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Page Activity  Time Guide Real time guide 

 

 Registration and welcome  08:30 

4 Activity 1: Reflections           30 minutes 09:00 

5 Activity 2: Introduction to the Term 2 Tracker 20 minutes 09:30 

6 Activity 3: Writing genres  as per CAPS  20 minutes 09:45 

7 Activity 4:  Compound and Complex sentences 30 minutes 10:00 

 Break 20 minutes 10:30 

10 Activity 5: Writing effective paragraphs: Topic sentences 

and supporting sentences  

60 minutes 10:50 

15 Activity 6: Prewriting strategies:   Brainstorming 

techniques 

20 minutes 11:50 

21 Activity 7: Reviewing the writing process 10  minutes 12:10 

23 Activity 8: Writing a narrative essay  30 minutes 12:20 

30 Activity 9: Peer review of narrative essay 20 minutes 12:50 

31 Activity 10: Additional writing resources- explanation and 

overview 

45 minutes 13:50 

 Announcements, feedback questionnaire  and closure           10 minutes  14:00 

 

Checklist of items required for this Workshop 

 
Handouts 

 
Number 

 
Check 

Copies of Planning and Tracking document for grades 8 & 9 1 per participant 
 

 

Copies of the Participants’ Workbook 
 

1 per participant  

 

Other items 

  

For each participant, the most commonly used EFAL learning 

resources. These will include Learner’s Books and Teacher’s 

Guides. 

1 set per participant; 

participants should bring 

their own 

 

A Dictionary    

Pens and paper for planning lessons 

A quantity of popcorn that can be distributed in small 

quantities to each participant.  

As required 

 

 

Flipchart or board As required  
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OUTCOMES 

This workshop aims to achieve the following:     

 Use a variety of sentence types (Simple, Compound  & Complex) 

 Distinguish between a topic sentence and supporting sentences  

 Use the process approach to writing  an essay 

 Understanding paragraph conventions 

 Use conjunctions, pronouns and other linking / transition words to ensure unity and 

cohesion in paragraphs. 

 

Section A 

OPENING AND WELCOME   
Activity 1 REFLECTION on the Term 1  TRACKER                                                          (30 MINUTES) 

Reflection on the use of Trackers as facilitating tools    

In the last workshop the central role of the HODs in the implementation of this intervention was 

stressed and it was acknowledged that without their essential input the effectiveness of the use 

of the Trackers would be compromised. 

A second important point was made regarding the need for teachers to make weekly entries in 

the Reflections section of the weekly teaching plan. 

HOD’s Checklist 

Tick in the right-hand column if done 

1. As an HOD I have checked to see that all teachers that I supervise have a copy of the 

appropriate Tracker. If Trackers were missing I took the following steps to correct the 

situation: 

…………………………………………………………………………………………………………………………………………… 

 

2. As an HOD I have checked to see that each teacher that I supervise is using the 

appropriate Tracker as required and is filling in the details on a regular basis. 

 

3. As an HOD I have read the weekly Reflections entries of each teacher and where 

necessary I have discussed any issues raised in these reflections and have noted 

positive reflections on successful teaching. 

 

4.  As an HOD I have held regular meetings with teachers that I supervise with the express 

intention of finding positive practicable solutions to any problems raised in the 

reflections. 

 

 



5 
 

 

Teacher’s checklist 

1. As a teacher I have made sure that I have collected a copy of the appropriate 

curriculum Tracker and I have read this. 

 

2. As a teacher I have filled in the appropriate details in the Tracker on a daily basis and 

have noted any variation to the implementation of this teaching plan. 

 

3. As a teacher I have, at the end of every week, entered a report in the Reflections 

section of the weekly plan and submitted this to the HOD for noting,  

 

 

4. As a teacher I have participated in meetings with my colleagues, as arranged by the 

HOD, with the specific purpose of devising positive practicable solutions to problems 

articulated in the Reflections section of the Tracker. Give an example of a problem 

raised at such a meeting and the solution found. 

Problem: 

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………….…. 

Solution: 

………………………………………………………………………………………………………………………………………

………………………………………………………………………………………………………………………………………

……………………………………………………………………………………………………………………………………… 

 

 

 

 

ACTIVITY 2: INTRODUCTION TO THE TERM 2 TRACKER    (15 MINUTES) 

 Turn to page 2 of the tracker and to find the LTSM that you are using and add a 

bookmark to it.  Peruse your LTSM in the tracker.   

 When planning the lessons for each day, remember to refer to the suggestions given 

in the Teacher’s Guide. There are also references to the Readers. 

