ESOL Teaching Skills TaskBook
Writing 1: A product approach and features of written language: Unit 3 g)

Ž ǇŽƵ ƐŽŵĞƚŝŵĞƐ ǁŽƌƌǇ ƚŚĂƚ ǇŽƵƌ ǁƌŝƚŝŶŐ ůĞƐƐŽŶƐ ĂƌĞ ŶŽƚŚŝŶŐ ŵŽƌĞ ƚŚĂŶ
ƉƌĂĐƚŝĐĞ͍ƌĞƚŚĞƌĞĨĞĂƚƵƌĞƐŽĨǁƌŝƚƚĞŶůĂŶŐƵĂŐĞƚŚĂƚǇŽƵĨĞĞůƚŚĂƚǇŽƵĂƌĞŶŽƚ
ĨŽĐƵƐŝŶŐŽŶ͍dŚŝƐůĞƐƐŽŶůŽŽŬƐĂƚƐŽŵĞŽĨƚŚŽƐĞĨĞĂƚƵƌĞƐĂŶĚŽƵƚůŝŶĞƐĂƚǇƉŝĐĂů
ƉƌŽĐĞĚƵƌĞĨŽƌǁƌŝƚŝŶŐůĞƐƐŽŶƐ͘


dĂƐŬϭʹĂƐƐŝĞ͛ƐĞǆĂŵĐůĂƐƐ
Cassie: “I am teaching a Cambridge First Certificate class at the moment. I’ve never taught
an exam class like this before. I’ve been giving my students lots of writing practice using old
exam papers. However, they have told me that they want more on writing. We’re doing two
practice writing tasks each week. I’m not sure what they mean.”

Can you help Cassie? What do you think her students mean? Jot down
your ideas and suggestions on a note pad, then look at the answer key
below.

dĂƐŬϭ&ĞĞĚďĂĐŬ
dŚĞ ƐƚƵĚĞŶƚƐ ŵĂǇ ďĞ ǀŽŝĐŝŶŐ ƚŚĞŝƌ ĨƌƵƐƚƌĂƚŝŽŶ Ăƚ ŽŶůǇ ƉƌĂĐƚŝƐŝŶŐ ǁƌŝƚŝŶŐ ĂŶĚ
ŵŝŐŚƚǁĂŶƚƐŽŵĞŬŝŶĚŽĨĂŶĂůǇƐŝƐŽĨƚŚĞŐĞŶƌĞƐƚŚĞǇŚĂǀĞƚŽĨŽĐƵƐŽŶŝŶƚŚĞ&
ĞǆĂŵ͘ tŚŝůĞ ƉƌŽǀŝĚŝŶŐ ƉƌĂĐƚŝĐĞ ŽƉƉŽƌƚƵŶŝƚŝĞƐ ŝƐ ŝŵƉŽƌƚĂŶƚ͕ ƚŚŝƐ ĂůŽŶĞ ǁŝůů ŶŽƚ
ŶĞĐĞƐƐĂƌŝůǇ ĚĞǀĞůŽƉ ƐƚƵĚĞŶƚƐ͛ ƐŬŝůůƐ ŝŶ ƚŚĞƐĞ ĂƌĞĂƐ͕ ŝŶ ƚŚĞ ƐĂŵĞ ǁĂǇ ĂƐ ŵĞƌĞůǇ
ƉƌĂĐƚŝƐŝŶŐ ŐƌĂŵŵĂƌ ǁŝƚŚŽƵƚ ƉƌŽǀŝĚŝŶŐ ĂŶǇ ŬŝŶĚ ŽĨ ĐůĂƌŝĨŝĐĂƚŝŽŶ ǁŝůů ŶŽƚ
ŶĞĐĞƐƐĂƌŝůǇĚĞǀĞůŽƉƐƚƵĚĞŶƚƐ͛ŐƌĂŵŵĂƌĂĐĐƵƌĂĐǇ͘

