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Aspect; 
READING AND 
LITERATURE 
 
Topic; 
Silent Reading 

By the end of the 
lesson the Pupil will 
be able to; 
 
read given text 
quietly and fast. 
 
RPK 
Pupils have been 
reading silently and 
aloud. 

Introduction; 
Select a reading text 
from the Reading 
textbook. 
 
Activities; 

1. Discuss 
keywords and 
vocabularies 
in the reading 
text with the 
Pupils. 

2. Pupils 
brainstorm to 
read silently 
for 20 
minutes. 

3. Assist Pupils 
to answers 
comprehensio
n questions 
about the 
passage read. 

Audio Set, 
Word Chart, 
Sentence 
Cards, letter 
Cards. 

What is silent reading? 
 

This is a situation whereby a child doesn't 
read loudly. Instead, the child reads quietly to 
himself. This may involve silent speech or 
subvocalization. One can define silent reading 
as the internal speech made when he's 
reading a word, thus letting him envision the 
word's sound as it's being read. 

1.reading skills 
2. Vocabulary skills 
3. listening skills 
4. oral skills 
5. Accuracy 
6. Fluency  
 



 
 
Closure 
A model reader to 
read the passage 
aloud to the class. 
 
 

 
 

 

 

 

 

 

 

 

Aspect; 
 
WRITING AND 
COMPOSITION 
 
Topic; 
Letter Writing 

Objective 
By the end of the 
lesson the Pupil will 
be able to; 
 
write formal/ or 
business 
letters using the 
appropriate 
registers. 
 
RPK 
Pupils have already 
been taught the 
features of Formal 
letter writing. 

Introduction; 
Review Pupils 
knowledge on the 
previous lesson. 
 
Activities; 

1. Using a Power 
point 
Presentation, 
explain the 
registers used 
for writing 
formal letters. 

2. Pupils 
brainstorm to 
write formal 
letters using 
appropriate 
registers. 

3. Assign a 
formal letter 
to Pupils in 
groups. Each 
group to 
discuss and 
write the 
formal letter 

 

Writing a Formal Letter – Parts of a Formal 
Letter 

When writing a formal letter, always be 
respectful and conscious of your language, no 
matter what the subject of the letter might 
be. To write a formal letter, there are some 
points to be remembered. 

1. Always start with the sender’s 
address 

2. This is followed by the date. 
3. The receiver’s address comes next. 

The receiver can be the name of the 
firm or the one who represents the 
firm. 

4. The subject of the letter is very 
important. It is a statement of the 
purpose of the letter. It should be 
written in a single line. 

5. The salutation can be Dear 
Sir/Ma’am. If it is a person you know 
well, you can address them by their 
name, ‘Dear Shrinath’. 

6. The body of the letter can be written 
in 3 paragraphs. 

1. Writing skills 
2. Vocabulary 

skills 
3. Communicatio

n skills 
 



and report to 
the class. 

 
 
Closure 
A representative from 
each group to read 
their letter to the 
class. 
 
 

o The first paragraph should be 
aimed at introducing yourself 
and stating the purpose of 
your letter. 

o The second paragraph should 
furnish all the information 
about the matter. 

o The third paragraph can be a 
concluding paragraph where 
you lay out your expectations 
regarding the matter. 

7. To close the letter, you can use a 
complimentary closing like ‘Yours 
faithfully’, ‘Yours sincerely’ etc. 

8. Unlike informal letters, 
the signature should include your 
name (in block letters) and 
designation below your signature. 

 

Types of Formal Letters 

There are different types of formal letters, as 
discussed, and they can generally be labelled 
under the following terms: 

• Business Letters 

• Letters of Application 

• Letters to Newspaper 
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