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[bookmark: _Toc228354478]LCLM4001 Academic Skills            Tutor Guide      Part 2

[bookmark: _Toc228354479]WEEK 6 WRITING IN A BUSINESS CONTEXT (TEEL) 
[bookmark: _Toc228354480]Learning Outcomes
LO1: Understand how paraphrasing links to a TEEL paragraph 
LO2: Identify the parts of a TEEL paragraph (Topic sentence, Evidence, Explanation, Link)   
LO3: Prepare for Assessment Task 2 by planning and writing a short TEEL paragraph draft (100–120 words) on a business topic 
[bookmark: _Toc228354481] Note Space

[bookmark: _Toc228354482]LESSON PLAN 
	Minutes
	Focus
	Activity
	Materials
	LOS
	Flex

	0-10 
	Remembering last week 
	What today is about 
Students write why paraphrasing is important in academic writing on Vevox. W5. 1-4 
Make sure to whole class check the answers for why paraphrasing is important: 
· To use evidence 
· To avoid plagiarism 
· To show understanding 
	Slides/Vevox 
	LO1 
	If students struggle, prompt with cues rather than leaving fully open 

	10-40 
	Connecting Week 5 Paraphrasing to Week 6 Paragraphs 
	Students complete Activity 1 on Week 6 Nick's Difficulties Worksheet (10 mins) 
Tutor takes up Activity 1 
Students work in pairs to complete Activity B  (20 mins) 
Tutor monitors and uses Tutor Guide to check answers and confirm with class (10 mins) 
	Printed Nick’s Difficulties Worksheet/Tutor Guide 
	LO1 
	Remind students: focus on meaning, not perfect grammar ; Circulate and support lower-confidence students first; Encourage use of notes from last week 
 

	40-60 
	Reading a model paragraph (pre‑TEEL discovery) 
	Students read a short model paragraph (100–120 words) on the Nick’s Difficulties worksheet (Activity D) 
They match each sentence from the paragraph to the appropriate aspect of TEEL in the right column 
Tutor checks answers and then demonstrates TEEL structure on Slide 9 
	Model paragraph on Nick’s Difficulties worksheet; TEEL Structure on Slide 9 
	LO1; LO2 
	Guide students to discover  elements of TEEL on their own 

	60-80 
	What TEEL looks like (Teach Phase) 
	Tutor explicitly introduces TEEL: Topic → Evidence → Explanation → Link. (Slide 10) 
 
	Slides; 
	LO2 
	Students already have intuition from guided discovery, so this formalisation feels natural and confirms their guesses. 

	80-90 
	BREAK 
	Break 
	 
	 
	 

	90-110 
	Recognising good vs bad TEEL  
	Students work on the Elements of TEEL worksheet to complete Activity 1 and 2 
Tutor monitors and confirms answers by highlighting on digital version of worksheet for Activity 1 and discussing/confirming student answers for Activity 2 
	Printed Elements of TEEL worksheet 
	LO2 
	Students now work in pairs for support to confirm understanding of TEEL structure 

	110-125 
	Topic Sentences 
	Tutor Input: Slide 12-13 
Brief activity on slide 13: Students make the TS stronger (5-10 mins including some class answers) 
	Slides 
	LO2 
	Hone in on finer details of TSs as a weak TS usually leads to a weaker paragraph. Exercise at the end checks comprehension 

	125-145 
	Explanation, Evidence,  
Link Sentences 
	Tutor Input: Slide 14-16 
 
	 
	LO2 
	Explain the final components of TEEL without overloading students with information 

	145-165 
	Recognising effective TEEL components (Topic, Explanation, Conclusion) (TEAM UP FOR TEEL) 
	Recognition: Vevox W6 TC1-TC10 
NOTE: Team challenge! Group students and make sure that one student from each team joins the appropriate team number   
 
	Vevox poll set;  
	LO2 
	Test comprehension and increase energy levels 

	165-175 
	Break 2 
	— 
	— 
	— 
	Necessary break after heavy input/competition 

	175-240 
	TASK 2 Workshop 
	Tutors navigate students through the workshop using: 
Slides 
Workshop Template (printed) 
Detailed instructions in Tutor Guide 
	 
	LO3 
	Help students feel confident about Task 2 and prepare them 


 

[bookmark: _Toc228354483]Materials 
Printed: 
· Nick’s Difficulties Worksheet 
· Elements of TEEL Worksheet 
· Workshop Template Worksheet 
Digital: 
· Slides 
· Vevox 
· Moodle 