 Did you or your teachers miss any of the work that you ought to have covered? How 

will you (or did you) and your team make up for missed lessons? 
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SECTION B       

ACTIVITY 3: TERM 2  Writing genres  as per CAPS                                                                                             

3.1 Study and comment on CAPS writing requirements for term 2 

 

 GENRE FEATURES Length  

1 Transactional text 

Directions/ Instructions 

 

Caps, p. 81  

(Format/ mind map/ main and supporting 

ideas/ paragraph conventions 

Logical progression of paragraph 

(Coherence) 

Conjunctions for cohesion 

Language  conventions) 

 

2 Dialogue Caps, p. 82.   

3 Interview CAPS 83  

4 Reviews Caps, p. 84  

5 Instructional text Caps, p. 81  

6 Diary Entries CAPS 102  

7 Notice, Agenda and Minutes CAPS 105  

8 Advertisement  CAPS 106  

 

FEATURES of Genres: For overview of the features of the genres, refer to CAPS pages 42 -48 

Activity 3.2 Pair work: With your partner discuss the following terms: 

Format  Paragraph conventions  Coherence Conjunctions for cohesion 
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3.3 Now in the paragraph below identify some of these terms mentioned. 

 

 

 

 

 

 

 

 

Activity 4.1 Compound sentences         (15 min) 

Identify the compound sentences in the paragraph below. Paraphrase the ideas contained in 

the compound sentence/s. 

 

 

 

 

 

 

 

Review:  

A compound sentence consists of two independent clauses (equal sentences) joined by a 

coordinating conjunction. An independent clause makes sense by itself because it has a subject 

and a verb. That is, it could be a sentence all by itself. The coordinating conjunctions used to join 

the two independent clauses are the “FAN BOYS”: for, and, nor, but, or, yet, and so. What's 

important is for you to find the two important thoughts in a compound sentence. 

Example:   

Video games are fun and challenging so it is easy to spend too much time playing them. 

 

Activity 4: Types of sentences:  Compound  and complex 

sentences 

  Next morning I had an idea.  It was nothing clear cut, but I considered it all the way to  

school.  Then after assembly, as soon as they were quiet I waded in. 

       From-  To Sir with Love 

“During my lifetime I have dedicated myself to the struggle of the African people.  I have 

fought against white domination, and I have fought against black domination.  I have 

cherished the ideal of a democratic and free society in which all persons live together in 

harmony and with equal opportunities.  It is an ideal which I hope to live for and to achieve.  

But if needs be, it is an ideal for which I am prepared to die.”    

         Nelson Mandela 
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Explanation: 

  

Each underlined part could be a sentence by itself. The coordinating 

conjunction so is used to join them into a single sentence. 

 

Activity  

Combine the following sentences into compound sentences 

1. The dangers of smoking are well known. Many people continue to smoke anyway. 

---------------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------- 

2. It's important to put your goals in writing. You must also be committed to achieving 

them. 

 

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------- 

3. An assignment notebook helps you stay organized. So you should consider using one. 

 

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------- 

 

4. You will be able to see better if you sit at the front of the classroom. You will also be 

able to hear better. 

 

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

--------------------------------------------------------------- 

5. He must have lost his key.  For he knocked on the door for us to let him in 

 

---------------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------- 

4.2 Complex Sentences - What are They? 

Complex sentences are made up of two clauses - an independent clause and a dependent 

clause. Independent clauses are similar to simple sentences. 

They can stand alone and function as a sentence. Dependent clauses, however, need to be used 

together with an independent clause to make sense. Here are some examples: 

Independent Clauses 

http://esl.about.com/od/intermediatewriting/a/cplex_sentence.htm
http://esl.about.com/od/grammarintermediate/p/tip159.htm
http://esl.about.com/od/grammarintermediate/p/tip160.htm
http://esl.about.com/od/grammarintermediate/p/tip160.htm
http://grammar.about.com/od/rs/g/simpsenterm.htm
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We didn't pass the test. Angela won the competition. The doctor will go ahead with the 

operation. 

Dependent Clauses 

Although we had studied for a long time  

Because she had practiced for weeks  

If he gets positive test results 

Notice how the first group of sentences, the independent clauses, can be used as complete 

sentences. The dependent clauses, on the other hand, are missing an element (the independent 

clause) to make sense. 

Here are the two clauses combined to make complex sentences: 

Although we had studied for a long time, we didn't pass the test. Angela won the competition 

because she had practiced for weeks. The doctor will go ahed with the operation if he gets 

positive test results. 

Complex sentences are written by using subordinating conjunctions to connect the two 

clauses. These subordinating conjunctions fall into different categories. 

Here are the most common subordinating conjunctions based on their function. When 

beginning a sentence with a subordinating conjunction, place a comma at the end of the clause. 

