Week 6 Catch-Up: Paragraph Workshop
For students who missed Week 6 Academic Skills
Before you start
This worksheet helps you start Draft 1 for Task 2.
Task 2 asks you to answer some questions about TEEL and then write one TEEL paragraph in the same template.
Bring this completed worksheet and your Draft 1/2 paragraph to Week 7.
Do not use AI to write, edit or improve your paragraph. This is practice for your own thinking and writing.
Quick reminder: What is TEEL?
T = Topic sentence: the first sentence. It gives the main idea of the paragraph and the main reasons, points or impacts you will discuss.
E = Evidence / Example: information or an example that supports your idea.
E = Explanation: explain your idea in more detail. Show why it matters.
L = Link: a final sentence that connects the ideas in your paragraph and ties everything together clearly.
Step 1: Choose one topic
Step 1: Choose one topic
Choose the topic you feel most comfortable with today. Pick the one you can write about without doing lots of research first.
	Choose one
	Topic
	I think I know about this

	☐
	The importance of motivation in the workplace
	☐ A lot ☐ Some ☐ Not much

	☐
	How to build resilience in the workplace
	☐ A lot ☐ Some ☐ Not much

	☐
	The importance of communication in the workplace
	☐ A lot ☐ Some ☐ Not much



My chosen topic: The importance of communication in work place
	


Step 2: Why did you choose this topic?
Think briefly about why this topic feels easier for you. Where does your knowledge come from? For example: work experience, news, social media, reading, conversations, or your own life experience.
Write short notes here. Do not worry about grammar. These notes do not need to be full sentences.
	
I chose this topic because I think I can find more meaningful sources about it. Some of the explanation can be from my own personal experience. Also, a lot of information is accessible through social media and LinkedIn where employers and employees post their experiences and opinions.


Step 3: Brainstorm your ideas
Write as many ideas as you can. Do not edit. Do not stop. There are no bad ideas at this stage. Keywords and short phrases are fine. Set a timer for 5 minutes and just KEEP WRITING!
Brainstorm here:


	Effective communication in business is a key to success. It helps in building healthy relationship between clients and business. Communication is a best way to resolve a conflict. It also helps in increasing productivity at work. Teams are often highly motivated and create a positive influence on the rest of the teams. Sometimes business often face negative consequences due to miscommunication at work.Communication is not just talking but also actively listening, it means we respect other’s opinions and their work. It helps in balancing between what’s working and what can be improved.




Step 4: Choose your best ideas
Look at your brainstorm. Choose 1-3 strong reasons, points or impacts that you can explain in your paragraph. 
My best idea / reason / point 1: Increase in productivity
	


My best idea / reason / point 2: Maintains a balance between work
	


My best idea / reason / point 3 (optional): Helps in building strong relationships
	


Step 5: Write your topic sentence
A strong topic sentence tells the reader the main idea of the paragraph and gives 1-3 reasons, points or impacts you will explain.
THIS IS AN EXAMPLE TOPIC SENTENCE. PLEASE DO NOT WRITE ABOUT TIME MANAGEMENT.
Example: Time management is important at university because it helps students meet deadlines, reduce stress, and plan their study time more effectively.
Main idea: time management is important at university.
Reason 1: it helps students meet deadlines.
Reason 2: it can reduce stress.
Reason 3: it helps students plan their study time more effectively.
Now write your topic sentence for your chosen workplace topic above:
	
Conveying ideas and communicating is crucial in a work place where different people work because it helps in increasing productivity, helps creating a balance to work efficiently and helps in building loyal relationships.

MAIN IDEA : Communication is very important at work place 



Reason 1: it increases work productivity
Reason 2: it can help create a balance to work efficiently.
Reason 3: builds loyal relationships.



Step 6: Write Draft 1 of your paragraph
Now write your first draft. Do not worry about perfection. Focus on clear ideas and structure. You can add formal evidence later.
Draft 1 paragraph:

                  IMPORTANCE OF COMMUNICATION SKILLS IN WORKPLACE
	Effective communication in business is a key to success. It helps in building healthy relationship between clients and business. Communication is a best way to resolve a conflict. It also helps in increasing productivity at work. Teams are often highly motivated and create a positive influence on the rest of the teams. Sometimes business often face negative consequences due to miscommunication at work. Communication is not just talking but also actively listening, it means we respect other’s opinions and their work. It helps in balancing between what’s working and what can be improved.It eliminates inefficiencies. A survey conducted by Expert Market found that 28% of employees listed poor communication as the reason why they weren’t able to finish projects on time (Coursera, 2026).
When information is not being communicated properly, it creates low morale and reduces efficiency between the employees. (BBC,2026)






After this worksheet: homework before Week 7
After you finish Draft 1, complete these tasks before Week 7.
Complete the AS2 H5P lesson on Moodle in Your Tasks.
Find 1-2 pieces of evidence that support your existing ideas. Do not choose evidence first and then change your whole paragraph. You can use the Library or Google to help. Choose reliable and relevant sources.
Add the evidence to your paragraph where it fits.
Write Draft 2 after adding evidence and improving your explanation.
Bring Draft 1, Draft 2, your notes and any evidence to Week 7.
Quick self-check before Week 7
After you finish Draft 1, complete these tasks before Week 7:
☐ Complete the AS2 H5P lesson on Moodle in Your Tasks.
☐ Find 1–2 pieces of evidence that support your existing ideas.
Do not choose evidence first and then change your whole paragraph. You can use the Library or Google to help. Choose reliable and relevant sources.
☐ Add the evidence to your paragraph where it fits.
☐ Write Draft 2 after adding evidence and improving your explanation.
☐ Bring Draft 1, Draft 2, your notes and any evidence to Week 7.
Quick self-check before Week 7
☐ I chose one topic.
☐ I brainstormed my ideas.
☐ I wrote a topic sentence with a main idea and reason(s)/point(s).
☐ I wrote Draft 1 of my paragraph.
☐ I completed the AS2 H5P lesson.
☐ I found 1–2 useful pieces of evidence to support my ideas.
☐ I did not use AI to write or improve my paragraph.
Remember: This is only Draft 1. It does not need to be perfect. You need something written so you can improve it in Week 7.