[bookmark: _Toc228354484]Your Feedback
Please do take 3 minutes to provide feedback on your experience this week.
You can also find the link on Moodle under Tutor Space.
[image: ]
[bookmark: _Toc228354485]Answer Sheet
[bookmark: _Toc228354486]Nick’s Difficulties 
Activity 1: 
A) Remember Nick? The poor guy has another report to write, this time on companies and the way they invest in the training of their employees. This is what Nick has so far.  
1) What claim is Nick making? Highlight it. 
2) What is missing from Nick’s paragraph? Evidence 
Investing in employee training is essential for a company’s success.  This makes the company more competitive and helps it achieve its goals. Therefore, companies should make training a priority for all employees. 
B) Nick has three pieces of evidence from his notes to support his claim. Which evidence is best suited for the paragraph and how can Nick paraphrase it? 
1) “Introducing new office technologies sometimes causes confusion among staff, but it can lead to increased efficiency over time.” (Barnes, 2023, p.172)  
2) “Employees who receive structured training often learn how to manage their tasks better and take on new responsibilities, overcoming initial difficulties with new skills.” (Buster, 2024, p. 4) 
3) “Employees who attend team-building workshops often improve their communication skills, which helps them work better with colleagues.” (Taylor, 2024, p.18) 
 
Possible paraphrases: 
Staff who participate in organised training usually gain the skills to handle their tasks efficiently and accept new responsibilities, even if learning the skills is challenging at first (Buster, 2024). 
Providing structured training helps employees improve how they manage tasks. It also allows them to take on additional responsibilities, despite difficulties when learning new skills (Buster, 2024). 
 
C) Place your paraphrase in the appropriate place in Nick’s paragraph:  
Investing in employee training is essential for a company’s success.  This makes the company more competitive and helps it achieve its goals. Providing structured training helps employees improve how they manage tasks. It also allows them to take on additional responsibilities, despite difficulties when learning new skills (Buster, 2024). Therefore, companies should make training a priority for all employees 
OR 
Investing in employee training is essential for a company’s success.  Providing structured training helps employees improve how they manage tasks. It also allows them to take on additional responsibilities, despite difficulties when learning new skills (Buster, 2024). This makes the company more competitive and helps it achieve its goals. Therefore, companies should make training a priority for all employees. 
 
D) 
Investing in employee training is essential for a company’s success. MAIN IDEA 
This makes the company more competitive and helps it achieve its goals. EXPLANATION 
Providing structured training helps employees improve how they manage tasks. It also allows them to take on additional responsibilities, despite difficulties when learning new skills (Buster, 2024). EVIDENCE 
For example, if a retail employee receives training in stock management software, they can reduce ordering errors and ensure products are available for customers. EXAMPLE 
As a result, the business operates more efficiently and customer satisfaction improves. FURTHER DETAILS 
Therefore, companies should make training a priority for all employees. LINKS BACK TO MAIN IDEA 
 
 
 
 
 
 
 
 
 
[bookmark: _Toc228354487] Elements of TEEL Worksheet 
Activity 1: 
T (Topic Sentence): 
Good customer service is very important for small business success. 
E (Explanation): 
When customers feel respected and helped, they are more likely to return and buy again. 
E (Evidence): 
A study by the Institute of Customer Service (2023) shows that businesses with happy customers often have more loyal customers and more repeat sales. 
E (Explanation): 
This is important because keeping current customers is usually cheaper than finding new ones. 
E (Explanation): 
Also, good experiences can lead customers to tell others about the business, which helps improve its reputation. 
E (Example): 
For example, customers may leave positive reviews online or tell friends and family. 
L (Link): 
So, good customer service helps businesses keep customers, build trust, and grow over time. 
 

[bookmark: _Toc228354488]Activity 2 
A: Inventory is important for businesses. Many companies keep stock in different ways depending on their size and products. For example, a report by Kumar (2022) explains that large companies often use digital systems to track stock levels. This is interesting because technology is becoming more common in many areas of business, such as marketing and communication. Some businesses also sell products online and use delivery services. In addition, employees may need training to use new systems correctly. 
 
What makes this weak (teacher note) 
· Topic sentence too general  
· Evidence not clearly linked to main idea  
· Off-topic ideas (marketing, communication, training)  
· No clear link sentence  
· Lacks focus and development 
 
B: Good inventory management is important for business efficiency. When businesses control their stock carefully, they can avoid running out of products or holding too much unused stock. This helps reduce costs and improve customer satisfaction. For example, a study by Chen (2023) found that businesses with clear stock systems were able to respond faster to customer demand and reduce waste. In addition, accurate inventory records make it easier for managers to plan orders and avoid unnecessary spending. As a result, effective inventory management helps businesses save money and meet customer needs more successfully. 
Why this works (teacher note) 
· Clear topic sentence (focused and specific)  
· Explanation developed logically  
· Relevant evidence supports the idea  
· No off-topic information  
· Strong link sentence showing result/impact 
 
 
[bookmark: _Toc228354489] Task 2 Workshop – Tutor Guide (TEEL Paragraph Preparation) 
Overview 
This workshop prepares students for Task 2 by guiding them through a structured process to plan and write a first draft of a TEEL paragraph in class. 
Students will: 
· select a topic 
· activate prior knowledge 
· connect ideas to evidence 
· write a structured paragraph (Draft 1) 
This draft will later be improved and submitted as the final assessed paragraph. 
Learning Objectives 
By the end of the workshop, students will be able to: 
· select an appropriate topic based on their existing knowledge 
· generate and organise ideas relevant to a business topic 
· identify possible evidence (including their own examples) 
· write a clear topic sentence with reasons 
· produce a structured TEEL paragraph (100–150 words) 
Key Principles (for tutors) 
· This is preparation, not perfection 
· Students should rely on what they already know 
· Evidence includes own examples as well as sources 
· Focus on structure and clarity over accuracy 
· Each step reduces the difficulty of the next 
 
