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Dearest Teacher,

You are now part of storyworld. An exciting place to keep alive for your student for the duration of
this experience, which will be key. You will know the whole story before you begin, but the students
will only know bits of the story as they need to. So, don’t sit down and tell them the whole story at
the beginning. They are inside the story and will figure it out as they go. The narrative that is written
here is for your benefit: to give you the key knowledge you need about what is going on. There is
one thing you must remember and play along with to help create a better experience for your
students….this is all most definitely TRUE.

This story also has a number of important learning intentions. As a part of this narrative experience,
your students will have an opportunity to develop and consolidate email skills. Importantly, they will
develop these skills through authentic practices which will prepare them for real email
communication: fluid, ever-changing, across different contexts, with different people and for different
purposes. Each episode of the story will scaffold their learning of email communication. By the end
of this unit, the students will be able to:
1. Navigate the school email application, use selected functions, read and compose an
email text:
 Read
 Compose
 Send
 Reply
 Attach
 Download
 Delete

2. Engage in email communication in contextually appropriate ways:
 Adhere to email etiquette considering the context, goal and audience
3. Engage in email communication critically:
 Recognise how language can be used to manipulate
 Identify features of unsafe emails
 Making informed decision about opening attachments and responding to
strangers

Sincerely Yours,
The EDS Team
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BLURB
The Cheese Knife, recently had an unforgettable experience. Unforgettable mostly because it could
have gone a very different way, and it nearly did. The Cheese Knife breathes a sigh of relief every
time he thinks about how lucky he was things turned out the way they did. How lucky he was to have
had a close shave...

The Cheese Knife hopes that people can learn from his experience. He realises that having a close
shave story means you’ve had some luck. He wants to know if collecting other people’s close shave
experiences can help everyone who reads them feel luckier. Maybe if they feel luckier, they will
actually BE luckier. The Cheese Knife thinks it’s worth a shot. So, he is asking for help to create a
collection of stories, called The Compendium of Close Shaves.

What would happen if all that luck was collected in one place for the greater good? Would it create
some lucky magic for anyone who read it? Would it help to teach us how to appreciate what we
have? Surely!
But, what if someone else didn’t want that to happen? Why wouldn’t they?!

Hold onto your hats, people! Here we go!

UNIT OVERVIEW
Lesson

Narrative

Activities

1-2

The Cheese Knife (the main imaginary character) has recently experienced a
‘close shave’. He hopes that people can learn from his experience and he asks
the class to create a collection of similar stories, called The Compendium of
Close Shaves (the major task). The Cheese Knife cannot be seen or identified
because The Spiked Collar (imaginary character) tries to stop the initiative.
Communication will be via email. To contribute to the collection, students are
told that they need to learn how to use email. Their first task is to learn about
email etiquette.





Compare two emails
Analyse email etiquette
List the rules
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The Cheese Knife replies to the students with his feedback and sends
examples of ‘close shave’ stories.




Reflect on feedback
Read and comprehend short texts
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The Cheese Knife asks students to start collecting ‘close shave’ stories.
However, The Spiked Collar attempts to trick the students into emailing their
stories to him instead.




Identify features of unsafe email texts
Explore how email text can manipulate
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The Cheese Knife has heard about The Spiked Collar’s attempts. He asks to
compile ‘An email safety kit’ to proceed with the project.





Recall features of unsafe email texts
Generate strategies to deal with unsafe
emails
Assessment 1: ‘An email safety kit’



Compare formal/informal emails

6 -7

The Cheese Knife provides students with four email addresses of different
people (imagined). Students need to invite them to share their ‘close shave’

0

story for the collection. The Cheese Knife also shares his own ‘close shave’
story with the students – Wallace and Gromit: A Close Shave
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The students receive stories. The Cheese Knife invites students to write their
own ‘close shave’ stories.




Compose an email invitation
considering audience and context
Watch and comprehend a short movie





Read and comprehend short stories
Use an attachment function
Compose a short story
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The Cheese Knife instructs students to email all the stories to the Editor of The
Compendium of Close Shaves.



Assessment 2: compose and send
email with an attachment
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The Compendium of Close Shaves is published. The Cheese Knife sends
students their copy of the book.



