real-life contexts. The resources
and the activities are designed so that the skills acquired
are transferable to different real-life situations where
writing is required, as well as providing your students with
the tools needed to become functional writers at Level 2.

Section 6 of the Student Book, Planning and organising
your writing, is very important. Past experience shows
that some students avoid planning and organising their
written responses, due in part to considering planning as
a low priority. The lesson plans suggest ways that your
students may work collaboratively. They can then feed
back to the class how they have planned their response,
and equally importantly, their reasons for structuring
their responses in a particular way. You can also model
your own thought processes when you plan how you
will write a particular document. Return to the reading
texts to reinforce the different features of forms. Another
link between the reading and their own writing is the
consideration of suitable responses to texts.

The introductory page to the writing section of the
student book provides your learners with the ‘standards’
needed at Level 2. Discuss what is required of students
in order that they might successfully meet the standards.

The lessons
It is useful to draw the attention of your students to
the assessment requirements of Level 2 Writing. As
with Reading, direct students around the layout of each
section of the student book, including the signposting of
lesson purpose and the Top tip sections.
There are questions provided in the student book for
students to practise their writing skills. The sample
assessment materials are also a key resource and it is
useful to take students through the mark schemes once
they have completed the tasks. Examiner’s comments
on a selection of pass and fail answers are also a useful
teaching tool.
Although the Writing lessons are broken down into
smaller, more manageable areas, it is useful to encourage
your learners to make links between the lessons. For
example, audience and purpose are inextricably linked,
as are form and style.
There are many opportunities in the lesson plans for
students to explore different aspects of writing, both
individually and collaboratively. It is useful also for
students to use the reading texts in the Reading section
of the student book to inform the development of their
own writing skills and to reinforce the different forms of
writing and their inherent features.

Modelling writing skills
It may be useful as part of the process to model different
aspects of writing skills using an OHT/digital projector.
Some of the initial teaching materials from the KS3
National Literacy Strategy are a useful resource for the
teaching of writing skills.
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Technical aspects of writing
The technical aspects of writing such as spelling,
punctuation and grammar are covered throughout the
different units of the student book. In order to help the
students embed technical skills in their own writing and
spelling, punctuation and grammar are contextualised.
Contextualisation of the mechanics of language is
regarded as good pedagogical practice because students
are more likely to be aware of the need to write
accurately and check their work if technical accuracy is
seen as an inherent feature of writing a fit for purpose
document. While it is important that students sustain
their form, style and purpose, the technical aspects
of writing comprise at least 40% of any assessment.
Encourage your students to keep returning to the
standards and refer to them as they prepare and then
produce their own writing. Provide opportunities in
the lessons for students to present annotated texts to
exemplify the coverage and range of functional writing
at Level 2.
If possible use examples of writing, including technical
aspects, by showing them onscreen either OHT or digital
projector, and talking the students through the processes
of writing, including style, form and purpose. Another
way to reinforce writing skills for Level 2 Functional
English is to display annotated texts and writing in
the teaching area. This will enable your students to
make links across all the Writing and Reading lessons.
Enlarged copies of the standards with explanatory
annotations are also useful teaching tools.

Writing lesson plans
Student book pages 64–65

1

Thinking about your audience

Coverage and range

•

Ensure written work is fit for purpose and audience.

Lesson starter:
whole class
As a class, read through the introduction on page
64 of the student book. Direct students to read the
instruction on writing a letter to a chairperson and
how the sense of audience is decided.
In pairs, students now look at this task:
Your local member of parliament has asked for
views about raising the school leaving age to
eighteen.
Write a letter to your MP giving your views on
this idea.
Students should use the steps as suggested on
page 64 and decide the following:
1 Who is the audience?
2 What do they need to know?
3 What content and style are needed?
Remind them to use the advice from the Top tip box
(on page 64) and include a note about audience
when they are planning their writing. Whole class
discussion follows.

Lesson learning objectives

•

Suit the content and style of your writing to your
audience.

Plenary
Students share their ideas about Task 5 with the
class. What sort of amendments needed to be made
to change the jottings into a final draft? Emphasise
what we mean by sense of audience.

Homework
Students take their draft paragraph home and write
this up in its final format, still paying attention to
audience. Stress that quality is more important than
quantity at this stage.

Answers
Activity 1
1 a
b
c
d

Your friend who wants to borrow money.
Parents thinking about their children’s diets.
The catering manager of the canteen.
People in your area, who buy the newspaper.