Workshop: Step-by-Step Guidance + Troubleshooting 
Step 1 – Identify Familiar Topics 
Goal: Activate prior knowledge 
Time: ~3 minutes 
Students think about which topic they know most about and share ideas. 
Why this matters: 
Students write better when they start from something familiar. 
Common issues & fixes 
· Student says they know nothing about any topic 
→ Reframe: ask simple prompts 
· Have you ever had a job? (motivation) 
· Have you ever found something difficult? (resilience) 
· Have you worked in a group? (communication) 
→ Push for everyday experience, not “expert knowledge” 
· Student freezes or writes nothing 
→ Tell them to pick the topic they feel least confused about 
→ Emphasise: basic ideas are enough 
Step 2 – Identify Knowledge Sources 
Goal: Link ideas to possible evidence 
Time: ~3 minutes 
Students think about where their knowledge comes from. 
Why this matters: 
Helps students realise they already have usable support for ideas. 
Common issues & fixes 
· Student only writes “I don’t know” 
→ Prompt with options: 
news, social media, personal experience, school, conversations 
· Student thinks evidence must be academic 
→ Clarify: own examples are valid evidence at this stage 
Step 3 – Select One Topic 
Goal: Make a clear decision 
Time: ~5 minutes 
Students choose one topic and justify it. 
Why this matters: 
Prevents time-wasting and builds confidence. 
Common issues & fixes 
· Student keeps changing topic 
→ Set a firm rule: once chosen, stick with it 
→ Remind: only one short paragraph needed 
· Student chooses a topic they clearly don’t understand 
→ Ask: can you give one example? 
→ If not, redirect to a simpler topic 
Step 4 – Brainstorm Ideas 
Goal: Generate content quickly 
Time: ~5 minutes 
Students write continuously. 
Why this matters: 
Removes pressure and builds idea quantity. 
Common issues & fixes 
· Student stops writing early 
→ Prompt questions: 
What happens in real life? 
Why is this important? 
Can you give an example? 
· Student focuses too much on grammar 
→ Remind: this is not assessed writing yet 
→ Encourage bullet points or messy notes 
Step 5 – Connect Ideas to Evidence 
Goal: Link ideas to support 
Time: ~3 minutes 
Students select key ideas and connect them to evidence. 
Why this matters: 
Builds understanding that evidence supports ideas. 
Common issues & fixes 
· Student cannot find evidence 
→ Prompt: 
Have you seen this happen? 
Can you imagine a real example? 
· Student thinks evidence must be a citation 
→ Reinforce: examples are also evidence 
· Student writes very vague links 
→ Push for specificity: what example exactly? 
Step 6 – Write Topic Sentence 
Goal: Create clear paragraph direction 
Time: ~10 minutes 
Students write a topic sentence with reasons. 
Why this matters: 
Controls the structure of the paragraph. 
Common issues & fixes 
· Topic sentence is too general 
→ Ask: why? what reasons? 
→ Encourage use of “because” 
· Too many ideas (long, unclear sentence) 
→ Limit to 1–3 reasons 
· Student copies the question 
→ Prompt: what do you think about it? 
Step 7 – Write TEEL Paragraph (Draft 1) 
Goal: Produce a structured paragraph 
Time: ~20 minutes 
Students write full TEEL paragraph. 
Why this matters: 
Applies all previous steps in a structured way. 
Common issues & fixes 
· Student writes only 2–3 sentences 
→ Prompt: 
Can you explain more? 
Add an example 
Add a link sentence 
· No evidence included 
→ Remind: use Step 5 notes 
· Paragraph is off-topic 
→ Direct back to topic sentence 
· Student gets stuck 
→ Tell them to continue from notes without worrying about quality 
Submission 
Goal: Ensure completion 
Time: ~10 minutes 
Students upload draft. 
Why this matters: 
Encourages accountability and progression to Draft 2. 
Common issues & fixes 
· Student not finished 
→ Allow submission of incomplete draft 
→ Emphasise improvement happens later 
· Technical issues 
→ Accept photo or alternative upload 
Common Student Mindset Issues 
· Perfectionism 
→ Repeatedly remind: this is a draft 
· Lack of confidence 
→ Reinforce: simple ideas are enough 
· Overthinking evidence 
→ Emphasise: examples count 
Timing Summary 
· Steps 1–3: 10 mins 
· Step 4: 5 mins 
· Step 5: 3 mins 
· Step 6: 10 mins 
· Step 7: 20 mins 
· Submission: 10 mins 
Keep strict timing to maintain pace. 
Final Notes for Tutors 
· Keep instructions simple and direct 
· Monitor actively and intervene early 
· Encourage progress over perfection 
· Focus feedback on structure, not language accuracy 
 
