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This section is all about writing. How many of you enjoy writing? I'm sure some of you do!
What about all those chat messages you write on your mobile phone? Perhaps you keep a
diary (dagboek) or maybe you’ve even written a story.
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a Why do you write? There are many different reasons for writing. Look
at the list of reasons below and tick the ones that apply to you:

U To remember information

U To organise your notes

U To create a story

U To give information to someone

U To make a summary (samenvatting)
U For a project

U To create a blog

b Can you think of any more reasons for writing? Write them down
below.

Student’s own answer, e.g. to create a poem, to make a shopping list, etc.
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For a Global Citizen, writing is an important tool for communication, along with speaking,
listening and reading. Mastering these skills will help you to communicate with others
from around the world.

In TTO you will be expected to write different types of text, for example: a letter, an e-mail,
a report, a story or a summary. These different types of text are written in different ways.
For example, you don’t write an e-mail in the same way you write a letter.

In the next section, you will see an example of an e-mail.
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An e-mail i iqi
il is a digital
messa
to home or abroad. For thisgzl?ften-used to communicate with friends and fami
you use informal language. You can also .?n family, close
. write a more seri
rious

e-mail, for inst
; ance to ask for i mati
[
formal language. nformation from someone you don't know. For th
. For this you use

Here i
is an example of an informal e-mail:

New message
Q To <s.samson@betnet.nl>
, Subject Howare you

Hi Sam,

How are you? Are you and your family well? We are in lockdown at the moment because
of the Covid-19 virus and | have been home since March. We can't go to school, so the

teachers give us lessons online.

At first it was great not to have to go to school, but now | miss my friends. | think we're
going back in June, at least, | hope so! My sister and | have to share the computer which
sometimes ends inan argument. How about you? Are you also at home?

It was great fun last year when you and your family came over. | really enjoyed our visit to
the beach, the weather was sO warm! Wouldn'tit be great if we could do that again? And

eat all those chips, hahal s = = (chips = frites).
please write and tell me your news. I'd like to know what you're doing.

Bye,

Thomas

_A_ @J @ @ m Save Cancel

8 Writing: step-by-step guide



D

We do not write many letters these days because an e-mail is quicker and easier to send.
A letter takes longer to be delivered, especially if you send it abroad. You write a letter
on paper and like an e-mail, it can be informal or formal. For example, you write a formal

letter to someone you don't know very well or to someone you have never met.
Here is an example of a formal letter:

Mrs. E. Marks

Electric Cars Company
38 Battery Road

Battle TE5 LA1
England

11 May 2020

Thomas Williams

5 School Road
Medway TT10 VW6
England

Dear Mrs. Marks,

My name is Thomas Williams. | am 13 years old and a second year
pupil at secondary school. | am writing to you because electric cars
interest me and | would very much like to see how they are made.

At school we are doing a project on green fuel (brandstof). We have
to do some research on fossil fuels and on battery-operated cars,
then write about it. It would help me a lot, if | could visit your
company and see around the factory. Also, | have prepared some
questions that | would like to ask you. Do | have to bring special
protective items with me, such as ear protection or special
clothing?

I look forward to hearing from you.
Kind regards,

Thomas Williams
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a Can you write down three differences between an e-mail and a letter?

1 Student’s own answer, e.g.: An e-mail is digital, a letter is written on paper.

2 Ane-mail can be delivered directly, it takes time to get a letter delivered.

3 For sending an e-mail you need a digital address, for sending a letter you

need a home address.

b Did you notice any more differences between the e-mail and the letter in
section Cand D?
Read the sentences and then tick the correct box.

There are two home addresses. X

There is only one digital address X
shown.

The use of language is different: X
words and sentences are longer.

Surnames (achternamen) are used. X

First names are used, not X
surnames.

The language is very formal. X
The language is more informal.
\Emojis are used. X Y,
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3 Before writing - Think about why
1 and what you are writing, and

who you are writing to
Before you start writing, take some time to think about the text you are going to write and
make a plan. In this way, your text will be clear and organised.
Ask yourself:

Why am | writing?

- For my own pleasure

- To explain something

- As areminder (geheugensteuntje)

- To tell somebody about something

Who am | writing to?