Activities 2–5 are open student writing tasks, for which
answers here have not been supplied.

Main teaching and learning
Students work through Activity 1. In pairs they look
at Task 1, statements a and b and decide:
1 The possible audience.
2 What the task tells you about the audience. Make
an educated guess about what the audience is like
and what they need.
3 Complete the table for tasks A and B (see Task 2).
Discuss as a whole class, repeating for statements c
and d.
Students then complete Tasks 3–5 in pairs.

© Pearson Education Limited 2010

39

Writing lesson plans
Student book pages 66–67

2

Writing to suit a purpose

Coverage and range

•

Understanding writing form and fitting it for
purpose.

Lesson starter:
pair work

Lesson learning objectives

•

Suit your content and style to the purpose of your
writing.

Plenary
Feed back groups’ plans for Task A to the whole class.

Ask students in pairs to think about reasons why we
write in the real world – what different purposes are
there for writing? Feed back as a class.

Homework

Link real-life writing with functional writing and
the importance of being able to construct a written
response as a life skill. Take students through the
introduction on page 66 of the student book.

Students choose one other task from Activity 1 and
write this out as an individual assignment. Ensure
they remember the purpose for the task and as much
as possible, sustain this throughout the response.

Main teaching and learning
In pairs/small groups students read Tasks a, b and
c and identify the purpose of each one. They could
use flip chart paper and present their ideas to the
class.
In pairs, do the same for Tasks d and e. Again,
present responses to the class. Now that the purpose
for each task is established, decide the features
required and add this to the purpose as a spider
diagram.
In pairs, read Tunmise’s plan on page 67 in
preparation for Task e. Decide what she should
write in her email and how she should write it. Then
individually, go back to Task a and using Tunmise’s
‘notes’ as a model, students write their own plan.
Reinforce the message that plans are very useful
when writing answers. Once they have finished,
they share their ideas with a group and discuss the
importance of planning a written response.
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Answers
Activity 1
1 a T o introduce a new sport of your choice into the
curriculum.
b To add to a discussion about the legal driving age.
c To persuade the council to offer more facilities.
d To put forward your view of social networking sites.
e To give a holiday company advice about appealing
to families.
2 Features should be relevant to the purpose of each
task.
3 and 4 are both open student writing activities, but
students need to ensure relevant feaures ae included.

Writing lesson plans
Student book pages 68–73

3

Understanding form

Coverage and range

•

Recognising different styles of writing, for different
purposes, and with a reference to being fit for
purpose.

Lesson starter:
pair work
Students discuss with a partner what is meant by the
term ‘form’. Feed back as a class.
Go through introduction on page 68 of the student
book and share link this lesson to the relevant
section of the skill standard. Direct students to the
Top tip and explain that the revision cards will be
useful to help them understand the different forms of
writing.

Main teaching and learning

Lesson learning objectives

•

Choose the right form for your writing, and include
the features of different forms in your writing.

Activity 2
Again in pairs, match the tasks with the form that
they think is most suitable. Record their ideas on a
flip chart as preparation for the plenary.
As an individual assignment, each student chooses
one of the tasks and writes a brief plan. They should
remember to show the features of the form that they
would need to include in their response. Swap with a
partner and discuss the form and features.
Join up with another partner and share each of the
plans, the chosen forms and the features of those
forms.

There is a lot to cover in this lesson so give firm
timings for each part of the activity. Feed back
after students have looked at each text, but restrict
feedback to a few contributions per section to ensure
that the lesson moves on.

Plenary

Activity 1
In pairs, students read Text A, the report. What
are the features of this form? They copy out and
complete the labels. Feedback as a class. Work
through Texts B–E, varying your approach to how
students access each one. Collective filling-in a
white board or flip chart as a class or in small groups
would work well.

Homework

Individually, direct students to make their own
revision cards, including checklists and diagrams of
features. They then work in pairs to compare their
revision cards for each form and test each other.
After this, ask pairs to form small groups with others
and then carry out the same activity. Encourage
them to modify their own ideas about forms and
features according to what they learn from each
other. Finally, feed back as a class.

Students share their ideas with the class. Summarise
key findings with the class.

Using your plan, write the first two paragraphs of
your chosen task. Label the features that you have
included in your chosen form.

Answers
There are no specific, ‘correct’ answers for this section. The
student book pages 69–73 presents various forms of text
and their features, as listed here:
Text A: is a Report
Text B: is a Briefing paper
Text C: is a Magazine article
Text D: is Persuasive text
Text E: is a Formal letter
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Writing lesson plans
Student book pages 74–75

4

Understanding style

Coverage and range

•

Understanding various styles of writing and learning
to suit own writing for purpose.