[bookmark: _Toc228354490]Week 7 Communicating as a Business Professional 
[bookmark: _Toc228354491]Learning outcomes 
By the end of this session, students will be able to:   
 
LO1: Recognise how communication differs in business, university, and everyday life  
LO2: Identify features of appropriate academic and professional business style  
LO3: Apply tone, clarity, and politeness to business- related communication related academic communication  
LO4: Understand how to improve writing coherence and cohesion through use of linking devices 

[bookmark: _Toc228354492]Note Space

[bookmark: _Toc228354493]Lesson Plan 
 
	Minutes
	Focus
	Activity
	Materials
	LO
	Flex

	0–10 
	Welcome & soft start 
	Slides 2-3: Last Week/Today 
Slide 4: Students sort 3 short text extracts (WhatsApp message / email / badly written report paragraph). They match each to everyday, professional email, or business report. 
	Slides; 
 
	L01 
	Low-stakes; introduces report writing gently, without pressure. 

	10–30 
	Understanding communication styles: email vs report 
	Tutor Mini input: Purpose, audience & tone differences between email and report writing.  
Simple comparison chart: Email vs Report (greeting, objectivity, evidence, third-person, structure).  
Students identify features in provided examples. 
	Slides 
	LO1, LO2 
	Short, structured, B1-friendly; groundwork for Weeks 8–9. 

	30–45 
	Analysing an ineffective report paragraph 
	Students read a poorly written report paragraph (informal language, opinion-heavy, emotional, unclear). In pairs:  
• Identify informal words/phrases  
• Identify unclear statements  
• Identify missing evidence  
 
	Slides 
Printed Report paragraph analysis 
	LO2 
	Safe, analytical activity; builds awareness of formal academic/business writing style. 

	45–80 
	Rewriting the ineffective paragraph  
	Students rewrite the “bad” paragraph into a formal business report style, using:  
• objective tone  
• neutral verbs (“indicates”, “suggests”)  
• evidence from the scenario  
• no first-person/emotional language 
Students discuss their answers 
	Slides 
Printed Rewriting the report paragraph 
	LO2, LO3 
	Major applied task; prepares students for Week 9 report writing. 

	80-90 
	Break 1 
	— 
	— 
	— 
	Reset before Coherence/Cohesion and Workshop 2 

	90 - 105 
	Cohesion and Coherence  
	Spot the Difference: Guided Discovery 
Tutor takes up answers on next slide 
	Slides; 
	LO4 
	Students recognise features of coherence/cohesion  

	105 - 115 
	Coherence + Cohesion  
	Tutor: Mini Input 
Please use the notes in the slide for this explanation. There is an analogy which is very successful in helping students to understand coherence. You can also find this in the Tutor Guide. 
	Slides/Tutor Guide 
	LO4 
	Tutor gives explicit instruction and explains what coherence and cohesion is. Students usually struggle with concept of coeherence, so an analogy is provided to help with this 

	115 - 155 
	Applying Coherence and Cohesion to a paragraph 
	Sarah’s Difficulties: Part 1 (15 mins) 
Tutor makes sure each pair/trio has the correct order before moving on to: 
Sarah’s Difficulties: Part 2 (10 mins) 
Students compare with one another 
Whole class check 
Tie it together with Business Communication (Slide 25) 
	Slides; printed Sarah's Paragraph-Sentence Cards  
	LO4 
	Students work in pairs and trios for added support 

	155-165 
	Break 2 
	Break 2 
	 
	 
	 

	160-205 
	Task 2 Workshop: Academic Style & Coherence + Cohesion: Peer review (Academic Style/Coherence & Cohesion checklist) 
	Students exchange drafts of their TEEL paragraph from Week 6 and use the checklists to check: 
· Are paragraphs written in the right style? 
· Are paragraphs cohesive? 
· Are paragraphs coherent? 
Tutor monitors and gathers some thoughts for general whole class feedback.  
Note: at this point students should not be focusing so much on the content of paragraphs, but on the way they are written 
	Slides; Printed Peer Review Checklist; Printed Self Review checklist 
	LO2; LO3; LO4 
	Opportunity to improve work and more support for Task 2. Note: for students who missed Week 6, pair them with a student who was present to create a trio with at least 2 pieces of work between the three 

	205-220 
	Reflection/Recap 
	· Students post in a private forum:  
One thing that helped me understand academic or business style today is…  
· One thing I still want to practise with coherence and cohesion is…  
· One thing I understand now about organising and connecting ideas is… 
	Moodle; Slide 
	 
	 

	220–240 
	Protected flex / slippage 
	Optional: rewriting Task 2 paragraph again, use the printed Self Review Checklist to review their own Task 2 work, ask questions, submit Task 2 Final draft if ready 
	— 
	— 
	Supports weaker writers and students needing personalised reassurance. 


