NTeQ Lesson Plan
Lesson Title:  Typing a letter to your family



Subject Area(s): Language Arts
Grade Level: 3rd grade


Lesson Summary

Briefly describe the purpose of the lesson and the student activities.


This lesson will be focused on typing a letter using correct spelling, grammar, and punctuation.  The purpose of this will be to strengthen knowledge of language and computer skills.  Students will construct a letter in a specific format as given by the instructor by integrating Word.  The students will be given a list of things to do which will help them accomplish the task.  

Learning Objectives

By the end of this lesson, the students will:

1. Identify the placement of the keys and how to use them.  (Knowledge)

2. Learn basic operations such as open, save, and exit.  (Literacy)

3. Learn simple tools such as spell check and grammar check.  (Literacy)

4. Learn to be creative by using different fonts, colors, and sizes.  (Literacy)

5. Learn to format an informal letter.  (Application)

6. Learn to use the printer. (Knowledge)

Standards
National:

· Basic Operations and Concepts (1)
· Technology Productivity Tools (3)
· Technology Communication Tools (4)
Local:

· C/T K-2.1
· C/T K-2.2
Materials

Students will need a computer, seat, and a printer. 

It is helpful to include a “Think Sheet” of questions that require students to use critical thinking skills.
	· When should I turn my computer on?
	· If I do not understand the directions, should I ask my neighbor, or the instructor?

	· What different types of punctuation do I use in my sentences?
	· 

	· 
	· 

	· 
	· 


Computer Functions and Data Manipulation
	Computer Function
	Computer Application
	Data Manipulation

	· Turning on
	· 
	· 

	· Open program
	· Word
	· 

	· Typing
	· Word
	· Type letter

	· Printing
	· Word
	· 


Specify Problem

Write in language you will use with students.  For example, Today, we are going to investigate……    What would you do if …..

Instead of using a pencil or pen to write, today we are going to type a letter home!  How many of you have typed on the computer before?  Great!  Today we will all learn how to do this.  What is a letter? A letter is a written description of an event, object, or person that one individual writes and sends to another.  Give me an example of something you may write about?  Good examples!  Some others may be your birthday, your pet, or even school!  Today, we are going to write a letter to your family.  You may pick one of three topics to write about: Favorite subject, your friends, or your favorite special.  I would like it if everyone types at least 5 sentences in their letter.  Now, we write letters in a certain way.  Look at this example right here.  Where is my first line?  Do you notice how the second line is indented in a little bit?  Where did I write my name?  I will give each student a handout that looks just like this.  As a class, we will complete this!

Results Presentation
Dear Mom,


I wanted to tell you about my favorite subject at school.  Right now, I like language arts.  We do this subject everyday in the morning right before our  special of the day.  We begin with the Calender.  Then usually the teacher reads us a book.  My favorite so far has been Mouse Paint.  This book was about colors and how we can combine two colors to make another one!  After that book, we sat down and drew a mouse at our tables using one of the colors we learned.  Mine was colored red.  I love reading and drawing!














Love,

Miss. Parker

Steps to writing a letter:

1.  Type “Dear _____ (to whom you are writing to)”.  Do not forget to type a comma in at the end.  

2.  Press ENTER

3.  To skip a line, press ENTER again.

4.  Next, locate the key that says Tab.  Press this.  Do you see how the cursor moves to the RIGHT?  This is called an INDENT.

5.  Next, we are going to SAVE this document.  Select FILE from the top of the computer screen and then select SAVE.  Please type in “name letter:.  For example, mine would be Miss Parker Letter.

6.  Now, we begin to type our 5 sentences.

7.  When you are done, press ENTER to skip a line again.

8.  Type “Love,” and press ENTER.  Then type your name.

9.  Select the text from step 8 and highlight it with your mouse.  Then, you will have to ALIGN it to the right.  Select FORMAT from the top of the screen, select PARAGRAPH, and then next to ALIGNMENT select RIGHT from the DROP DOWN TEXT FIELD.  
10.  SAVE again.  

11.  To PRINT the letter, select File, select Print, and then press OK.  

12.  Please go to the printer and hand in your letter.

Multidimensional Activities
Briefly describe the lesson activities.  Begin with the Lesson Introduction or how you will introduce the problem and how you will address prerequisite skills, share learning objectives, and provide needed information.  As you describe the computer activities, please include what students need to do before they go the computers, while they are at the computers, and what they do after they finish computer work. Descriptions of the supporting activities follow the computer activities. This form has space for three computer and three supporting activities. When you design your lesson, include the appropriate number of each for your particular lesson.  After these activities are planned, describe the Culminating Activity, or how main ideas will be reviewed and/or final presentations given. When these components are planned describe the rotation plan – how will students rotate between the activities.

Lesson Introduction – Briefly describe how you will introduce the problem and how you will address any prerequisite skills, share learning objectives, and provide needed information.
I will let the students know we are writing a letter home to our family.  In order to do this, students will have to remember spelling, grammar, and punctuation.  In addition to this, we will be learning new skills like operating a computer, learning to type, save, and print.  A handout will be given to all the students to help them with the format and also with the tools.  

Computer Activities

	Activity 1

Activities to be completed:

Prior to going to computer

1. Wait to be seated.

At the computer

2. Wait until instructor says to turn on

3. Follow verbal instructions. 

4. Look at handout.

5. Type a letter quietly.

6. Save the letter

7. Print Letter

After going to computer

8. Go to Printer and take letter

9. Hand it into the teacher

10. Wait at seat until others are finished.


	Activity 2

Activities to be completed:

Prior to going to computer

At the computer

After going to computer


	Activity 3

Activities to be completed:

Prior to going to computer

At the computer

After going to computer




Supporting Activities

	Activity 1

Activities to be completed:


	Activity 2

Activities to be completed:


	Activity 3

Activities to be completed:




Culminating Activity – Briefly describe how main ideas will be reviewed and/or final presentations given.


I will start a group discussion about parts of the computer, format of a letter, operations of the computer, and the content of the letter.  I will see how well the students understood the material by participation and correct answers.  I will let them know that at some point they will be given a quiz consisting of multiple choice and matching questions on this information. 
Rotation Plan Briefly describe how students will rotate through the computer and supporting activities
Assessment Use a template similar to the one below to develop your rubric(s).   A sample is provided to guide your writing. 

Rubric Template.  Place performance objectives in the first column, then create descriptions of each level of performance.
	Objective or Performance
	Beginning

1
	Developing

2
	Accomplished

3
	Exemplary

4
	Score

	1.
	Description of identifiable criteria that reflect a beginning level of performance.
	Description of identifiable criteria that reflect progress toward mastery of performance
	Description of identifiable criteria that reflect mastery of performance
	Description of identifiable criteria that reflect exceptional performance.
	

	2
	Repeat with next item
	“
	“
	“
	


	Objective or Performance
	Beginning

1
	Developing

2
	Accomplished

3
	Exemplary

4
	Score

	1. Learn the format of an informal letter

	The letter followed the format only slightly.  There was no use of alignment. 
	The letter showed limit use of the format,  Placement of the opening and closing was not correct
	The format of the letter was correct, but may be missing punctuation.
	The format and punctuation were both correct.  
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