Lesson starter:
whole class
Share the learning objective with the class and ask
students to decide in pairs what they think is meant
by style. How might this link with the previous
writing lesson on purpose? Discuss as a class.
Ask students to look at the tasks and the styles in the
examples table on page 74 of the student book.
In pairs, direct them to look at the different
responses and identify:
1 the differences between the responses
2 the possible reasons for the differences.
Discuss as a class and ensure students link style with
audience and purpose. Bring out the need to adapt
style according to purpose and audience.
Then, in pairs, students decide on style and draft
examples for the following:
1 a letter for a job application
2 an email to a friend about the plans for the
weekend.

Main teaching and learning
For the first task of Activity 1, suggest that students
set out their responses in a table, for texts A, B, C,
D from Task 2 (on page 75), complete with purpose,
audience and style recorded. This will help them
to order their ideas and understand how the three
considerations inter relate. (Please note that since
the student book went to press, the Department for
Children, Schools and Families has been replaced by
the Department for Education.)
Students complete Tasks 1 and 2 in pairs, then
individually do Tasks 3 and 4, using Sam’s notes to
write a first draft for Task A in an appropriate style
for the intended purpose. They then swap with a
partner and discuss what changes were made and
why, before completing Task 5.
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Lesson learning objectives

•

Write in a style that is suited to your purpose and
audience.

Plenary
Feed back as a class. Discuss the challenges of
writing in a particular style and how changes were
made to improve the writing drafts.

Homework
Students choose either B or D in Task 2, and write
the first draft of an opening paragraph using what has
been learned in this lesson. Direct them back to their
table from earlier, as it will help them with this task.

Answers
Activity 1
1 and 2
a To inform the DCSF about your view on advertising.
Formal, standard English.
b To give information to young people who are
considering taking a gap year. Less formal, standard
English.
c To give parents information about young people’s
eating habits. Formal, standard English.
d To give your friend some advice. Less formal,
standard English.

Activities 3–5 are open student writing tasks, for which
answers here have not been supplied.

Writing lesson plans
Student book pages 76–81

5

Writing formal letters

Coverage and range

•

Writing formal letters using form, style and
paragraphs effectively.

Lesson starter:
whole class
Take students through the guidance on page 76 of
the student book. Direct them to the Top tip on the
same page and ask them to pay particular attention
to formal letter conventions as well as email
communications. Throughout the lesson, students
should be encouraged to discuss the functionality of
their tasks and how what they are learning is relevant
in a real-life context, as well as valuable examination
preparation.

Lesson learning objectives

•

Write a well organised formal letter and email, use
paragraphs effectively, and ensure meaning is clear
by using connectives effectively.

(Possible part two of the lesson.)
Individually, students complete Tasks 1–4 of Activity
2 (page 78 of the student book). Then with a partner,
they swap drafts and read for form, features used and
persuasive techniques.

In pairs, students look closely at the letter to the
MP on page 77 of the student book. They identify
features of a formal letter and if there are any
aspects of the letter that could be improved.

Take students through the structuring of ideas
guidance in the PEEL section on page 79.  Then in
pairs, they look back to the formal letter on page
77 and complete Activities 1 and 2 on page 79.
Discuss the areas identified in Task 1c where writers
sometimes alter the structure and whether this
makes the writing more or less effective. Feedback as
a class. Look again at another student’s draft to look
at how PEEL is used. Note any possible changes that
could be made to own work.

On flip chart paper, draw a diagram of how a formal
letter should be presented. Emphasise the importance
of using paragraphs in their written responses.

Move on to page 80 of the student book read through
the introduction to clear meaning – connectives,
including the Top tip on the same page.

Students then go back into pairs and carry out the
same activity for the email on page 80. Feed back as
a class and discuss the differences between a formal
letter and an email.

Students complete Task 1 of Activity 1 on page 80,
individually, grouping connectives in a table like the
one shown. They then work in small groups/pairs
and complete Tasks 2–5.

Main teaching and learning

Plenary

(This is a fairly large unit on letter writing, so the
potential division points of the lesson into two parts have
been identified below.)

Discuss how to use PEEL, the uses of different
connectives in the email exercise and the purpose
of these activities in relation to writing a formal
letter. Revisit key points about writing a formal letter
and discuss the importance of writing according to
audience and purpose and relate to real-life contexts.