 
 
 
[bookmark: _Toc228354494]Materials 
Printed: 
· Report Paragraph Analysis 
· Printed Rewriting the report paragraph 
· Printed Sarah’s Difficulties Cards 
· Printed Peer Review Checklist 
· Printed Self Review Checklist 
Digital: 
· Slides 
· Moodle 
 

[bookmark: _Toc228354495]Coherence and Cohesion  
Helpful Analogy  
 
Ask a younger child about their day at nursery or school.  
They might say: “I had a good day at school.” → this is their topic sentence. 
The child then describes why the day was good.  
All the details are relevant because they support the topic sentence: e.g.  
“We played outside, it was sunny!” “Lunch was sausages!” “I learnt to draw a red circle” “Storytime was about a dragon!” “I had apple juice during break, I love apple juice" "I jumped in puddles on the way to school" "my boots are yellow!"  
The Problem with Coherence  
Young children often jump around in their story as they are not yet used to organising their thoughts before they speak. They also often don't have the language (yet) to signal where in their story they are (e.g. "first, we..." "next, we..." "finally, I...")  
Additionally, even though all ideas are relevant, the order these are ideas are presented can be confusing.  
Relevance is not enough in your paragraph: ideas also need logical order and 
connection to one another. 
 This (in addition to using the TEEL structure) helps the reader understand the main points of your paragraph clearly.  
  
[bookmark: _Toc228354496] Sarah’s Difficulties 
Part 1 (In correct order) 
Topic Sentence: Many small businesses lose revenue when their websites are difficult to use due to poor design, slow performance, and weak security. 
Order with numbers: 
3 
7 
8 
5 
1 
6 
IRRELEVANT: 
2: Social media is also a powerful tool for brand awareness in today’s world. 
4: Digital marketing is also very important for modern businesses. 
Full Paragraph: 
Many small businesses lose revenue when their websites are difficult to use due to poor design, slow performance, and weak security. Slow websites often result in slow-loading checkout pages because the software is not top-of-the-line or updated regularly. These slow checkout pages can frustrate customers and lead them to abandon their shopping carts. Small companies may also struggle to keep website security up to date, which can make customers hesitant to buy. A 2023 study found that 40% of customers will avoid websites that take more than five seconds to load on mobile devices (TechPulse, 2023), and another survey reported that 25% of customers stop buying from websites they consider insecure (SafeWeb, 2023). Some small businesses try adding unnecessary pop-ups or animations to attract attention and these features can distract users and increase users’ security concerns. Investing in website maintenance is crucial for small businesses to protect revenue, maintain customer trust, and compete with larger companies. 
 
 
[bookmark: _Toc228354497]Sarah’s Difficulties Part 2 Possible Answer (many others available): 
 
Many small businesses lose revenue when their websites are difficult to use due to poor design, slow performance, and weak security. For example, slow websites often result in slow-loading checkout pages because the software is not top-of-the-line or updated regularly. These slow checkout pages can frustrate customers and lead them to abandon their shopping carts. In addition, small companies may also struggle to keep website security up to date, which can make customers hesitant to buy. For instance, a 2023 study found that 40% of customers will avoid websites that take more than five seconds to load on mobile devices (TechPulse, 2023), and another survey reported that 25% of customers stop buying from websites they consider insecure (SafeWeb, 2023). However, some small businesses try adding unnecessary pop-ups or animations to attract attention, and these features can distract users and increase users’ security concerns. Therefore, investing in website maintenance is crucial for small businesses to protect revenue, maintain customer trust, and compete with larger companies.  

[bookmark: _Toc228354498]Week 8 Speaking as a Business Professional  
[bookmark: _Toc228354499]Learning Outcomes
By the end of this session, students will be able to:  
· LO1: Recognise what makes spoken communication effective in academic and business contexts  
· LO2: Identify how voice, body language, and language choice influence an audience  
· LO3: Practise speaking clearly and confidently in short, low‑pressure professional scenarios without using slides  
[bookmark: _Toc228354500] Note Space

 
[bookmark: _Toc228354501]Lesson Plan 
	Minutes  
	Focus  
	Activity Type  
	Materials  
	LOs  
	Flex Notes  

	0–10  
	Welcome & soft start  
	Low‑pressure pair discussion:  
• When do people speak at work (not present)?  
• What makes speaking difficult?  
• Is speaking different from writing?  
	Slide with prompts  
	LO1  
	Gentle start; allows late arrivals  

	10–25  
	What makes spoken communication effective?  
	Guided discussion + tutor micro‑input:  
• Speaking vs writing  
• Audience, clarity, structure  
• “Helping the listener” as a goal  
	Slides   
	LO1  
	No performance yet  

	25–45  
	Noticing good and poor presentation styles (Video analysis)  
	Video task (notetaking & discussion):  
Students watch selected clips from the video and identify:  
• What works well  
• What does not work  
• Voice, body language, clarity, connection  
	Video on ppt  
slides  
	LO1, LO2  
	First viewing whole; second viewing focused  

	45–60  
	Turning observations into speaking principles  
	Vevox activity:  
Students judge behaviours from the video and explain why they help or hinder communication (no “right answers”)  
	Vevox; slide  
	LO1, LO2  
	Criteria emerge from students  