Use email functions: attachment,
saving, printing
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CHAPTER 1: EMAIL VOCABULARY AND EMAIL ETIQUETTE
Dearest Teacher, do you remember that other day when you were in the staffroom and there was
a CRT there? Little did you know who that person was! That CRT overheard a snippet of your
conversation. The bit where you said “Oh, it was such a close shave! I’m lucky I wasn’t there five
minutes earlier!” You do remember that, don’t you? Because those sentences have activated an
adventure for you and your students! That CRT needs your help. Your class has been chosen to
help create The Compendium of Close Shaves!

You see, The Cheese Knife (CRT) wants to create a collection of stories about close shaves
because if you’ve had a close shave, then it means you’ve been lucky. Maybe if all of these stories
of luck were collected in one place then it would help people feel luckier. Who knows what benefits
that could bring! Because you were overheard talking about a close shave, then it’s obvious you
can help!

Of course, The Cheese Knife cannot afford to be seen and identified. The Spiked Collar is watching
and will try to stop The Compendium of Close Shaves. More about that shortly.

Firstly, though, we need to get your students started off on their adventure. The Cheese Knife
needs to be very discreet about communicating. Mostly it will be via email, but to make sure to put
The Spiked Collar off the trail, the first step is to give your students some clues in the form of a
newspaper. Not as easy to track that, you see.

*****
LESSON 1:
LEARNING AIMS:
1. Recognising and understanding the key vocabulary and visual symbols/icons related to
email practices
2. Identifying the main functions of the school email application
3. Identifying the rules of email etiquette

TEACHER’S PREPARATION
Set up email accounts for all the characters in the narrative:


The Cheese Knife
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The Spiked Collar



Newspaper Editor



Community people (Tamara, Joshua, Tabatha, Gayle)



Editor of The Compendium of Close Shaves

Suggestion: use the same password for the accounts for easy access as you’ll be using them to
reply to your students.
Using 2 articles from the resource box below (Resource 1.1 and 1.2 – p.7), make enough copies
of the newspaper for each of the students. The articles can be added on the top of the original
newspaper articles and it will be obvious that the newspaper has been altered. Place the
newspapers somewhere in the classroom where the students won’t immediately see them.

During the first few minutes of the lesson, perhaps as the students are logging onto their computers,
go for a wander around the room. Oh! You just happen to find the pile of newspapers! It could go
something like this:
Teacher: “What are these? Did any of you leave these here?”
Students: “No. What are they?”
Teacher: “Well, it’s a newspaper, but I can’t remember putting these here. I don’t think they are
mine. Hmm, there is something a bit odd about this newspaper. It doesn’t feel quite right. Oh! I
see!”
Students: “What is it?!”
Teacher: “Well, it is a bit odd, and I think this might have been left here for a reason. Oh! From
what I’ve just read it looks as though email is going to be a very useful skill for all of you. I think
someone needs our help!”

ACTIVITY 1: READING ARTICLES ‘THE LETTER TO THE EDITOR’
AND ‘THE POLITE EMAIL COMPETITION’
You gather them around, and give each student a copy. You might ask them “Can you find the
page that doesn’t look quite right?”

The students search through and find the page that has clearly been altered. You want the students
to focus on the ‘Letter to the Editor’ and ‘The Polite Email Competition’ so direct their attention to
that.
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Reading the articles (Resources 1.1 and 1.2) (teacher input1)



Examining two sample emails and noticing the differences (Resource 1.3) (teacher input)



Exploring the meaning of the symbols/icons and words found in typical email applications
(using Resource 1.2 or school email application).



‘Email hunt’: Students carry out an ‘email hunt’ to identify and explore the main functions
of the school email application.

RESOURCES

1.1. The Letter to the Editor
Letter To The Editor

People seem to have forgotten how to be polite these days! Not only do we seem
to have forgotten how to say ‘please,’ ‘thank you’ and ‘sorry’ when we are talking
to people, we seem to think that we don’t need manners when we write emails
either. I have received a few emails lately where I have been SHOUTED AT in
the body of the email and then had to open huge attachments that I didn’t need!

When I write an email, I make sure the subject tells the receiver what it is about
and I don’t send things people don’t really need. Our lives are busy enough, so
please can we all improve our email etiquette?!

Yours Sincerely,
Grumpy Community Member and Email User.

‘Teacher input’ means that the learning activities can be organised in the way that you prefer. There are no prescribed strategies
for teaching this content. Feel free to use your imagination and expertise.
1
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1.2. The Polite Email Competition
The Polite Email Competition.

This is one of many messages we have received about email etiquette - or the
lack of it! Because of this, we are running a small competition that challenges
people to show their knowledge of good and bad emails.