There is no need for a comma if the subordinating conjunction introduces the dependent clause 

in the middle of the sentence. 

Although we had studied for a long time Because she had practiced for weeks If he gets positive 

test results 

Notice how the first group of sentences, the independent clauses, can be used as complete 

sentences. The dependent clauses, on the other hand, are missing an element (the independent 

clause) to make sense. 

Here are the two clauses combined to make complex sentences: 

Although we had studied for a long time, we didn't pass the test.  

Angela won the competition because she had practiced for weeks.  

The doctor will go ahead with the operation if he gets positive test results. 

Combine the following simple sentences to form complex sentences 

1. It was raining outside. We went for a walk. 

 

--------------------------------------------------------------------------------------- 

2. Jenny needs to ask me. I will buy it for her. 

http://grammar.about.com/od/il/g/independterm.htm
http://homeworktips.about.com/od/englishhomework/ss/diagram_9.htm
http://homeworktips.about.com/od/englishhomework/ss/diagram_9.htm
http://grammar.about.com/od/d/g/dependclterm.htm
http://esl.about.com/od/grammarintermediate/a/subclauses.htm
http://esl.about.com/od/grammarguides/f/What-Are-Conjunctions.htm
http://grammar.about.com/od/rs/g/subordconj.htm
http://spanish.about.com/cs/grammar/g/subordconjgl.htm
http://esl.about.com/od/englishgrammar/a/Comma-Use-For-English-Learners.htm
http://grammar.about.com/od/il/g/independterm.htm
http://homeworktips.about.com/od/englishhomework/ss/diagram_9.htm
http://homeworktips.about.com/od/englishhomework/ss/diagram_9.htm
http://grammar.about.com/od/d/g/dependclterm.htm
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----------------------------------------------------------------------------------------- 

3. Busi  played golf extremely well. She was very young. 

 

------------------------------------------------------------------------------------------- 

4. Bheki wants to get a new job. He is preparing for job interviews. 

------------------------------------------------------------------------------------------- 

5. I'm writing a letter, and I'm leaving. You will find it tomorrow. 

--------------------------------------------------------------------------------------------- 

6. Mandla thinks he will buy the house. He just wants to know what his wife thinks 

 -------------------------------------------------------------------------------------------------- 

 

 

 

 

5.1 Topic Sentences 

Every paragraph should include a topic sentence that identifies the main idea of the paragraph. 

A topic sentence also states the point the writer wishes to make about that subject. Generally, 

the topic sentence appears at the beginning of the paragraph. It is often the paragraph’s very 

first sentence. A paragraph’s topic sentence must be general enough to express the paragraph’s 

overall subject. But it should be specific enough that the reader can understand the paragraph’s 

main subject and point. 

Choose the best topic sentence:  

[_______________________________]  Unlike some breeds of dogs, they do not need a lot of 

exercise every day. Crowds and loud noises do not make them nervous.   Also, they do not mind 

being alone for hours, if you need to be away at work.  On top of all this, they are known to be 

patient and loving with children.  If you are a city-dwelling family looking for a pet, I highly 

recommend this breed of dog. 

 

A. Every family should have a dog. 

B. Greyhounds are a good choice of dog for people who live in cities. 

C. Not all dogs are happy living in the city. 

D.         All breed of dogs are pretty much alike -- it's all the same. 

ACTIVITY 5:  WRITING EFFECTIVE PARAGRAPHS 
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Choose the best topic sentence:  

[_______________________________]  She always takes the time to listen to me.  When I was 
in the hospital, she came to visit me.  She always makes sure I get the medication I 
need.  Several of my friends now go to see her, and they like her as much as I do! 

A. I am very happy with my doctor. 

B. It is hard to find a good doctor. 

C. Seeing a doctor has become very expensive. 

D
. 

I love my mother. 

 Choose TWO supporting sentences from the list below for this topic sentence: I need to look for a 
new job. 

A. Since we now have another child, my salary really isn't enough for our 
family. 

B. I like working with my brother. 

C. The commute is very long, and I would like to spend more time with 
my family. 

D. This is a tough economy, and I am lucky that I still have a job. 

 

Write four supporting sentences for each of the following topic sentences 

1. Shopping is fun. 

 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------- 

2. Many tourists come to South Africa. 
 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------- 
 

3. Cyclist should take great care when riding on a road. 
 
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------- 

4. The high price of petrol is bad for the economy 
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---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------
---------------------------------------------------------------------------------------------------------------------      

5.2 Relevance of Ideas in a paragraph  

In the following paragraph, one or more of the sentences may be irrelevant. Read through the 
paragraph and decide what sentences you would get rid of. 
 