- Myself

- Afriend/friends

- Family

- My parents

- My classmates

- The school newspaper
- Someone | don't know

What type of text must | write?
- Aletter

- An e-mail

- Astory

- Areport

- A book review

- A note to myself

- Asummary

- A poem

e BRICKS Getting Started in TTO
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Read the task from BRICKS Global Studies, and fill in the checklist below.

Imagine you have the opportunity to put three objects that are

very important to you into a sealed container (verzegelde doos). This
container will be opened one hundred years from now. The objects will
tell people in the future a lot about us and our lives today.

Write a letter to the person who will open your container, explaining
who you are and why these objects are so important to you.

Why am | writing?

U For my own pleasure
& To explain something
O As a reminder

M To tell somebody about something

Who am | writing to?

O Myself

QO A friend / friends

O Family

O My parents

O My classmates

U The school newspaper
M Someone | don't know

What type of text must | write?
M A letter

0 An e-mail

O A story

U A report

O A book review

O A note to myself

O A summary

U A poem
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Before you actually write your text, you need to get some things clear:
I What must you write about?

2 Do you know enough about the subject, or do you need to look for more
information? If so, take the following steps:

e If the writing task is in your school book, then you can read the relevant pages
to find information

¢ If you cannot find extra information in your school book, then you can ask a
classmate or your teacher to help you

e If your classmate or teacher cannot help you, you can search the internet for
extra information. Be careful: always check if you can trust the information you
find on the internet!

3 Write down the information you want to give in bullet points, so that you can use it
while writing the text.

What? why? WoW®
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Now read the exercise from Global Studies again and fill in the checklist.

Imagine you have the opportunity to put three objects that are very
important to you into a sealed container. This container will be opened
one hundred years from now. The objects will tell people in the future
a lot about us and our lives today.

Write a letter to the person who will open your container, explaining
who you are and why these objects are so important to you.

a What must you write about?
You must write about your life today, and about three objects you believe are

very important to your life at the moment.

b Do you know enough about the subject, or do you need to find more
information?

Student’s own answer. You probably know enough about the subject, because

you can just select familiar objects you see around you.

¢ In bullet points, write down the main subjects for the text you are going
to write.

Student’s own answers:

e Mobile phone - this shows how we look for information and communicate

with each other. It is also a camera

e My laptop - this shows how we look for information and communicate with

each other

e My earphones — this shows how we can listen to music without anyone else

hearing it

e E-reader - useful device for reading books. You don’t have to carry books

around with you

e Portable device - for storing data

e Mini drone — fun remote-control toy with which you can do tricks

e Favourite football shirt or a hockey stick — to show what sports are popular

at the moment
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Every text has an introduction, a middle and a conclusion. Before you start, think of what
you are going to write in each part of the text.

The introduction

The introduction is a short paragraph (alinea) which gives a little information about the
text to come. It might also contain a question for the reader.

For a letter, you first start with: Dear ... (formal), or Hi ... (informal). After that, you write the
introduction.

The middle

After writing the introduction, you can now start on the middle. Use the information you
have gathered (verzameld). You can use the bullet points in Step 2. Put the information in
a logical order and remember to write good sentences.

The conclusion

The last paragraph of a text is called the conclusion. If your text is about some research
you did, you give a short summary (samenvatting) of what you have written in your text. In
a letter or an e-mail, your conclusion will usually be a short sentence or greeting.

3
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Over to you! Read the exercise from Global Studies again and using bullet
points, write down what you are going to include for each part of the letter.
You may use the bullet points you have written down in task 4.

Imagine you have the opportunity to put three objects that are very
important to you into a sealed container. This container will be opened
one hundred years from now. The objects will tell people in the future
a lot about us and our lives today.

Write a letter to the person who will open your container, explaining
who you are and why these objects are so important to you.

