Lesson: Module 7 Lesson 3                          
Topic: Sending Emails in College 
Objective: The student will draft an email to faculty and staff at a college or university based on authentic scenarios they may encounter on campus, correctly using at least five of the elements of the provided template.
	Lesson Element
	Procedures
	Materials

	Lesson Setup

&

Lesson Opening
	Obtain PowerPoint file with teacher notes for Module 7 Lesson 3 and make copies of Student-Guided Notes for each student in the class.  

Inform students that during this lesson they need to think about how sending an email to a professor is much different than sending one to a friend. They will learn what the email should contain and what language is appropriate when communicating with university personnel.


	Power Point File

Module 7 Lesson 3
Student-Guided Notes



	Lesson Body
	Teacher Input

Use the PowerPoint file with teacher notes to discuss how to draft a professional college email using professional language. More detailed information is provided in the notes page of each PowerPoint slide. Provide examples and take questions as needed during the full-group discussion of each.

Guided Practice

Provide students with one of the scenarios listed below (and also listed in the PowerPoint). Using the template and guidelines discussed in the lesson, students will work together as a class to compose a professional and appropriate email for this situation. You may choose to scribe the email as they compose it (either on paper, on the board, or on the computer), or it can be a discussion/oral activity. As they work through the steps of composing the email, provide guidance and tips as needed. 
Scenario #1: You are registering for spring semester classes. Last week you met with your academic advisor to discuss the courses you will need to take in the spring and also spent time developing your preferred schedule. One of the classes you had planned to take is now full, and you are not sure if you should ask for special permission to be added to that class or if you should just select something else. If you need to select another course, you are not sure which one to select. Compose an email to your advisor to ask for guidance with this decision. 

Scenario #2: Your next assignment in your English Composition class is a research paper. You do not feel completely comfortable using the university’s library and would like some assistance with finding sources for your paper. Compose an email to the reference librarian to set up an appointment. Be sure to let the librarian know the topic you have selected so that s/he can be prepared for the meeting.


	PowerPoint file with teacher notes

Student-Guided Notes
Email Evaluation Checklist

	Extended Practice
	Students will choose two scenarios from the options provided on the Email Scenario Cards and will compose mock emails appropriate to the situations listed. They should use the template, guidelines, and tips provided in the lesson when composing their emails. The “Email Evaluation Checklist” can be used as a rubric for checking their emails.
When the emails are completed, students will take turns sharing what they wrote with the class. The teacher should note similarities and differences between the students’ work, and discuss with the class the strong points of the emails, as well as areas that could be strengthened.  


	Email Scenario Cards

Email Scenario Worksheet
Email Evaluation Checklist


	Lesson Closing
	Review the professional email guidelines. Have selected students whose work was done especially well share the email they wrote during the extended practice session with the class.

	

	Homework
	If students need additional practice drafting professional emails, additional assignments may be assigned per the teacher’s discretion. If needed, the extra scenarios may be used for homework.
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