Exercise is really good for one’s physical and mental health. It is proven that aerobic exercise is 
good for the heart, which is very important to overall health. I used to run every day, but now I 
go to dance classes to get my aerobic exercise. Strength training is important for maintaining 
muscle mass and improving bone density. Both muscle mass and bone density can decrease as 
we age, so improving them through strength training is important. My grandmother broke a hip 
last year because her bones were so fragile. All kinds of exercise have been shown to relieve 
depression, anxiety, and stress. 

5.3 Order of Ideas 

In good paragraphs, sentences are arranged in logical order. There is no one order that will work 
for every paragraph. But there are a few organization patterns that paragraphs often follow. For 
example, sentences in a paragraph may be arranged to show time or sequence of events. In 
other paragraphs, sentences may be arranged in order of importance, moving from most 
important point to least important point or from least important to most important. In another 
common pattern, a paragraph’s sentences move from the most general point to the most 
specific, or vice versa. It’s important that all the sentences in a paragraph follow the pattern so 
that the paragraph is clear and logical.  

Consider the organization of the paragraph below. Reorganize the ideas so that the paragraph’s 
organization is logical. 
 
Hotels and transportation on trips can be expensive if you don’t book them  in advance. When 
you go on a trip, you need to think about how much money to allot for things like 
transportation, food, and hotels. It is important to plan your trips carefully. Planning your trip 
carefully will allow you to have a more relaxed journey. Another thing to plan for is how much 
time you want to spend sightseeing and doing other activities. Even though you would prefer 
doing everything, you have to remember that there are only so many hours in the day! 

--------------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------------------
-------------------------------------------------------------------------------------------------------------------------------- 

5.4 Transitions 

Transition words and phrases are used to relate ideas. Writers may use transitions within 

paragraphs or between paragraphs so that ideas flow smoothly between sentences and 

between paragraphs. The following table provides some common transitions and how they are 

used. 
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Use Transition Word or Phrase 

To add 

and, again, and then, besides, equally important, finally, further, 

furthermore, nor, too, next, lastly, what's more, moreover, in addition, first 

(second, etc.) 

To compare 

whereas, but, yet, on the other hand, however, nevertheless, on the 

contrary, by comparison, where, compared to, although, conversely, 

meanwhile, in contrast, although this may be true 

To prove 
because, for, since, for the same reason, obviously, evidently, furthermore, 

moreover, besides, indeed, in fact, in addition, in any case, that is 

To show time or 

sequence 

immediately, thereafter, soon, finally, then, later, previously, formerly, first 

(second, etc.), next, and then 

To give an 

example 

for example, for instance, in this case, in another case, on this occasion, in 

this situation, take the case of, to demonstrate, to illustrate, as an 

illustration 
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To summarize 

or conclude 

in brief, on the whole, summing up, to conclude, in conclusion, as I have 

shown, as I have said, hence, therefore, accordingly, thus, as a result, 

consequently, on the whole 

To emphasize 

definitely, obviously, in fact, indeed, absolutely, positively, naturally, 

surprisingly, always, forever, unquestionably, without a doubt, certainly, 

undeniably 

To repeat in brief, as I have said, as I have noted, as has been noted 

 

Complete the paragraph by selecting the transition (word or phrase) that best fits in 

each blank below this paragraph.  Do not use a transition more than once in this 

paragraph. 

A vegetarian can be defined as someone who does not eat meat, fish, or other animal products, 

such as eggs or cheese; 1) _____, he or she eats vegetables, fruits, grains, and seeds. 2) _____ 

this diet consists of non-meat food sources, a vegetarian typically consumes less fat and 

cholesterol than an individual who consumes meat. 3) _____, raising animals for food uses 

valuable land, water, and energy. 4) _____, adopting a vegetarian diet helps conserve the 

valuable resources that our future depends on. 

1. A vegetarian can be defined as someone who does not eat meat, fish, or other animal 

products, such as eggs or cheese; 1) _____, he or she eats vegetables, fruits, grains, and seeds. 

a) consequently 

b) because 

c) furthermore 

d) instead 

e) for example 

2. _____ this diet consists of non-meat food sources, a vegetarian typically consumes less fat 

and cholesterol than an individual who consumes meat. 

a) Consequently 

b) Because 

c) Furthermore 

d) Instead 

e) For example 

3. _____, raising animals for food uses valuable land, water, and energy. 

a) Consequently 

b) Because 

c) Furthermore 
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d) Instead 

e) for example 

4. _____, adopting a vegetarian diet helps conserve the valuable resources that our future 

depends on. 

a) Consequently 

b) Because 

c) Furthermore 

d) Instead 

e) For example 

 

 

 

6.1 Brainstorming 

Before you start writing, you will think about what to write, or how to write. This is called, 

brainstorming. When you brainstorm for ideas, you will try to come up with as many ideas as 

you can. Don't worry about whether or not they are good or bad ideas. You can brainstorm by 

creating a list of ideas that you came up with, or drawing a map and diagram, or just writing 

down whatever you can think of without thinking about grammar. Think of this like the erratic 

thunder and lightning that comes from a thunderstorm. 