In pairs/small groups, students complete the rest
of Activity 1 on page 76. They make a flowchart to
show main points and sequencing. Then, in pairs,
discuss the effectiveness of the introduction and
conclusion. Are there any aspects of the letter that
could be improved?
Look at how the writer makes the letter appealing
and find the persuasive features used. This is an
important part of students’ understanding. With a
partner, they link the features listed in Task 3b with
the letter itself and find examples of each. Feed back
and share as a class.
(Possible end of lesson.)

Homework
Using what has been learned throughout the lesson,
students complete a final version of their letter.

Answers
Activity 1 is an open student writing task, for which
answers have not been provided.
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Writing lesson plans
Student book pages 82–85

6

Planning and organising your writing

Coverage and range

•

Learning to effectively plan and organise ideas,
presenting complex information clearly.

Lesson starter:
whole class
Share the relevant aspect of the coverage and range
with the students and go through the five steps on
page 82 with them. Inform students that individually
they will write a 500 word magazine article and
discuss with them the word limit, and how tasks are
often set with parameters. Direct them to the Top tip
on page 82.
Before starting the main activity, place students in
pairs. They decide from reading the task (Task 1 of
Activity 1) what information is provided that you
as writers have been given to complete it. Set this
information out as bullet points and share with the
rest of the class in discussion.

Main teaching
Pairs complete task 2 from page 82 of the student
book, then feed back in class discussion. Remind
students of the previous lessons and ensure that
they understand the features of an article, the
audience and purpose. They can use pages 60-–68
as a resource if necessary. Students then go on
individually to complete Tasks 2–5.
In pairs, students look at the checklist for subjectverb agreement on page 84 of the student book.
Draw their attention to the need for technical
accuracy, as stated in the standards. Pairs then
complete Activities 1–4 on pages 84–85, feeding
back to the class at the end of each. Also in
pairs, they should discuss the advantages and
disadvantages of planning, and consider any ideas
for better planning/organisation.
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Lesson learning objectives

•

Plan and organise your ideas, present complex
information clearly, making meaning clear by using
subject and verb agreement accurately.

Plenary
Class feedback: draw out from students the drafting
process of writing an article and the importance/
benefits of planning responses before writing a first
draft. Emphasise that this process is useful in real life.

Homework
Students complete their draft of the magazine article
from the lesson starter, making any other changes in
light of what has been learned during the lesson.

Answers
Activity 1
1 a S entence A: one agent (the form of the verb is
incorrect)
Sentence B: many agents (the form of the verb is
correct)
Sentence C: one agent (the form of the verb is
incorrect)
Sentence D: many agents (the form of the verb is
incorrect)
Sentence E: one agent (the form of the verb is
correct)
b A I f a person wants to find out what
qualifications…
C Answering the career values questionnaire
helps people work out…
D There’s even a forum where site visitors chat
about different issues.

Activity 2
1 Go; need; wants; want; is
2 Go = one agent (you)
need = one agent (you)
wants = one agent (Amy)
want = one agent (you)
is = one agent (website)

Writing lesson plans
Student book pages 86–89

7

Writing a briefing paper

Coverage and range

•

Researching and understanding the basic structure,
and purpose, of a briefing paper. Using apostrophes
correctly.

Lesson starter:
whole class/pair work
Take students through the introduction and guidance
on page 86 of the student book. Direct students
to look at the four headings, which may be used to
structure a report: issue, background, considerations
and conclusion.
Ask students to go into pairs and look at Activity 1.
Read the briefing paper on page 87 and identify the
features used as outlined in the guidance. Feed back
as a class.

Main teaching and learning
Ask students to read Task 1b, and discuss with a
partner how features used would help the intended
audience understand the issue.
In pairs, direct students to look at the headings and
discuss what they suggest about the information in
each section. Ask students to consider the following
questions:

Lesson learning objectives

•

Research and write a briefing paper, and make
meaning clear by using apostrophes correctly.

Plenary
In pairs, discuss the successful features of the
briefing papers and how effective they are in fulfilling
the purpose.

Homework
Write a final draft of the briefing paper.

Answers
Activity 1 and Activity 2 are open student writing tasks,
for which answers have not been supplied.
Apostrophe activities
1 b The boy’s red football shirts were dumped in the
school’s washing machine. They stained the lab
technicians’ white lab-coats pink.
2 If students don’t have checklists they can’t revise how
to write each form.