Below we have published two emails. One shows exactly how to write an email
politely, and the other shows you an email that does not follow the normal email
rules. Our competition is to see if you can list the DOs and DON’Ts of email
etiquette based on these two emails.

Once you have made your list, send it to us in a polite email that follows all the
rules you have listed.

Send your email to xxx@gmail.com
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Sample emails

1.3 Differences in the emails
Email 1







‘hi’ as a topic
All capitals in some places
Many exclamation marks
Written as one long paragraph
No closing
Using nicknames

Email 2







Has a topic in the subject line
Uses capital letters where
appropriate
Exclamation marks where
appropriate
Uses bullet points/numbering
Appropriate closing
Using full name
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CHAPTER 2: USING SELECTED EMAIL FUNCTIONS
Now that the students can see the differences between the two emails and understand the meaning
of the words and icons in the email application, you go back to the ‘The Polite Email Competition’
article and remind the students (if need be) that there is a competition they can enter.
Teacher: “This is all very strange, don’t you think? Should we send an email to this address? Should
we enter the competition?”
Students: “Yes!”
Teacher: “Ok, well we better read the guidelines carefully again and get working.”

*****
LESSON 2
LEARNING AIMS:
1. Using the key vocabulary and visual symbols/icons related to email practices
2. Explaining, articulating and evaluating the rules of email etiquette
3. Exploring and understanding how these rules may change depending on the context,
audience and purpose
4. Identifying and using selected function of emails (e.g. address, topic, compose, bullet
points/numbering, send)

ACTIVITY 1: IDENTIFYING DO’s AND DON’Ts OF EMAILS


Revisiting differences in emails (from lesson 1) (teacher input)



Generating a list of DO’s and DON’Ts (Resource 2.1) (teacher input)



Discussion of the email etiquette (teacher input)

ACTIVITY 2: REVISITING ‘THE POLITE EMAIL COMPETITION’


Looking at the details of the competition (teacher input)



Finding email address (teacher input)

ACTIVITY 3: COMPETITION ENTRY EMAIL RESPONSE


Students email what they know about the most important rules of the emails



Student consider which rules are relevant to the context of their response



Teacher assists if required
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2.1. List of Do’s and Don’ts
Do’s










Use a topic in the subject line
Use capital letters where
appropriate
Use exclamation marks where
appropriate
Use consistent font
Write short emails
Say the most important information
first
Use bullet points/numbering
Use appropriate closing
Use your full name

Don’ts


Do not leave blank the subject line
(or ‘say hello’ as a topic)
Do not use ALL CAPITALS (it is
shouting)
Do not use many exclamation marks
Do not use different fonts
Do not write long emails
Do to leave the main point till the
end
Do not write all information as one
long paragraph
Do not send without closing
Do not use nicknames










CHAPTER 3: CONSOLIDATING EMAIL NAVIGATION AND ETIQUETTE
Remember, seeing as you are driving this experience for your students, it is essential that you
maintain your ‘cover’ at all times. As far as the students are concerned, this is true. Very true. They
may eventually figure out that they are inside a story and when they do they will suspend their
disbelief. They may have already. But remember, this is all very real…

So, your students have taken the plunge and entered the Email Etiquette Competition. You will
take on the role of The Cheese Knife (because he’s a bit busy himself at the moment!) and send
the emails to the students. You’ll need to create a few email accounts which you’ll use in different
parts of the story. In this chapter, The Cheese Knife replies the students with his feedback on their
knowledge of the email etiquette. Hopefully, he will confirm that they have the skills required to
contribute to a very special community resource and that they should be on the lookout for
something called ‘The Packet of Close Shaves’.

*****
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LESSON 3
LEARNING AIMS:
1. Refining understanding of the email etiquette
2. Consolidating the key vocabulary related to email practices

TEACHER PREPARATION


Replying to the students’ emails with the rules of email etiquette



The Cheese Knife (you, the teacher, take on this role) replies to the students’ emails with
feedback on their work and further instructions. See competition entry email response in
the resource box below (Resource 3.1).



If students have not done well, comment on what they need to fix up, then ask to resubmit.
If students have done well on the competition: a comment on the student’s entry, and then
confirming they have the skills required to contribute to a very special community resource
and that they should be on the lookout for something called ‘The Packet of Close Shaves’.



Print out the short texts from Resource 3.2. Put them in a big envelope. Get someone to
deliver it to your classroom or hide and ask students to find.