<ĞǇ^Ŭŝůů
tƌŝƚƚĞŶůĂŶŐƵĂŐĞŚĂƐŝƚƐŽǁŶƐƉĞĐŝĨŝĐĨĞĂƚƵƌĞƐĂŶĚĐŽŶǀĞŶƚŝŽŶƐ͘dŚĞƐĞǁŝůůŽĨƚĞŶ
ĚŝĨĨĞƌ ĨƌŽŵ ŽŶĞ ůĂŶŐƵĂŐĞ ƚŽ ĂŶŽƚŚĞƌ͘ /ƚ ŝƐ ƵƐĞĨƵů ĨŽƌ ůĞĂƌŶĞƌƐ ŝĨ ǇŽƵ ĨŽĐƵƐ ŽŶ
ƚŚĞƐĞĨĞĂƚƵƌĞƐŝŶĂŶĞǆƉůŝĐŝƚǁĂǇǁŚĞŶĚŽŝŶŐǁƌŝƚŝŶŐůĞƐƐŽŶƐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



ESOL Teaching Skills TaskBook
Writing 1: A product approach and features of written language: Unit 3 g)
dĂƐŬϮʹŝĨĨĞƌĞŶĐĞƐďĞƚǁĞĞŶǁƌŝƚƚĞŶĂŶĚƐƉŽŬĞŶůĂŶŐƵĂŐĞ
Numbers 1 to 6 below are typical features of spoken language. Letters a
to f are their counterparts in written language. Match the spoken and
written features.
Spoken features

Written
features

1. When we speak, we use stress, intonation and pausing to highlight specific
pieces of information and to help listeners understand what we are saying.
2. Spoken language is spontaneous and is usually not recorded in any way.
3. When people speak there is usually someone who is listening and can give
feedback to the speaker.
4. When people speak, their sentences are sometimes incomplete and they
change their mind about how they will say something in the middle of a
sentence.
5. Speakers often use facial expression, gesture and body language to add
meaning to what they are saying.
6. When people speak, they plan and organise their language as they go and
not a long time in advance.

Features of Written Language
a. In written language there is a greater expectation of accuracy in language features
such as grammar, vocabulary and spelling.
b. Writers tend to think about what they are going to write and how they are going to
write it before they begin writing.
c. Written language is usually fixed on the page so that people can return to the text as
often as they like.
d. When we write, we use punctuation to help signpost the message of written texts.
e. Writers often never find out what readers think of their text. However, e-mail and
texting are kinds of writing where writers will receive some response to their
message.
f. Paragraphing and layout are used in written language to make the message clearer.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
tŚŝůĞ ŝƚ ŝƐ ƚƌƵĞ ƚŚĂƚ ǁƌŝƚŝŶŐ ƌĞƋƵŝƌĞƐ ŵŽƌĞ ĂĐĐƵƌĂƚĞ ƵƐĞ ŽĨ ůĂŶŐƵĂŐĞ ƚŚĂŶ
ƐƉĞĂŬŝŶŐ͕ŐƌĂŵŵĂƚŝĐĂů ĂĐĐƵƌĂĐǇ ŝƐ ŶŽƚ ƚŚĞŽŶůǇ ĨĞĂƚƵƌĞŽĨ ǁƌŝƚƚĞŶ ůĂŶŐƵĂŐĞ ƚŽ
ĨŽĐƵƐ ŽŶ ŝŶ ƚŚĞ ĐůĂƐƐƌŽŽŵ͘ EŽƌ ŝƐ ŝƚ Ă ŐŽŽĚ ŝĚĞĂ ƚŽ ƐĞĞ ǁƌŝƚƚĞŶ ůĂŶŐƵĂŐĞ ĂƐ Ă
ĐŽůůĞĐƚŝŽŶŽĨĐŽƌƌĞĐƚƐĞŶƚĞŶĐĞƐ͘/ƚŝƐĂŐŽŽĚŝĚĞĂ ƚŽƐĞĞĂƉŝĞĐĞŽĨ ǁƌŝƚŝŶŐĂƐĂ
ǁŚŽůĞƚĞǆƚǁŝƚŚŝƚƐŽǁŶĐŽŶǀĞŶƚŝŽŶƐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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dĂƐŬϯʹ^ƚĞƉƐŝŶĂƚǇƉŝĐĂůǁƌŝƚŝŶŐůĞƐƐŽŶ
Letters a to i below show steps in a typical writing lesson. Put these
steps into what you think is an appropriate order.
Steps in a Writing Lesson