	60–70  
	Making criteria explicit  
	Tutor‑led synthesis:  
Class collectively agrees on 4–5 spoken communication principles (voice, posture, clarity, structure, connection)  
	Vevox  
slide  
	LO1, LO2  
	Keep concise  

	70–80  
	Break 1  
	—  
	—  
	—  
	Reset before speaking practice  

	80-105  
	 Signposting language  
	Students match the groups of language to the purpose (20 mins)  
Tutor confirms answers (5 mins)  
	Slides  
Signposting Language for Presentations Worksheet  
	LO1  
	Draw attention to a typically weaker area for Level 4 students  

	105–125  
	Structuring spoken messages (without slides)  
	Mini input + paired practice:  
Students practise short spoken structures:  
• Opening  
• Key point  
• Example/story  
• Close  
	W8 Scenarios Spoken structure exercise (4 scenarios)  
Slides  
vevox  
	LO2  
	Focus on spoken signposting  

	125–150  
	Body language and voice practice  
	Paired rehearsal:  
Students repeat the same 30‑second message twice:  
1. Poor posture/voice  
2. Improved posture/voice  
Discuss impact  
	Body language and voice exercise 
	LO2  
	Safe experimentation  

	150–160  
	Break 2  
	—  
	—  
	—  
	Short reset  

	160–200  
	Low‑pressure speaking practice (no slides)  
	Small‑group speaking rounds:  
Students speak for 30–45 seconds on a simple business‑related prompt (e.g. explaining an issue, updating a team).  
Listeners focus on clarity and delivery, not content.  
	Slides  
	LO2, LO3  
	Groups of 3–4 only  

	200–220  
	Explain your speaking choices  
	Paired discussion:  
Each student explains:  
• One speaking choice they made  
• Why it helped the audience  
• One thing they changed after feedback  
	Slides 
	LO3  
	Builds reflection & confidence  

	220–235  
	Making learning visible  
	Individual reflection (written):  
• One speaking skill I improved today  
• One habit I will practise  
• One thing I found easier than expected  
	Slide; Moodle  
	LO1–LO3  
	Short, focused  

	  
	Protected flex / slippage  
	Optional:  
• Extra speaking rehearsal  
• 1–1 confidence coaching  
• Voice & language support  
	—  
	—  
	Essential for anxious speakers  


 
 
[bookmark: _Toc228354502]Materials 
Printed: 
· Signposting Language for Presentations Worksheet  
· Scenarios Spoken structure exercise  
· Body language and voice exercise 
Digital: 
· Moodle 
· Vevox 
· Slides 

[bookmark: _Toc228354503]Week 9 Reflection and Professional Development 
 
[bookmark: _Toc228354504]Learning Outcomes  
By the end of this session, students will be able to:  
·  LO1: Reflect on their development as business learners.  
·  LO2: Identify strengths and areas for further development.  
· L03: Get a better understanding of their final  assessment Task (Task 3 )  
  
[bookmark: _Toc228354505] Note Space




[bookmark: _Toc228354506]Lesson Plan 
 
	Minutes  
	Focus  
	Activity Type  
	Materials  
	Learning Outcome(s)  
	Flex Notes  

	0–20  
	 Welcome/ week 8 summary & soft start Week 9   
	Brief summary of content covered in Week 8 (slide 2)  
Warm-up prompt:    
“What is one skill you’ve improved since Week 1?” Students write their answers on Vevox.  
 Tutor clusters responses on board.  
	Slides; Vevox   
	LO1  
	Low-stakes; settles the room gently.  

	20–40  
	What is reflection? Why does it matter in business + HE?  
	Tutor mini input (10–15 mins):  Activity (5 min)   
- Reflection as learning from experience   
- How businesses use reflection (after action reviews, quality improvement)   
- Simple reflective prompts (What? So what? Now what?)   
Short example from a business scenario.  
	Slides  
	LO1  
	Keep very simple for B1 learners; avoid jargon.   

	40–55  
	Looking back: Achievements this term  
	Individual → pair → group task:   
1. Students complete a “Skills Timeline” marking progress in: reading, writing, notetaking, paraphrasing, communication, digital skills.   
  
2. Pair share: each name one strength gained.   
  
3. Groups choose top 3 class strengths.  
	Printed Timeline worksheet; slides  
	LO1, LO2  
	Slow, reflective activity; ideal pacing for end of term.  

	55–75  
	Evidence of progress  
	Gallery walk: On A3 sheets around the room, headings include: “Reading”, “Writing”, “Paraphrasing”, “Presenting”, “Using Feedback”, “Digital Skills”.   
Students add sticky notes describing one thing they can now do.   
  
Tutor debriefs themes (confidence, organisation, clarity).  
	A3 printed sheets; sticky notes  
	LO1  
	Movement keeps energy up; very positive atmosphere.  

	75–85  
	Break 1  
	—  
	—  
	—  
	Emotional + cognitive break after reflective work.  