ACTIVITY 1: READING THROUGH EMAIL REPLIES WITH STUDENTS


Students checking emails to see if there are any updates on students’ participation in the
competitions.



Reading The Cheese Knife’s reply



Discussion: What’s going on? Who is emailing them and why? What do they think this
community resource about luck is for?

ACTIVITY 2: FINDING THE ‘PACKET OF CLOSE SHAVES.’
As you are reading the email replies with the students, you learn about this ‘Packet of Close
Shaves’ and so you look around for it. Maybe the kids help you - or maybe it is in an obvious place.
Once it is found, it is time to see what is inside... (Resource 3.2)

ACTIVITY 3: READING THE CLOSE SHAVE STORIES


‘Close Shaves’ - vocabulary work - double meaning (teacher input)



Reading stories (teacher input)



Reading comprehension (teacher input)
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RESOURCES
3.1 Competition entry email response

From: xxx@gmail.com
Subject: Feedback on your DOs and DON’Ts list

Dear (student name),
Thank you for sending in your Email Etiquette DOs and DON’Ts list.

You were able to clearly list many important points of email etiquette. You have
shown that you are beginning to learn the skills needed to help create an
important community resource.

My name is The Cheese Knife and I am collecting stories about being lucky from
people in the community. I would really like your help.

I have to be a bit secret because there is someone who does not want me to
complete this project. But, more about that later.

Please, look out for The Packet of Close Shaves that will soon arrive in your
classroom.

Yours Sincerely,
The Cheese Knife. (I can tell you my real name later).
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3.2. The Packet of Close Shaves
Close Shave 1
I am an inventor. One day, one of my inventions nearly killed me! It was my favourite
and most important invention, my Porridge Machine. Every Tuesday morning, it is set
to make the porridge and then shoot it into my bowl. But on this special Tuesday,
something went wrong and it kept shooting porridge at me. It wouldn’t stop! I was
covered! I couldn’t breathe or move! Thankfully, my dog was there to help me and get
turned the machine off. I was ok. I decided to make the porridge myself that day. What
a close shave!
Close Shave 2
Let me tell you about my close shave. It happened one day when I got an email that
I wasn’t expecting. The email told me that I need to change my password for my bank
account. I just clicked on the link and started doing the form to change my password.
It asked me to give all my personal details. But before I hit ‘submit’, I noticed that it
was not my bank’s website. It looked exactly the same as the bank’s website but it
was not a real website! I stopped just in time!
Close Shave 3
Two weeks ago, I got an email that promised me a holiday! That sounded fantastic. I
would love a holiday. So, I opened the email. It said all I had to do was send $50 via
my bank account by clicking on the link below. That would be a really cheap holiday!
But, then I noticed a spelling mistake. Can you see it in this line?

Quick! Hurry now to claim your $50 hoilday! It will be the best hoilday of your life!
That’s when I realised that something fishy was going on. I didn’t send the money.
In the paper the next week I read about an email scandal where people had sent the
$50 in and never received anything in return! Phew! I’m so glad I didn’t send the
money but it was a close shave!
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CHAPTER 4: EMAIL SAFETY: FEATURES OF UNSAFE EMAILS
Now comes the time when you (and The Cheese Knife) are sure the kids know how to operate their
emails, and they are having class discussions about close shave incidents. They have read that
they will be contributing to a community resource – The Compendium of Close Shaves – but they
haven’t been told too much about that yet. So, before you begin this lesson you (as The Cheese
Knife), send them an email that explains what they need to do.

Alas, the Spiked Collar has discovered who The Cheese Knife is working with. He attempts to
sabotage his good works, and emails the students, trying to trick them. He tries to fool the class
into sending their stories to him instead and proving to them that no lucky feelings can come from
stories. Bah! What silliness! That will, of course, make him feel so much better, because then his
evil little project will be much safer....
This means that when the students open their emails this lesson, there will be two there… (that
you have prepared and sent before).