1 Isthe letter formal or informal?
The letter is formal.

2 Salutation (aanhef). How are you going to start your letter?
Dear ...

3 What are you going to write down in the introduction?
e Introduce yourself: say who you are

e Say why you are writing

4 What are you going to write down in the middle?
Say what items you have put in the container and why they can tell the

people of the future about your life right now. For example:

e Mobile phone: shows how we communicate with each other, look up

information, take pictures and make short videos

e Hockey stick: shows what sports were popular amongst children of my age

group

§ What are you going to write down in the conclusion (end)?
e | hope the person reading my letter likes the items | have included in my

container

e | hope the person reading my letter gets a good idea of what my life was like

60606060606060606060606060600600600606006060060060060600

8 Writing: step-by-step guide @



STEP
I 4 While writing — Writing tips

After you have written down the bullet points for the introduction, middle and conclusion
of the text, you can start writing. Below are some tips to help make your text correct and
legible (leesbaar).

e Paragraphs

It is very important to use paragraphs (alinea’s). Paragraphs consist of three or four lines of
writing and they introduce a new point of your subject.

For each bullet point you can write a new paragraph. This will make the text clear for the
reader. Write a separate paragraph for your introduction and for your conclusion.

e Sentences
Make sure you use the correct word order when writing sentences. Use the table below.

(Who Action Who / What Where When A
Subject Verb Object Place Time

Tom went to his hockey match  [in Bennekom |five minutes ago.
\J take sandwiches to school every day. )
e Words

Using the right words is also important, so that the reader knows what you are writing
about. If you know a word in Dutch but don’t know the word in English, use a dictionary
to find the meaning.

¢ A good title

You want your text to catch the reader’s eye. (Not literally (letterlijk)")
When you write a story, a report or a summary, you want your writing to
be attractive to the reader, so a good title is important. You don’t need a
title for an e-mail or a letter.

¢ Linking words

Linking words help make your sentences clear for the reader. Additionally, they connect
up different points between the paragraphs.

Before you write, look at the Linking Words help card.

e Vocabulary

Choose vocabulary that will make your text more exciting
and interesting to read. Using good vocabulary in your
writing, is like using salt and pepper (zout en peper) on your
food: without them the food tastes a bit flat, with them your
food is very tasty. So make your writing tasty for your readers
by using some interesting words!

-
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Now you are ready to start writing. You have thought about who you are
writing for, what type of text you must write and what information you
need. You have written down bullet points for the different subjects in your
text. You know you have to include good sentences, paragraphs and use
good vocabulary. You also know that you can use the help cards. In Step 3
you learned that it is important to organise your information.

Start writing your text. Use the answers you have written down in task 3, 4
and 5, and use the writing tips in Step 4.

Student’s own text.
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After writing: Check and check

When you've finished writing, it's important to check that you have included all the
planning and organisation points you learned about. You can use this checklist:

Writing checklist

Who has checked your text?

I've checked the text myself

| let a classmate check

| let my teacher check

What can | improve in my text?

Does the text include all | want to say?

Is the text clear for the reader?

Do | have to improve some parts of the text?

Is my text well organised?

Introduction

Middle

End (conclusion)

Have | used the paragraphs well?

Words and sentences

Is the word order in the sentences good?

Have | checked the spelling?

And the rest...

Does the title fit the text?

Have | used some words too often?

How can I make my text more interesting?

\Have | used linking words?

BriCK

Rewrite some sentences if necessary.
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CHALLENGE

Choose one of the topics below to write about. Follow the planning and
organisation advice in Steps 1-5.

1 Should we be made to drive electric cars by law?
More and more electric cars are being made and there are many more
electric cars on the roads. Do you agree or disagree that in the future
we must all drive battery-operated cars? Do you think it would be a
good idea or a bad idea? Tell us what you think and why. Write a text
of 160 words.

2 Gamingis fun, but should we game for more than two hours
a day?
We all like computer games and it’s fun when you beat your opponent
(tegenstander) or get enough points to reach the next level of play.
Do you think it is good or bad to play for more than two hours a day?
Can it distract you from your schoolwork? Might you lose contact with
your friends if you spend too much time gaming? Tell us what you
think and why. Write a text of 160 words.

3 Lockdown during the Coronavirus epidemic
Give us your opinion about being in lockdown during the Coronavirus
epidemic. Did you like being at home all the time, or did you dislike it?
Did you have lessons online? What did you do with your time? Tell us
your ‘lockdown’ story. Write a text of 160 words.

Student’s own answer.
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