	85–115  
	Professional behaviours: what we learned this term  
	Group task: Students discuss the following question in small groups:   
What does professional Development look like in university and in business?  (4 min activity).  
Then students complete a vevox quiz; they have to decide whether the example behaviours are professional/developing/ unprofessional.  
Examples: meeting deadlines, planning ahead, asking questions, managing time, ignoring feedback.   
Student then need to write one behaviour they need to improve:   
  
Tutor links to business professionalism (credibility, reliability) and discuss the answer given in the word cloud   
	Slides; Vevox  
	LO2  
	B1-friendly; builds confidence about transferable skills.  

	115–145  
	Setting realistic goals for next term  
	Tutor modelling: Show examples of strong vs vague goals.   
Students write 3 goals:   
- One academic skill (e.g., reading longer texts)   
- One communication skill (e.g., clearer emails)   
- One business/professional skill (e.g., punctuality)   
Pairs: Share + refine goals using a simple checklist.  
	Slides; Printed Goal-setting worksheet  
	LO2  
	Very positive and empowering activity.  

	145–155  
	Break 2  
	—  
	—  
	—  
	Short mental reset before final reflection.  

	155–175  
	Creating a Personal Development plan   
	  
Creating a Personal Development Plan   
Individual   
	Printed PDP handout; slides  
	LO1, LO2  
	Core output for the week.  

	175–215  
	Task 3 Workshop   
	Tutors explain Task three to students with the use of   
· Slides   
· Task 3 Exploration activity  
· Task 3 Template   
	Slides; Printed Task 3 Exploration activity; Task 3 template   
	L03  
	Keeps atmosphere supportive; avoids whole-class performance.  

	215–240  
	Protected flex / celebration  
	Students may:   
- Ask for final advice   
- Review any skills (reading, writing, reports, TEEL, paraphrasing)   
- Work on their task 3   
- Quiet time to plan next steps   
Tutor offers 11 encouragement and support.  
	—  
	—  
	The final “soft landing” of the module.  


 

[bookmark: _Toc228354507]Materials 
Printed: 
· Printed Timeline Worksheet  
· A3 Printed sheets for Gallery Walk Activity  
· Printed Goal Setting worksheet  
· Printed PDP worksheet 
· Printed Task 3 exploration worksheet  
 
Digital: 
· Slides 
· Vevox 
· Moodle resources: 
· Task 3 Template  
 
 
[bookmark: _Toc228354508]Your Feedback
Please do take 3 minutes to provide feedback on your experience this week.
You can also find the link on Moodle under Tutor Space.
[image: ]
[bookmark: _Toc228354509]Teacher Answer Sheet: 
 
[bookmark: _Toc228354510]Assessment Brief Exploration Activity 
1. How many topics do you have to choose for Task 3?   
Students have to choose one topic from the topics below: 
 
a. Topic 1: The use of social media to promote businesses  
b. Topic 2: Importance of customer service for business success  
 
  
2. How many sources do you need to find?  
 Students have to find ONE reliable source  
 
3. Where will you search for the source? (e.g., UWTSD library’s website)  
  
	Google Scholar 
	Starting point, broad search 

	UWTSD Library  
	Peer-reviewed journals 

	Online/ Internet  
	Website articles  

	ProQuest 
	Academic journals and dissertations 

	JSTOR 
	Established academic research 


 
 
Write one possible source (or idea):  
[image: Shape]  
  
  
4. What is an academic source?  
 Book, Journal articles 
An academic source is written by experts and based on research. It is more reliable than general websites and is used in universities and business. 
  
5. How long should your presentation be?   
 5 minutes long  
However, if your presentation is 4 minutes long and all answers are adequately addressed marks will not be deducted. 
  
6. Do you need to answer and present all the questions in the Task 3 template?   
 Yes  all questions should be answered  
  
7. What do you need to reflect on?  
1.  What did you find difficult about this task?  
2. What did you learn from it?  
  
Exercise 2:  With a partner discuss and write at least 5 elements of a good presentation? What do you need to remember when recording your presentation?   
  
Clear structure 
· Easy for the audience to follow  
· Follow the template provided  
2. Clear communication 
· Speak slowly and clearly  
· Avoid reading everything from your notes (template) 
  
4. Confidence and body language 
· Eye contact (or looking at camera if recorded)  
· Positive posture and natural gestures  
5. Relevant content 
· Information must match the topic  
· Stay focused and avoid going off-track  
 
  
  
  
[bookmark: _Toc228354511]Week 10 Feedback / Improvement and Report Structure 
[bookmark: _Toc228354512]Learning outcomes 
By the end of this session, students will be able to: 
· LO1: Understand and explain the purpose and components of a business report (introduction, findings, discussion, conclusion).  
· LO2: Apply effective structure and formatting conventions to a business report.  
· LO3: Interpret tutor feedback constructively and identify specific actions for improvement.  
· LO4: Suggest how to draft an introduction and conclusion that flow logically and select relevant content for each section. 
[bookmark: _Toc228354513] Note Space

[bookmark: _Toc228354514]Lesson Plan
	Minutes  
	Focus  
	Activity Type  
	Materials  
	Learning Outcome(s)  
	Flex Notes  

	0–10  
	Welcome & soft start  
	Low‑stakes warm‑up question: “What do you remember about last week’s reflections?” Students share in pairs; tutor gathers 3–4 themes.  
	Slide prompt  
	LO1 (activation)  
	Very safe B1 start; supports late arrivals.  