*****

LESSON 4:
LEARNING AIMS:
1. Understanding the notion of ‘email safety’
2. Comparing and differentiating features of unsafe and safe emails

TEACHER’S PREPARATION


Email from The Cheese Knife (Resource 4.1)



Email from The Spiked Collar (Resource 4.2)

ACTIVITY 1: CHECKING EMAILS


Checking emails



Discovering two emails - one from The Cheese Knife (Resource 4.1) and one from The
Spiked Collar (Resource 4.2)



Drawing attention to The Spiked Collar’s email - it has a suspicious subject line. You, as the
caring teacher you are, might say “Oh, that one doesn’t look quite right. Hmm, let’s read the
one from The Cheese Knife first, as we know that will have the information we need.”
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ACTIVITY 2: STUDENTS READ EMAIL FROM THE CHEESE KNIFE ABOUT THE
COMPENDIUM


Reading email from The Cheese Knife (teacher input)



Comprehension activity (teacher input)



Checking the newspaper (from lesson 1) to find 4 community people and their email
addresses (Resource 4.3)

Once you have worked through this email and the newspaper with your students, they may want
to get started straight away. Teacher: “But, wait, wasn’t there another email in your inboxes? Maybe
we should see what that is about first?”

ACTIVITY 3: STUDENTS READ EMAIL FROM THE SPIKED COLLAR: THE SUSPICIOUS
EMAIL


Checking emails again



Reading The Spiked Collar’s email as a class (teacher input)



Discussion: “What is it about this email that doesn’t seem right? Why are we suspicious of
it?”



Identifying features of unsafe emails (teacher input) (Resource 4.4)



Downloading/listening to an mp3 attachment & discussion of other types of attachments
(Resource 4.4)
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RESOURCES
4.1 Email from The Cheese Knife about The Compendium of Close Shaves
From: XXX@gmail.com
Subject: Your invitation to contribute to The Compendium of Close Shaves

Hello again dear student!

As you know, I am collecting stories about being lucky. I really need your help.
These stories will make The Compendium of Close Shaves. This will be a
collection of life lessons about luck. If there is such a book for people to read,
then maybe more people feel luckier. Maybe then they will be luckier too!

Will you help? Please email one person in your local community and ask to
share a story about a close shave they have had. You find these people and
their email addresses in the newspaper I sent you sometime ago. But think
carefully about your emails.

I will write again soon,

Yours in Luck
The Cheese Knife.

4.2 Email from The Spiked Collar with a mp3 file
Subject: A Great Opportunity For You!

There is a great prize waiting for you! All you have to do is send an attachment
with your name and address and a story about being lucky. Then you will
receive your prize. It will be amazing!!! You must reply NOW!!!

And there is something very funny for you in the attachment! DOWNLOAD IT!
*any mp3 file to discuss unsafe attachments. As this narrative was based on Wallace
and Gromit, the file used in the project was the sound that a sheep makes.
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4.3. Community people
Find 4 photos in the newspaper and add email addresses (that you create)
at the bottom of the picture. The original pictures in the newspaper have been
clearly altered so that students can find them easily.

4.4. Features of unsafe emails
1. The email doesn’t address you by name
2. All-cap, urgent, and shout-y subject lines
3. Attachments with extensions like “.exe,” “.com,” “.bat,” or “.scr” (or, more
cleverly, a double extension like “.doc.exe”
4. The email contains requests for personal information.
5. Message promising large sums of money in exchange for providing a
trivial service (or You’ve won a prize in a competition you never entered)
6. Messages emphasise urgency to create a sense of panic. They might
tell you that your email has been hacked or your bank account details
have been compromised and you need to act NOW or else something
very bad will happen.
7. Messages promise a funny video or a funny joke (attachments or links)

CHAPTER 5: EMAIL SAFETY: STRATEGIES TO DEAL WITH UNSAFE EMAILS
The Cheese Knife has heard about The Spiked Collar’s attempts to trick the students. He pleads
with the students not to answer his emails. He also asks them to compile ‘An email safety kit’ to
proceed with the project. He can’t communicate with the students any further to finish the
Compendium until he knows they will not be fooled by an unsafe email.
The Spiked Collar continues his attempts too…
This means that when the students open their emails this lesson, there will be two there… (that
you have prepared and sent before).
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*****

LESSON 5:
LEARNING AIMS:
1. Comparing and evaluating email messages
2. Applying the features of unsafe emails
3. Formulating strategies ‘what do you need to do if receive unsafe email’

TEACHER’S PREPARATION


Email from The Cheese Knife telling them that he knows about The Spiked Collar’s email
(Resource 5.1)



Second email from The Spiked Collar (Resource 5.2)

ACTIVITY 1: REVISION OF FEATURES OF UNSAFE EMAIL


Revising features of unsafe emails (teacher input)

ACTIVITY 2: READING NEW EMAILS AND FINDING MORE EVIDENCE


Reading emails (teacher input)



Applying the features of unsafe emails

ACTIVITY 3: STRATEGIES TO DEAL WITH UNSAFE EMAILS
Teacher: “Now that we have identified what a suspicious email looks like, what do we do about
them? Are the emails from The Cheese Knife suspicious? Should we have been responding to
those?”