Order

a. Students brainstorm ideas for their own text.
b. The teacher checks understanding of the model text using some
kind of comprehension task.
c. Students write their final draft of the text.
d. Students do an activity that aims to practise the highlighted written
feature.
e. The teacher provides a lead in to the topic of the model text.
f. Students get feedback on the first draft from their peers or from the
teacher.
g. The teacher hands out the model text.
h. Students write the first draft of their text.
i. The teacher highlights one or two features of the model text (e.g.
paragraphing, linking devices) by means of a discovery task.

Check your ideas in the answer key.

<ĞǇ^Ŭŝůů
dŚĞ ƐƵŐŐĞƐƚĞĚ ƉƌŽĐĞĚƵƌĞ ĂďŽǀĞ ĨŽůůŽǁƐ ǁŚĂƚ ŝƐ ŐĞŶĞƌĂůůǇ ƵŶĚĞƌƐƚŽŽĚ ƚŽ ďĞ Ă
͚ƉƌŽĚƵĐƚ ĂƉƉƌŽĂĐŚ͛ ƚŽ ǁƌŝƚŝŶŐ͕ ŝŶ ƚŚĂƚ ƚŚĞ ƚĞĂĐŚĞƌ ĂŝŵƐ ƚŽ ŐĞƚ ƚŚĞ ƐƚƵĚĞŶƚƐ ƚŽ
ƉƌŽĚƵĐĞĂƉŝĞĐĞŽĨǁƌŝƚƚĞŶƚĞǆƚ͘dŚŝƐŝƐŶŽƚƚŚĞŽŶůǇĂƉƉƌŽĂĐŚ;ƐĞĞƚŚĞƌĞůĂƚĞĚ
ůĞƐƐŽŶ ŽŶ ƉƌŽĐĞƐƐ ǁƌŝƚŝŶŐͿ͕ ďƵƚ ŝƚ ĐĂŶ ďĞ ƵƐĞĨƵů ǁŚĞŶ ƚĞĂĐŚŝŶŐ ĞǆĂŵ ĐůĂƐƐĞƐ
ǁŚĞƌĞƐƚƵĚĞŶƚƐŶĞĞĚƚŽďĞĂďůĞƚŽĚĞƉůŽǇƐƉĞĐŝĨŝĐŐĞŶƌĞƐ͘

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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dĂƐŬϰʹ^ƉĞĐŝĨŝĐĂĐƚŝǀŝƚŝĞƐ
Numbers 1 to 8 below describe some specific activities that teachers can
use in the classroom to focus on features of written language. Sort these
activities into the two categories in the box below, thinking about
whether they focus on language accuracy, or on the text as a whole.

Focus on language accuracy

Focus on the text as a whole

Activities
1. Ask students to make a more complex sentence from two simple sentences using a
linking device.
2. Get students to organise cut up parts of a model text so that it follows the correct
format and layout.
3. Get students to think very clearly about who will read the text.
4. Ask students to organise a continuous stream of text into paragraphs.
5. Give students a text with spelling mistakes and ask them to identify and correct
these. Set a time limit and allow limited dictionary support.
6. Ask students to think about why they are writing a particular text – what is its
purpose?
7. Give students a text with no punctuation and ask them to add full stops, capital
letters, commas etc.
8. Ask students to find out what different pronouns refer back or forward to in a text.