	10–25  
	Report structure: The 6 key parts  
	Tutor input: Simple breakdown of business report structure (Title; Intro; Findings; Evidence; Conclusion; Recommendation). Students label a scrambled structure in pairs.  
	Slides;   
Section card sort Part 1  
	LO1  
	Keep explanations short and concrete.  

	25–45  
	Understanding what each section “does”  
	Group task: Students receive cards explaining the job of each section (e.g., intro = purpose; findings = what you discovered; conclusion = what it means). They match cards to the structure.  
	Slides  
Section Card sort Part 2  
Vevox  
	LO1  
	Reinforces functional understanding.  

	45–70  
	Writing Introductions & Conclusions   
	Tutor modelling (10–12 min): Show strong intro & strong conclusion. Identify “sentence jobs” together.   
Identification task (5–7 min): Students highlight Topic → Purpose → Map (intro) and Summary → Meaning → Recommendation (conclusion).   
Guided rewrite (10 min): Students improve one weak intro with tutor support.  
	Slides  
Writing introductions and conclusions task (front for identification, back for rewrite)  
	LO2  
	  

	70–80  
	Break 1  
	—  
	—  
	—  
	  

	80–105  
	Using evidence clearly  
	Tutor models how to include evidence simply in a report paragraph (numbers, customer comments, simple data). Students underline where evidence appears in 2 short paragraphs.  
	Slides  
Using evidence task (front)  
Pair discussion  
Whole class bring together  
  
	LO3  
	Light, scaffolded; keeps pace varied.  

	105–120  
	Linking ideas in a paragraph (signposting mini-block)  
	Students match linking/signal words to functions (adding, contrasting, giving examples, summarising). Short rewriting task to include two signposting phrases.  
	Slides  
Vevox  
Using evidence task (back)  
	LO2, LO3  
	Builds into Week 10 and helps with clarity.  

	120–135  
	Let’s bring it together  
	Model report paragraph   
Students examine a complete paragraph (intro → data → explanation). Identify main idea, evidence, explanation.  
	Slide 
	LO2, LO3  
	  

	135–145  
	Break 2  
	—  
	—  
	—  
	Keeps energy up before the major task.  

	145–155  
	Preparing to analyse samples  
	Tutor explains purpose: “We learn good writing by seeing examples before writing our own.” Introduce feedback sentence starters.  
	slides  
	LO1–LO3  
	  

	155–190  
	Sample Analysis & Feedback   
	Students receive 3 sample introductions and 3 sample conclusions (1 strong, 1 OK, 1 weak for each).   
In trios, students:   
1. Decide which is strong / OK / weak.   
2. Highlight good features (clarity, purpose, message).   
3. Use sentence starters to give feedback.   
Tutor circulates modelling supportive language.  
	Slides  
Working with examples  
	LO2, LO3  
	  

	190–200  
	Making learning visible  
	Recap  
 
Moodle Private Forum (3 short sentences):   
• One thing I learned about report structure   
• One thing I understand better about introductions or conclusions   
• One thing I still want to practise  
	Slide; Moodle  
	LO1–LO3  
	  

	200–240  
	Protected flex/slippage  
	Draft checking and questions times for the assessment.  
	—  
	—  
	  



[bookmark: _Toc228354515]Materials 
Digital: 
· Moodle 
· Vevox 
· Slides 
Printed: 
· Section Card sort à In two parts, same deck 
· Writing introductions and conclusions task  
· Using evidence task 
· Linking ideas task (back page of using evidence task) 
· Working with examples 

[bookmark: _Toc228354516]Section Cards Exercise 
Possible Orders 
Most common and fully logical order 
1. Title 
2. Introduction 
3. Findings 
4. Evidence 
5. Conclusion 
6. Recommendation 
Equally acceptable alternative  
1. Title 
2. Introduction 
3. Evidence 
4. Findings 
5. Conclusion 
6. Recommendation 
Acceptable compressed middle  
1. Title 
2. Introduction 
3. Findings + Evidence (placed together) 
4. Conclusion 
5. Recommendation 
 
Section cards matching 
Explains why the report was written and what it will cover → Introduction 
States what information was discovered or observed → Findings 
 Supports findings using data, examples, or sources → Evidence 
 Brings the report together and explains what the findings mean → Conclusion 
 Suggests actions or next steps based on the report → Recommendation 
 Clearly tells the reader what the report is about → Title 
 
[bookmark: _Toc228354517]Tutor Final Feedback
Please do take 5 minutes to provide overall feedback on the module.
There is a link on Moodle in the Tutor space if that is easier for you.
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