Discussion about what can be done if students receive unsafe emails (teacher input)
(Resource 5.3).



Should we respond to The Spiked Collar or not?



Why can’t we trust these emails?

ACTIVITY 4: ASSESMENT 1: AN EMAIL SAFETY KIT


Students email The Cheese Knife showing that they know the features of unsafe emails
and the strategies
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Writing up their own individual lists of unsafe email features



Generating the strategies

Marking rubric for Assessment 1 can be found in the Appendix 1 of this handbook.

RESOURCES
5.1 Email from The Cheese Knife telling them that he knows about the email from
The Spiked Collar

Subject: beware of unsafe emails

Dear Students,

I have been emailed by your teacher to tell me that you have received an email that you
weren’t expecting. It sounds like a very unsafe email and I bet it is from The Spiked
Collar! He is trying to stop our project!

Before we keep collecting stories, we must be sure that you know how to deal with unsafe
emails like this. Tell me, what features of his emails tell you that you can’t trust it?

Yours Sincerely,
The Cheese Knife

5.2 Second email from The Spiked Collar
Subject: Quick! GET YOUR PRIZE!!!
Time is running out for you to GET YOUR PRIZE!!! We can’t wait to read your stories about
luck.
You can TRUST this email!!!
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5.3 Strategies to deal with unsafe emails
1. Do not open attachments from anyone you don’t know
(especially“.exe,” “.com,” “.bat,” or “.scr”, “.doc.exe” )
2. Do not share personal information
3. Do not reply
4. Delete them
5. Tell the adult you trust

CHAPTER 6: AUDIENCE AND CONTEXT IN EMAILS
Phew! The Cheese Knife is so relieved that the students now know how to identify unsafe emails.
He (you, the teacher) emails the students to say that now we can proceed with our community luck
project. But do beware if The Spiked Collar does send you anymore suspicious emails - or anyone
else for that matter. They may now come from him you know.

To continue with gathering stories for the Compendium, students need to choose one person from
the newspaper and email him or her. And, they need to make sure that your email is appropriate
for this person.
Not sure what that means? Lucky I’m here to help you! I attach some activities for you.

*****

LESSON 6
LEARNING AIMS:
1. Identifying and comparing the features of emails considering
context, audience and purpose
2. Applying relevant social protocols
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TEACHER’S PREPARATION


Email from The Cheese Knife (Resource 6.1) with the activity
attached (Resource 6.2)

ACTIVITY 1: APPROPROPRIATNESS OF EMAILS: IDENTIFYING
AND APPLYING


Activity (Resource 6.2)

RESOURCES
6.1. Email from The Cheese Knife about continuing on with the collection of stories.
From: The Cheese Knife XXX@gmail.com
Subject: Keep on with your important story work

Dear Students,

Ah, I feel so much better now knowing that you can recognise an unsafe email! It is a great
relief.

It is now time to get back to collecting the close shave stories to make the Compendium.

Remember to be polite in your emails if you are going to ask someone for a story. Check
the newspaper I sent you some time ago. You can find 4 people and their email addresses
that I added for you. You just need to choose one person. I also attach an activity which
will teach you how to be polite with different people.

Yours In Stories,
The Cheese Knife
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6.2 Formal and informal emails
A student needs help with homework and can’t hand it in on time. This
is the email they sent. It is not done properly.
1.

Highlight all the parts that are not done properly.

2.

Rewrite the email properly and send it to your teacher.

Remember the 5 parts of emails. You need to have a
Formal

informal

1.

Subject

In a few words say what the email is about

2.

Greeting

Dear Mr [surname] ,
Dear Ms [surname] ,

3.

Message

Politely say what the email is about. Let the person know if you want
them to do something. E.g. Could you ……?

4.

Closing

Yours sincerely,
Regards

Thanks,
Cheers,

5.

Name

Mr John Smith
Peter Xu- M4B

John
Mary

Hi Andrew,
Hi Janine,
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CHAPTER 7: REQUESTING INFORMATION IN EMAILS
Now it is time to get this important project happening! You and your students have done much work
towards having email skills, so now it’s time to put them into practice. Your students now need to
compose an email that asks someone to send them a story about a close shave they have had.
This is essential luck-saving work!

