LEARNING & COMMUNICATION SKILLS

Sample Lesson Plan


	LCS LESSON    Note-making Skills 1: The Long and the Short of it

	LESSON OBJECTIVES

Students to:

· Recognise some of the purposes of written notes: to assist recall of information for study, business and social life and as an aid to thinking

· Understand the value of using abbreviations to enable them to make faster notes

· Become familiar with some commonly used abbreviations and use them to substitute for full words/phrases.

· Develop skill in cutting out unnecessary words (txtspk or telegraphese) while still maintaining meaning. 

	WHERE THIS FITS IN THE BIG PICTURE

This is the first of a series of lessons on note-making for Y7 students.  The other lessons cover:

· Summarising information using the trash-and-treasure method

· Laying out linear notes and citing sources

· Identifying and using key words 

· Simple mind-maps
· Storyboarding 

· Kinaesthetic note-making techniques

This note-making unit comes after the unit on Reading for Information and before the Y7 Writing skills unit.  Together these three units will enable students to tackle project work in the Spring and Summer terms (esp. Geography and History) with greater confidence and competence. As students progress through the KS3 LCS course, they will have further opportunities to develop these note-making skills and add new techniques to their repertoire.  

To tackle this unit successfully, students will need to be familiar with the skimming and scanning techniques and active reading strategies covered by the Reading for Information unit.  This lesson links well with the Reading Skills lesson on Decoding text: using abbreviations is essentially developing a different written code that is easier and quicker to write.  

	Learning styles/ intelligences addressed in lesson

Literary

Kinaesthetic (card games)

Visual (symbols)


	STUDENT ACTIVITY
	TEACHER ACTIVITY
	Timing
	Resources

	STARTER

All students will:

· Compare number of words in telegram message and letter and compare effectiveness in conveying meaning.

· Participate in discussion about:

· why txt messages and/or telegrams use abbreviations and have fewer words: cost, time, effort

· how they save time/money – telegrams with fewer words, txts with fewer words but mainly through use of abbreviations

Most should also be able to suggest when brief and short writing could be useful:

· in school - for writing notes to aid concentration and to help recall information later

· in business – for writing notes about customer/supplier communications, to report information to boss/colleagues


	STARTER

Telegram message 

Ask students to count the number of words in the letter on p 1 of the Note-Making Skills  (not including the letterhead).  Then ask them to count the words in the telegram.  Ask them whether the telegram effectively communicates the key facts.

You might like to show students some of the famous telegrams.

You could refer to the text message on p 2 and ask students if they can work out what it means.  

Although mobile phones are being used sparingly within the Brethren communities, members of the community do not make any use of SMS text messaging and wouldn't want to encourage their young people to do so. Having said this, there is no problem with teaching them abbreviations, and text messaging techniques are an advanced and effective form of abbreviating.  

Some facts you could mention:

· A standard SMS(Short Message Service) has a maximum of 160 Characters. If it exceeds this figure mobile phone users are charged the cost of an additional SMS.
· Lol – does not only mean Lots of love, but more commonly Laugh out Loud – used be young people to ensure that their text message is not misinterpreted and the recipient recognises that it is a joke or a light-hearted comment.  Smileys are also used as you can’t capture tone of voice in a text!
	10 mins
	LCS Text:  Note-making Skills 1.3.1 The long and the short of it

This should be photocopied in colour with the unit introduction page on the first sheet and page 1 on the reverse.  Print pp 2 and 3 back-to-back.  This will mean that students will be able to see p1 and 2 as a double spread when lying open in their files.

Famous Telegrams



	STUDENT ACTIVITY
	TEACHER ACTIVITY
	Timing
	Resources

	MAIN ACTIVITY

Shorthand card games

Make cards for each abbreviation, writing shorthand on front (the meaning is already on the back)

Join up with a partner and play pairs 

AND/OR

Play pancakes with cards, first abbreviation side up, then long-hand side up.   


	Direct students to p 2 of the LCS text on Note-making Skills: Cutting out and cutting down.  Students should clearly write the shorthand symbol on the reverse side of the long-hand equivalent.  Encourage them to make the symbol or abbreviation quite big.

Shorthand pairs

One person lays out their cards abbreviation side down; the other puts their cards long-hand side down.  Student A tries to match a pair, then checks the reverse; if correct, they can have another go until they get a mismatch, at which point Student B takes over.  The winner is the one with the most pairs.  

Shorthand pancakes

Student can do this on their own or in small teams.  

Easy:   Put all cards in a pile abbreviation side up.  Take a card from the pile and say what it means.  Turn it over and if correct, place long-hand side up beside the other pile.  If incorrect, place abbreviations side up at the bottom of the pile of cards.  Keep going until all cards have been ‘tossed’.  If in teams, students take turns to ‘toss’ the card ‘pancake’.  

Harder:  Put all cards in pile long-hand side up.  Students have to draw symbol/abbreviation on small whiteboard / piece of paper.

Differentiation:  Restrict or extend the number of cards.  

You could point out how some abbreviations come from Latin words, especially if students study Latin in your school.
	20 mins
	Abbreviations cards

Print out Abbreviations sheets onto card.  There should be three sheets of card per student.  Try using card in different colours to make it easier to identify different students‘ cards later.  Chop the cards up and secure with elastic band or put in small envelope.  The sheets contain the main abbreviations cited in the LCS text, plus space on the third sheet for extra symbols to be entered as part of the  homework task.




	STUDENT ACTIVITY
	TEACHER ACTIVITY
	Timing
	Resources

	PLENARY:  Abbreviations sub. exercise

Write substitute long-hand words/phrases with appropriate symbol/abbreviation in text.

NB:  this exercise is intended to give students practise using abbreviations.  It is not an exercise in making brief notes.  

HOMEWORK
Research five other abbreviations and add them to the set of cards.

Write notes on a written text in telegraphese, using at least three new abbreviations/symbols and .  Notes to be brought to next lesson 

	Abbreviations sub. exercise

Give students the sheet Concerning Reading and the Information Revolution and ask them to highlight or circle all words/phrases where they could use one of the abbreviations/ symbols on their cards.  Then they should write the abbreviation or symbol above the word/phrase.

This passage contains all the symbols and abbreviations on the cards (apart from government), plus opportunities to use others.  

Differentiation:  Students with reading difficulties could be given the ready-highlighted version or partnered with a stronger reader to aid the identification process.  More able students could be asked to write out notes using the abbreviations/symbols they have identified plus others they can think of – eg: ‘info’ for ‘information’, ‘imp’ for ‘important’.
HOMEWORK

Encourage students to ask parents and siblings to suggest their own favourite abbreviations and to play the pairs/pancakes game with them.  Discourage the use of the chemical abbreviations as they will learn these later in Science.

This will involve liaising with another member of staff, so that students have an opportunity in one lesson during the coming week to write notes on a text using their newly learnt short-hand.  Make it clear to students that they will be assessing each other on their notes – they must each have at least three abbreviations and no unnecessary words.
	8 mins

2 mins
	Concerning Reading and the Information Revolution sheet

Plain version for most students, plus ready-underlined for less able.  

Answer sheet for yourself and/or students to check.


	EVALUATION