Why do we need it? 

 It’s the best way to collect your thoughts. 

  It’s helpful for organization. 

 It ensures only quality ideas are used in the essay 

Activity 6: The Writing Process- Prewriting strategies 
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Venn Diagrams are especially good for writing comparing and contrast essays 
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ACTIVITY 7: REVIEWING THE WRITING PROCESS 
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PROCESS WRITING 

Writing and designing texts is a process and learners need the opportunity to put this process 

into practice. They should: 

 • decide on the purpose and audience of a text to be written and/or designed;  

• brainstorm ideas using, for example mind maps, flow charts or lists; 

 • consult relevant sources, select relevant information and organise ideas; 

 • produce a first draft which takes into account purpose, audience, topic and genre;  

• read drafts critically and get feedback from others (classmates);  

• edit and proofread the draft; • produce a well-designed final version. 

 

ACTIVITY 8: WRITING A NARRATIVE ESSAY 

 
Definition 
Narrative essays record a series of events that take place.  In this form of writing, time passes in 
sequence; the sequencing of events is important.  The composition can take the form of a short 
story as well. In your studies you would have found that historical events are often written as 
narratives. 
 
Characteristics 
 

 It is generally written in the present or past tense. 

 The focus is with the order of action and their significance  
 

Starting out 
Thinking about and plan a piece of writing is referred to as the prewriting phase.   

 The main task is to get ideas.   

 Your learners  need to think about the topic 

 Encourage them to let their minds move freely though memories, opinions and 
experiences. 

 Use the brainstorming techniques we have just discussed 
 
Organizing ideas 
 
The content of the essay is important but learners will not achieve a high mark if they do not 
order ideas in a logical and coherent way 
 

Drawing up a paragraph plan with topic sentences 
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The word “abstract” might remind you of modern art.  An abstract painting, for example, does 

not normally contain recognizable objects.  In other words, we can't look at the painting and 

immediately say "that's a house" or "that's a bowl of fruit."  To the untrained eye, abstract art 

looks a bit like a child's finger-painting--just brightly colored splotches on a canvas. 

Avoid abstract language—it won’t help the reader understand what you're trying to say! 
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Examples: 

Abstract:  It was a nice day.   

Concrete:  The sun was shining and a slight breeze blew across my face.  

Abstract:  I liked writing poems, not essays.   

Concrete:  I liked writing short, rhythmic poems and hated rambling on about my thoughts in 

those four-page essays.  

Abstract:  Mr. Smith was a great teacher.  

Concrete:  Mr. Smith really knew how to help us turn our thoughts into good stories and essays. 

Characteristics of a Narrative Essay 

 The purpose is to inform or to tell a story 

 Writer is a storyteller 

 Describes a person, scene, or event in detail (emphasis on showing rather than telling) 

 Information is presented in a chronological order 

 Written in 1st person voice (using “I”), somewhat informal 

 Can include dialogue 

 

This  guides you through the six steps for writing a Narrative Essay. 

Step 1. Organizing your Thoughts (Brainstorming) 

Step 2. Researching your Topic 

Step 3. Developing a main idea 

Step 4. Writing the Introduction 

Step 5. Writing the Body of the Essay 

Step 6. Writing the Conclusion 

 

Step 2:  Researching your Topic :  

Narrative essays are unique in that research is conducted within the scope of your personal life 

and experiences. This means that research may consist of utilizing personal artifacts, 

memorabilia, anecdotes, and conversations.  

NOTE: The two steps – organization of thoughts and research of the topic – interrelate. In other 

words, organizing your thoughts may identify gaps in your knowledge, which may lead you to 

conduct necessary research. However, once you conduct research, you should re-organize your 

thoughts to evaluate the clarity of the topic.  
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Step 3: Developing a main idea 

 

Supporting Details Supporting details provide the means for reinforcing the claim, and can be 

organized in different patterns – 

 1) categories/topics or 

 2) time frames/chronological periods.  

Main idea 

 To create a thesis statement, combine the claim and the supporting details in one sentence. The 

direction of your essay can change depending on the pattern in which you organize the 

supporting details.  

Supporting details organized  

Laughter has always been an important part of my family; it has into categories: helped us to get 

comfortable after long separations, made it easier to deal with difficult times, and served as a 

form of entertainment. 