Students write and send the email, and because we need to give people time to reply (you might
ask them to reply ‘at their earliest convenience’) The Cheese Knife thought you would all benefit
from watching his story.
But, keep it to yourselves, he tells the students. Look carefully for things you already know…The
students watch the close shave story that The Cheese Knife has sent them. They see and hear all
sorts of phrases and things that they have come across during their emails with The Cheese Knife
and the Packet of Close Shaves.

*****

LESSON 7
LEARNING AIMS:
1. Writing email requesting information in a polite way considering audience and context
2. Consolidating vocabulary related to the ‘Close Shave’ movie

TEACHER’S PREPARATION


Email from the Cheese Knife (Resource 7.1)

ACTIVITY 1: WRITING AN EMAIL ASKING FOR A STORY


Students choose one community member from the newspaper



Identify what type of email needs to be sent to this person (teacher input)



Email the person and ask for a story

ACTIVITY 2: WATCHING THE MOVIE & DISCUSSION (teacher input)
https://www.youtube.com/watch?v=yaCT4g46-Pg
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What Close Shaves were there in that movie?



Just the one?



Several?

RESOURCES
Resource 7.1 Email from The Cheese Knife telling the students to watch his
story.
From: xxx@gmail.com
Subject: It’s time to share my story with you

Hello there again,
It’s time for me to share my close shave story with you I think. I’ve made a video of it.
You can watch it here. Or you could watch it with your classmates. That might be a
good idea. Then you can talk about it with them. I am very lucky to have lived through
many close shaves!

Happy Watching,
The Cheese Knife.

CHAPTER 8: PREPARING ATTACHMENTS
The students collect the close shave stories they have received. It looks like people often have
close shaves! How about the students? Did they have one?

*****

LESSON 8:
LEARNING AIMS:
1. Creating a short narrative demonstrating understanding of ‘close shaves’
2. Operating digital technologies to prepare an attachment
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ACTIVITY 1: COLLECTING THE STORIES (teacher input)


Checking emails



Discovering stories from community people (Resource 8.1)



Saving them as a word document - preparing attachments

ACTIVITY 2: SHARING THE STORIES (teacher input)


Reading



Discussion



Preparing attachments: saving stories on the computer (extension*: forwarding emails)

ACTIVITY 3: REFLECTIVE JOURNAL WRITING (teacher input)


Students write their own ‘close shave’ stories



Preparing attachments: saving documents on the computer

RESOURCES
8.1 Close shave stories from the community people – story 1 (Tamara)
Dear …
Thanks for your email. I really like the idea of ‘The Compeendium of Close Shaves’ and I
am happy to share my story.

Every Sunday morning I ride my bike. I like to exercise and spend time in the fresh air.
Last Sunday I went out to enjoy my regular ride on the local bike path. As I was riding, I
noticed several beautiful birds sitting on the grass. I couldn’t stop looking at them!
Suddenly I heard the bike bell. I turned my head and… oh, no! There was another rider! I
turned left as quickly as I could. He did not hit me but it was a close shave! Now, I am
more careful and always focus on the road.

Regards,
Tamara Lloyd
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8.1 Close shave stories from the community people – story 3 (Joshua Martin)
Hi…
What a great idea! I’d like to share my story. It was not a close shave for me but I was
there to help.

A few weeks ago I was helping my aunt at her wildlife shelter. I was doing some work
outside near the lake and suddenly, I hear very strange noise in the high grass near
the water. I want to check and I saw a baby swan. The swan became trapped in
fishing wire . The bird was almost under the water. The water was cold and dirty but
I really wanted to save the swan. So I walked into the water and pulled it to a safe
place. It was just on time! What a close shave for a poor bird. He is ok now – safe and
happy on our farm.

Cheers,
Josh

8.1 Close shave stories from the community people – story 2 (Gayle)
Dear …

Thank you very much for your email. I certainly had a close shave ten years ago and I
am going to share this story with you for The Compendium of Close Shaves.

It was a cold and rainy winter afternoon in Melbourne in 2015. The wind outside was
very strong. I was staying at home and reading a book. Suddenly, I heard terrible
noise. First, I couldn’t understand what was going on. But in a second, I saw a huge
branch of a gum tree crashing through my roof in the room. I was not injured but I was
scared. The branch missed me by one metre! I was so lucky. It was certainly a close
shave. So you’d better stay away from big gum trees on windy days!