Check your ideas in the answer key.

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ÂdŚŝŶŬŝŶŐĂďŽƵƚǇŽƵƌƚĞĂĐŚŝŶŐ͙
/ƚŝƐĞĂƐǇƚŽ ƚŚŝŶŬŽĨƚŚĞŬŝŶĚŽĨ ƚĞǆƚƐƚŚĂƚƐƚƵĚĞŶƚƐŶĞĞĚƚŽ ďĞĂďůĞ ƚŽǁƌŝƚĞǁŚĞŶ
ƚŚĞǇ ĂƌĞ ƐƚƵĚǇŝŶŐ ŝŶ ĞǆĂŵ ĐůĂƐƐĞƐ͘ ,ŽǁĞǀĞƌ͕ ǁŚĂƚ ĂďŽƵƚ ǁŚĞŶ ƚŚĞǇ ĂƌĞ ƐƚƵĚǇŝŶŐ
ŐĞŶĞƌĂůŶŐůŝƐŚĂƚĂůŽǁĞƌůĞǀĞů͍KǀĞƌĂƉĞƌŝŽĚŽĨƚŝŵĞ͕ĐŽŶĚƵĐƚĂŶŽŶͲŐŽŝŶŐŶĞĞĚƐ
ĂŶĂůǇƐŝƐǁŝƚŚƐƚƵĚĞŶƚƐǁŚŽĂƌĞŶŽƚŝŶĞǆĂŵĐůĂƐƐĞƐ͘'ĞƚƚŚĞŵƚŽƚĞůůǇŽƵǁŚĂƚŬŝŶĚŽĨ
ƚĞǆƚƐƚŚĞǇĨĞĞůƚŚĞǇǁŽƵůĚůŝŬĞƚŽǁƌŝƚĞ͘

EŽƚĞǇŽƵƌĐŽŶĐůƵƐŝŽŶƐŝŶǇŽƵƌdĞĂĐŚŝŶŐ>ŽŐ͘



ÂdĂŬŝŶŐŝƚƚŽƚŚĞĐůĂƐƐƌŽŽŵ͙
dŚĞĂƉƉƌŽĂĐŚĚĞƐĐƌŝďĞĚŝŶƚĂƐŬϯŝƐŽŶůǇĂƐƵŐŐĞƐƚĞĚĂƉƉƌŽĂĐŚ͘/ƚŝƐĂůƐŽƉŽƐƐŝďůĞƚŽ
ƐƚĂƌƚǁŝƚŚƚŚĞƉƌŽĚƵĐƚĂŶĚǁŽƌŬďĂĐŬǁĂƌĚƐ͘zŽƵĐĂŶĂƐŬǇŽƵƌƐƚƵĚĞŶƚƐƚŽǁƌŝƚĞĂƚĞǆƚ
ǁŝƚŚŽƵƚŚĂǀŝŶŐƌĞĂĚĂŵŽĚĞůŽƌĞǆĂŵƉůĞ͘,ĂǀŝŶŐĚŽŶĞƚŚŝƐ͕ƐƚƵĚĞŶƚƐĐŽƵůĚůŽŽŬĂƚĂ
ŵŽĚĞů ĂŶĚ ŶŽƚŝĐĞ ĚŝĨĨĞƌĞŶĐĞƐ ďĞƚǁĞĞŶ ƚŚĞŝƌ ĨŝƌƐƚ ĚƌĂĨƚƐ ĂŶĚ ƚŚĞ ŵŽĚĞů ƚĞǆƚ͘ dŚĞǇ
ĐŽƵůĚ ƚŚĞŶ ƌĞͲǁƌŝƚĞ ƚŚĞ ĨŝƌƐƚ ĚƌĂĨƚ ŝŶĐŽƌƉŽƌĂƚŝŶŐ ĨĞĂƚƵƌĞƐ ƚŚĞǇ ŚĂǀĞ ŶŽƚŝĐĞĚ͘ dŚŝƐ
ĂƉƉƌŽĂĐŚŝƐƐŝŵŝůĂƌƚŽĂƚĂƐŬͲďĂƐĞĚŵŽĚĞůŽĨƚĞĂĐŚŝŶŐĂŶĚůĞĂƌŶŝŶŐ͘