 Supporting details organized Laughter has always been an important part of my life, supporting 

into time frames:  throughout my childhood, teenage years, and my adult life.  

NOTE: Writing is a fluid process. As you complete your essay, you may realize that your thesis 

needs to be modified to reflect your position better. 
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 Step 4: Writing the Introduction 

 The introduction is the most general part of the paper. It helps provide a roadmap for further 

discussion or analysis. This simplified formula offers components for a basic introduction: 

Definition: Identify, define, and/or describe the topic, concept, or literary theme. What will you 

be talking about 

 4 Relevance: Show the importance of your topic, concept or theme. How does it relate to or 

impact society?  

Main idea: Copy the main idea  you generated in the previous step. Topic: Laughter in my family 

medicine. 

 Definition: Laughter is a part of everyday human interaction. It helps build positive experiences 

between individuals. 

 

Relevance: Laughter is “the best medicine" for overcoming anger and “breaking the ice.” It 

makes people happier, more relaxed, and better able to cope with everyday challenges. Thesis: 

Laughter has always been an important part of my family; it has helped us get comfortable after 

long separations, made it easier to overcome difficult times, and has served as a form of 

entertainment 

 

Step 5: Writing the Body of the Essay  

The body of the essay is the most detailed part. It involves addressing each supporting detail in a 

separate fully-developed paragraph. Make sure to include the necessary details, illustrations, 

and examples to support the claims. It is imperative that each supporting detail be announced 

or introduced within the text. This introduction is called a topic sentence and is found at the 

beginning of a paragraph. The topic sentence is a statement made about the supporting detail.  

Topic sentence 1: Laughter has helped my family create a comfort zone, making it easier to 

reconnect after long separations.  

Topic sentence 2: Laughter has helped us cope during the most difficult times, relieving the 

pressure of unbearable situations.  

Topic sentence 3: Finally, laughter, and jokes keep us entertained, while strengthening our 

family bond. 
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Step 6: Writing the Conclusion  

Conclusion brings the paper to a close. It should be similar to the introduction, but worded 

differently. It allows you to reiterate and summarize the main points of the essay. The following 

components comprise a conclusion:  

Relevance: Why was this important to write about?  

Review: What main points did you discuss? 

 Summary: What do you claim and conclude?  

Relevance: Many families use laughter as a source of joy and healing. 

 Review: Laughter has helped my family unite after prolonged separations, made painful times 

easier to endure, and offered good times. 

 Summary: Laughter has, and continues to be, the balancing force of my family. 

In summary, a narrative composition would have the following components: 
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Writing Practice 

The best decision I ever made 

 

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------ 

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------
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------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------ 

Activity 9: Peer review of the narrative composition 

Peer Review checklist for the narrative essay 

Peer review is not confined to criticism and should also include positive comments 

Peer review a fellow learner’s narrative essay by using the rubric below 

 yes No 

1 Does the introduction explain the point of the story?   

2 Do the details support the main idea?   

3 Is there a sequence/chronology to the essay?   

4 Are transition words used to move from one detail to another?   

5 Does the ending bring closure to the story?   

6 Has proper spelling and punctuation been used?   

7 Indicate specific parts of the essay that were effective and say why   

8 If you were writing this essay, how would it be different, why?   
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ADDITIONAL WRITING RESOURCES- EXPLANATION AND OVERVIEW 

Using the theme cycle to support writing 

1. Know the topic or writing task that you want your learners to work on in this 

cycle. 

2. Prepare your learners for this activity. 

3. Explore how you are going to do this in each lesson as you prepare each lesson. 

4. Focus on the following:  

 

 ASPECTS HOW TO IMPROVE WRITING SOURCE 

1 VOCABULARY  Build learners’ vocabulary in each 
lesson leading to the writing 
activity. 

 Set target of at least 3-5 new words 
a day and ensure that some of 
these are related to the topic or 
writing activity.(Learners have 
enormous capacity to learn 
vocabulary if properly taught) 

 Revise new words on a daily basis. 

 Listening and 
speaking lessons 

 Reading text/s 
 

2 IDEAS AND 

THOUGHTS 

 Record interesting ideas on the 
board. 

 Get learners used to recording 
these key ideas in their jotters. 

 You should list at least one idea a 
day  

 Listening and 
speaking; reading 

 Brainstorming 

3 LANGUAGE 

STRUCTURE 

 Get learners to focus on the 
structures you are currently 
teaching and give them practice 
using these structures.  

 Language aspects 
and concepts 
currently being 
taught. 
E.g. _ synonyms 

4 GENRE  Familiarize learners with the special 
features of the genre that they will 
be writing. 

 This can be done during the build 
up to the lesson.  (Reading texts are 
often from this genre}. 