I hope it helps,
Gayle Tierney
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8.1. Close shave stories from the community people – story 4 (Tabatha Kemp)
Hello,

I like the idea of the Compendium of Close Shaves. I am happy to share my story.
Here it is!

Our school gives us maths homework every day but it is so much fun! We usually
get some cool games to play. Last week, our maths homework was super
interesting because our teacher, Ms Simpson, taught us how to play some card
games. I really wanted to play with my brother Shaun and, of course, win!
We started playing. He was so good at this game and he had good cards. I almost
lost this game. But guess, what happened? I pulled my last card out
and …HOORAY!!!! I WON but it was such a close shave.

Cheers,
Tabatha

CHAPTER 9: SENDING AN EMAIL WITH AN ATTACHMENT
Time to submit the stories! The Cheese Knife emails students the instructions.

*****

LESSON 9:
LEARNING AIMS:


Assessment

TEACHER’S PREPARATION


Email from the Cheese Knife (Resource 9.1)

ACTIVITY 1 / ASSESSMENT 2: AN EMAIL WITH AN ATTACHEMENT


Students check email from The Cheese Knife with the instructions
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Students compose a formal email for the Editor of the Compendium of Close Shaves



Send email using an address provided in the Cheese Knife’s email



Attach stories from the community person (+ their own)

Marking rubric can be found in Appendix 2

RESOURCES

9.1. Email form the Cheese Knife about submission
From: xxx@gmail.com
Subject: Please send your stories in a word doc

Hello!

You need to write a letter to the Editor of The Compendium of Close Shaves and
attach your stories as a word document. The Editor is a very serious person so
make

sure

your

email

is

appropriate.

Here

is

the

address

-

XXXEditor@gmail.com

Many thanks,
The Cheese Knife.

CHAPTER 10: CONCLUSION
The Cheese Knife is rapt! He emails the students. This is better than he could have expected! He
can feel the luck running through him. He assembles the Compendium of Close Shaves and
communicates with the students one last time.

Luck has been collected and passed on. The world will be better for it.

*****

LESSON 10:
25

LEARNING AIMS:


Consolidating a range of email skills developed in the unit



TEACHER’S PREPARATION


Assembling a digital copy of The Compendium of Close Shaves



Email from the Cheese Knife (Resource 10.1)

ACTIVITY 2: DISCOVERING THE COMPENDIUM OF CLOSE SHAVES


Checking emails



Discovering a digital copy of the Compendium



Printing out and making hard copies for the students (illustrations etc.)

RESOURCES
10.1. Email from The Cheese Knife with The Compendium of
Close Shaves

Hello Dear Student!
How delightful all of your work is! It has made a lovely collection of stories for the
Compendium! Everything is under control, and I think lots of people will feel lucky
when they read The Compendium of Close Shaves.

The Editor of the Compendium sent me a copy and I have attached it here for you.
I will keep collecting stories from other people in other places, but I do want to thank
you for all of your work.

It has been lovely working with you.
It’s time to go and have some cheese!

Yours Sincerely, and with the luck of stories,
The Cheese Knife.

APPENDICES
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APPENDIX 1: MARKING RUBRIC FOR ASSESSMENT 1
ASSESSMENT 1: AN EMAIL SAFETY KIT
STUDENT: _______________________________________________________
Concerns
Areas that Need
Work

Criteria
Standards for This Performance

Advanced
Evidence of Exceeding
Standards

Criteria #1: operating email
The student composed and sent an email which has:




Correct email address
Subject/topic
Relevant content

Criteria #2: using appropriate social protocols formal
The student sent a formal email using:





Appropriate greeting and closing
The most important information first
Paragraphs and bullet points (if relevant) for
clarity
Polite language

Criteria #3: critical engagement with email


The student formulated a number of features of
unsafe email texts



The student recommended a number of
strategies to deal with unsafe emails
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APPENDIX 2: MARKING RUBRIC FOR ASSESSMENT 2
ASSESSEMENT 2: AN EMAIL WITH AN ATTACHMENT
STUDENT: _______________________________________________________

Concerns
Areas that Need
Work

Criteria
Standards for This Performance

Advanced
Evidence of Exceeding
Standards

Criteria #1: operating email
The student composed and sent an email which has:





Correct email address
Subject/topic
Attachment
5 parts of the email

Criteria #2: using appropriate social protocols
considering audience and context
The student sent an email to the Editor using:





Appropriate greeting and closing
The most important information first
Paragraphs and bullet points (if relevant) for
clarity
Polite language
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