Are there any headings that could be changed? What
else, for example, might we use instead of ‘pros’ and
‘cons’?
Discuss the questions as a class then direct students
to form pairs. Ask students to decide if the briefing
paper is effective in the intended purpose of
providing information that could lead to a decision
being made.
Still in pairs, read the task and unpack it in terms of
what is required. For feedback, invite volunteers to
write the task out in bullets to share with the larger
group.
Take students through the work on the apostrophes
on page 89. Individually complete Tasks 1 and 2 on
the same page.
Swap draft with partner and check the use of
apostrophes.
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Writing lesson plans
Student book pages 90–93

8

Making a convincing argument

Coverage and range

•

Effectively building clear arguments and backing up
ideas/opinions with evidence.

Lesson starter:
whole class
Share the relevant section of the coverage and
range from the standards. Take students through the
introductory paragraph on page 90 of the student
book and ask them to consider what elements are
required for building a structured argument. Terms,
such as plan, evidence, supporting viewpoint and
consideration of counter-argument could be integral
here, as well as the PEEL plan (as on page 79 of the
student book).
Read the Top tip and then Task 1 together as a class.
Then in pairs, students list points for and against this
argument. Remind students about the importance
of considering purpose, audience and form, and of
the value of being able to understand an opposing
viewpoint. Feed back as a class.

Lesson learning objectives

•

Plan how to back up your ideas with evidence, build
your argument and ensure your meaning is clear by
using inverted commas correctly.

Plenary
Feed back about the articles written by the students,
using the ‘checklist’ from Task 2b and discussing any
points emerging from the peer assessments.

Homework
Students practise their skills by writing the article
as instructed from Task 2 on page 93. (Provide an
alternative task for students, if necessary e.g. should
we ban smoking for all parents?)

Answers
Activity 1–3
These activities are open student writing activities, for
which answers have not been supplied.

Main teaching and learning

Clear meaning-Activity 1

Students consider the advantages and disadvantages
of advertising, listing them and then sharing their ideas
with a partner before moving on to complete Task 4.
In pairs, look at evidence and examples and note some
ideas. Direct students to look at the arguments for and
against on page 91 of the student book.

1 Check inverted commas have been properly used.

Working individually now, they group and number
points as instructed in Task 5 so that the argument
is planned. End this activity by putting students in
groups to share and discuss ideas.
Remind students of the PEEL plan from a previous
lesson. In pairs, students co-write a PEEL paragraph
and feedback to the class. Individually, they go back
to their own plan and add more details, using what
has been learned in writing the PEEL paragraph.
Move on to page 93 of the student book, and take
students through the examples of how and when to
use inverted commas. Provide a photocopy of Molly’s
text from Activity 1 so students can correct in pairs,
annotating and highlighting as necessary. Students
then complete Task 2, individually writing an article
and using inverted commas where appropriate.
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2 This is another open student writing activity.

Writing lesson plans
Student book pages 94–99

9

Writing a report

Coverage and range

•

Writing clear reports, concise in meaning and
accurate, with correct spelling and grammar.

Lesson starter:
pair work
Put students in pairs and ask them to discuss:
1 what they think is a report
2 how they think a report should be presented
3 the purpose of a report – real life purpose.
Draw attention to the guidance and the Top tip on
page 94 of the student book.

Lesson learning objectives

•

Write a report; use verbs in correct tenses so
that meaning is clear; ensure meaning is clear by
improving your spelling; check your work to ensure
it is clear and accurate.

Plenary
Discuss with students what has worked well and
which areas need more work.

Homework
Students write final draft of their report from the last
activity, using what they have learned from this lesson.

Ask students to discuss in pairs the differences
between a report and a news report, feed back to
he class.

Main teaching and learning
Students read the report on page 95 and complete
Activity 1 in pairs. A photocopy of the text could
be given to them, or they can highlight features, or
they could list them on a flip chart. When they are
finished, discuss their answers as a class.
Move on to page 96 and look at Activity 2 together.
Students complete Tasks 1 and 2 in pairs, then 3–5
individually. The final task asks to write a first draft
of their report.
Take the class through the guidance on verb tenses
on page 97 of the student book, before students
complete Activity 1 on the same page, in pairs. Feed
back to the class.
Then, in small groups, look at ‘Learn to spell a new
word’ on page 98. Ask each group to make up a rule
to avoid incorrect uses of homophones and share
the rule with the class. Students then complete
Activity 2.
If there is time left in the lesson, move on to page
99 of the student book. Students read through the
guidance on checking their work, then completing
Activity 3.
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