 E.g.  Dialogue 
format  

 

5 ACTIVITIES  Give learners practice in thinking 
about the writing task. 

 Encourage them to talk about their 
ideas and thoughts through the 
programmed activities. 

 Get learners to 
experience the 
activity and to talk 
about the topic. 
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6 THE WRITING 

TASK/S 

 Ensure that the learners 
understand the task.  

 You may have to prepare support in 
the form of controlled or guided 
writing according to your leaners’ 
needs. 

 Reinforce sentence structure, 
especially the writing of simple 
sentences for learners who have 
difficulty in writing. 
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HANDOUT 

 ASPECTS HOW TO IMPROVE WRITING SOURCE 

1 VOCABULARY  
 
 
 
 
 
 
 
 

 

 

2 IDEAS AND 

THOUGHTS 

 

 

 

 

 
 
 
 
 

 

3 LANGUAGE 

STRUCTURE 

 
 
 
 
 

 

4 GENRE  
 
 
 
 
 

 

5 ACTIVITIES 

 

 

 
 
 
 

 

6 THE WRITING 

TASK/S 

 
 
 
 
 
 

 

 

Appendix:  Examples of process writing in action 
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MINUTES OF MEETINGS 
 

Minutes are a summarized written version of a meeting. To make minute- taking easier, you 

should have a copy of the Agenda whilst writing. Some tips to remember when writing minutes: 

o Decide what information is most important. Find the main idea – have a clear 
focus. 

o Try not to repeat facts 
o Exclude descriptions 
o Group ideas of a similar nature 
o Keep language formal 
o Use simple words 
o Use unbiased words to avoid offending any group or member. 

 

EXAMPLE 

AGENDA 

Of Meeting to be held on 21 February 2016 

At Seaside Comprehensive School 

At 18:00 

 

1. Apologies 
2. Approval of last minutes 
3. Matters arising from previous minutes 
4. Other matters 
5. Details of following meeting 
 

 

 

Minutes of Seaside Comprehensive School Governing Body Meeting 

Held on 

Monday 21 February 2016 in the Staffroom at 18:00 

 

Present:     P. Mhlongo, V. Gumede, A. Mazibuko, P. Nene, R. Khumalo (Mrs) 
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Apologies:  S. Mthembu 

Absent:        G. Bhengu 

The principal, Mr P. Mhlongo chaired the meeting. 

1. An apology was received from Mr Mthembu. 
2. The Chairperson read the Minutes of the previous meeting. It was unanimously agreed that it 

was a true reflection of the meeting held on the 14 March 2007. 
3. Mr Mazibuko presented the school’s financial statements which were requested at the previous 

meeting. 
4. Mr Nene confirmed the roll of the school. There were now 948 learners at Seaside 

Comprehensive.  
5. Mrs Khumalo wanted a date to be set for the Open Day. It was set for Thursday, 10 May 2007. 
6. The Chairperson wanted the members of the Governing Body to think of fresh ideas for fund-

raising for 2007. This matter will be discussed at the next meeting. 
7. The next meeting was scheduled for the 17 May 2007, a week after the Open Day, at the same 

venue at 18:00. 

  

 

ACTIVITY 

Write the Minutes of the meeting of the Student Representatives Council of __________  High 

School according to the Agenda provided. 

AGENDA 

Of Meeting to be held on 25 April 2016 

at _____________ High School 

at 14:00 

1.  Apologies 

2   Approval of last minutes 

3.  Matters arising from previous minutes 

4. Other matters 

1. Details of following meeting 

 

 

 

 

 



38 
 

Guidelines for analysing an advertisement 

1. Who is the advert aimed at?                                                                                                            
2. What is the name of the product? 
3. Is there a logo (brand name or symbol) that you recognise? 
4. Is there a special phrase or catchy phrase or sentence, e.g. “finger lickin’ good”? 
5. Does it have a gimmick or special offer, e.g. a free item or a toy for children? 
6. What images does the advert use to attract attention? 
7. Does it give any real facts about the product? 
8. What is the main message of the advert? 
9. Does it promote racial or gender stereotypes? 
10. What is the tone or mood, e.g. serious or humorous? 

What type of language does it use, e. g .formal, informal, slang, etc.? 
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Exemplar of an Argumentative Essay 

THE DRAWBACKS TO MOVIEGOING 

I am a movie fanatic.  My friend know that they can ask me anything about films, e.g. which 

South African film won an award for best picture in 2005?  Tsotsi.  However, they do not ask me 

if I want to go to the cinema.  While I love movies a lot, the inconvenience of going out, the 

temptation of the movie house and the behaviour of moviegoers are reasons for me to wait and 

hire the video. 