ÂtĂŶƚƚŽĨŝŶĚŽƵƚŵŽƌĞ͙͍
WĂŐĞƐϯϮϯͲϯϰϮŽĨdŚĞWƌĂĐƚŝĐĞŽĨŶŐůŝƐŚ>ĂŶŐƵĂŐĞdĞĂĐŚŝŶŐ;ϰƚŚĞĚŝƚŝŽŶͿďǇ:ĞƌĞŵǇ
,ĂƌŵĞƌ;WĞĂƌƐŽŶϮϬϬϳͿĐŽŶƚĂŝŶ ŵŽƌĞ ŝĚĞĂƐĨŽƌĨŽĐƵƐŝŶŐŽŶďŽƚŚůĂŶŐƵĂŐĞĂĐĐƵƌĂĐǇ
ĂŶĚƚŚĞǁŚŽůĞƚĞǆƚŝŶǁƌŝƚŝŶŐůĞƐƐŽŶƐ͘

WĂŐĞƐϭϵϮʹϮϬϱŽĨ>ĞĂƌŶŝŶŐdĞĂĐŚŝŶŐ;ϮŶĚĞĚŝƚŝŽŶͿďǇ:ŝŵ^ĐƌŝǀĞŶĞƌ;DĂĐŵŝůůĂŶϮϬϬϱͿ
ŝŶĐůƵĚĞĨƵƌƚŚĞƌƌĞĂĚŝŶŐŽŶƐƚĂŐŝŶŐƐƵĐĐĞƐƐĨƵůǁƌŝƚŝŶŐůĞƐƐŽŶƐ͘



ÂZĞůĂƚĞĚdĂƐŬŽŽŬůĞƐƐŽŶƐ͘͘͘
zŽƵŵĂǇďĞŝŶƚĞƌĞƐƚĞĚŝŶƚŚĞĨŽůůŽǁŝŶŐůĞƐƐŽŶƐŝŶƚŚĞ^K>dĞĂĐŚŝŶŐ^ŬŝůůƐdĂƐŬŽŽŬ
ƐĞƌŝĞƐ͕ƌĞůĂƚŝŶŐƚŽǁƌŝƚŝŶŐůĞƐƐŽŶƐ͗

ͻhŶŝƚϯŚͿtƌŝƚŝŶŐϮ͗ĂWƌŽĐĞƐƐĂƉƉƌŽĂĐŚ;ĂƵƐĞĨƵůĨŽůůŽǁͲƵƉƚŽƚŚŝƐůĞƐƐŽŶͿ



>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ
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ŶƐǁĞƌ<ĞǇ

dĂƐŬϮʹ&ĞĞĚďĂĐŬ
1)
2)
3)
4)
5)
6)

d
c
e
a
f
b

dĂƐŬϰʹ&ĞĞĚďĂĐŬ
Language accuracy: 1, 5, 7, 8
Whole text: 2, 3, 4, 6

dĂƐŬϯʹ&ĞĞĚďĂĐŬ
1)
2)
3)
4)
5)
6)
7)
8)
9)

e
g
b
i
d
a
h
f
c

>ĂŶŐƵĂŐĞƐ/ŶƚĞƌŶĂƚŝŽŶĂůʹƵĐŬůĂŶĚΘŚƌŝƐƚĐŚƵƌĐŚ͕EĞǁĞĂůĂŶĚǁǁǁ͘ůĂŶŐƵĂŐĞƐ͘ĂĐ͘Ŷǌ