Firstly, I do not enjoy the hassle of the evening.  I have to drive 20 minutes to the shopping mall 

which has a cinema complex.  The parking lot is always full and I have to search a long time to 

find an empty parking bay.  Then I have to stand in a long line and worry that the tickets for the 

show I want to see will be sold out.  If we so get tickets, it might be near the front or my friends 

and I will be separated.  Prices are high also.  When you are seated, you find that the floor is 

coated with sticky cool-drink that has been spilled by previous patrons or bubble gum 

Secondly, the cinema offers tempting snacks which I do not t need.  It is like a Select Store.  The 

smell of fresh popcorn dripping with butter overcomes me, an extra-large Coke and chocolate 

bars seem to jump in my hands.  All through the film I chew enormous mouthfuls of high calorie 

snacks which is not good for my waistline.  Yet, at home I only eat healthy snacks, like carrot 

sticks. 

Many moviegoers are a problem. Little children race up and down the aisles usually in giggling 

packs.  Teenagers talk loudly, whistle and make loud noises.  Some adults comment loudly about 

the film stars and reveal information that is supposed to be a secret until the end of the film.  

People of all ages create distractions.  They crinkle sweet papers, drop of popcorn tubs or cups 

of cool drink on the floor.  They cough, sneeze, shift about in their seats, make repeated trips to 

the toilets or come in late or leave before the film is over. 

One night after arriving home from the movies, I decided that I was not going to be a moviegoer 

anymore.  I was tired of the problems involved in getting to the cinema, not resisting unhealthy 

snacks and dealing with the patrons.  I have taken out a contract at the local video store.  I may 

see movies a bit later than other people but I shall be more relaxed watching box office hits in 

the comfort of my lounge. 

 

 



40 
 

Introductory Paragraph 

The introductory paragraph of an essay should start with several sentences that attract the reader’s 

interest.  It should then advance the central idea that will be developed in the essay.  The paragraph 

often includes a plan of development- a “preview” of the major points that will support the main topic 

idea.  These supporting points should be listed in the order in which they will appear in the essay.   

Activity 

1. In “The Drawbacks of Movie going”  which sentence or sentences are used to attract the reader’s 

interest? 

a. First sentence 

b. First two sentences 

c. First three sentences 

2. In which sentence is the topic of the essay presented? 

a. Third sentence 

b. Fourth sentence 

3. Does the topic describe a plan of development? 

a. Yes 

b. No  

4. Write the words in the topic  that announce the three major supporting points in the essay: 

a. _______________________________________________________ 

b. _______________________________________________________ 

c. _______________________________________________________ 

 

Body: Supporting Paragraphs 

Most essays have been supporting points, developed at length over three separate paragraphs.  Each of 

the supporting paragraphs should begin with a topic sentence that states the point to be detailed in that 

paragraph.  Just as a thesis provides a focus for an entire essay, a topic sentence provides a focus for a 

supporting paragraph 

Activity 

1. What is the topic sentence for the first supporting paragraph of the model essay? 

_____________________________________________________________ 

_____________________________________________________________ 
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2. The first topic sentence is then supported by the following details (fill in the missing details) 

_____________________________________________________________ 

_____________________________________________________________ 

a. Have to drive fifteen minutes 

b. _____________________________________________________ 

c. Endless ticket line 

d. _____________________________________________________ 

e. _____________________________________________________ 

f. Sticky floor 

3. What is the topic sentence for the second supporting paragraph of the essay? 

4. The second sentence is then supported by the following details: 

a. at home only snacks are celery and carrot sticks. 

 b. Theater is like a Select Store with seats 

1. fresh popcorn 

2. ________________________________________________ 

3. ________________________________________________ 

5. What is the topic sentence for the third supporting paragraph of the essay? 

 ___________________________________________________________ 

 ___________________________________________________________ 

6. The third topic sentence is then supported by the following details” 

 a. _____________________________________________________ 

 b. _____________________________________________________ 

 c. adults talk loudly and reveal plot twists 

 d. People of all ages create distractions 

Concluding Paragraph 

The concluding paragraph often summarizes the essay by briefly restating the thesis and, at times, the 

main supporting points.  In addition, the writer often presents a concluding thought about the subject of 

the paper. 

Activity 

1. Which two sentences in the concluding paragraph restate the thesis and supporting points of the 

essay? 

a. First and second 
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b. Second and third 

c. Third and fourth 

2. Which sentences contains the concluding thought of the essay? 

 a. Second 

 b. Third 

 c. Fourth 

 

 

 

 

 


