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Class time needed for lesson: 8 classes (50 minutes for each class) 
Class size taught: 36 students 
Target audience: SHS
Objective: Students write electronic letters to a foreigner in a pen pal letter exchange to improve their writing, reading, and comprehension skills.
目的: 生徒が外国人の文通相手とメールの交換を行う。この活動は、英語での書き、読み、理解力を向上させる。
Materials: Tablets or Computers

Procedure:
1. TT Class 1: 
a. ALT will introduce and explain what a pen pal letter exchange is, the purpose of a pen pal letter, and how the exchange will work.
b. Students will be randomly assigned a partner, who is a foreigner.
c. Students will spend the rest of the class writing their first letter, which will primarily be a self-introduction of themselves and questions they want to ask their partners.
2. TT Class 2: 
a. Students will use this class to finish writing the first letter. They will electronically submit the first letter to the JTL and/or ALT by putting the file in a shared class folder on the school server or uploading it to Google Classroom. The JTL and ALT will then be able to access the letters.
3. TT Class 3: 
a. Before TT Class 3: After the students submit their electronic letters to the JTL and ALT, the ALT must edit and send the letters to the students’ partners from the ALT’s own email address. Likewise, the students’ partners must send their letters to the ALT’s email address only.
b. JTL and ALT will hand back the first response letter from the students’ partners.
c. Students will spend some time reading and understanding their partners’ letters.

d. Students will use the remaining time writing their second letter to their partners. 
4. TT Class 4-8:
a. The pattern of writing, reading, comprehending, drafting, and sending letters repeats for several classes following the attached schedule of procedure below.
5. After TT Class 8:
a. JTL and ALT will hand back the fourth response letter from the students’ partners. This can be done during the JTL’s solo class or at the beginning of the next TT Class. 

Schedule of Procedure:
	TT Classes
	Class Plan

	TT Class 1
	Introduction of Pen Pal Letter Exchanges & Write 1st Letter

	TT Class 2
	Write and Submit 1st Letter

	TT Class 3
	Read 1st Response & Write 2nd Letter

	TT Class 4
	Write and Submit 2nd Letter

	TT Class 5
	Read 2nd Response & Write 3rd Letter

	TT Class 6
	Write and Submit 3rd Letter

	TT Class 7
	Read 3rd Response & Write 4th Letter

	TT Class 8
	Write and Submit 4th Letter

	Post-Project Class
	Read 4th Response



Additional Information:
· To facilitate the pen pal letter exchange, the ALT must serve as the only messenger. The ALT is the only person who receives and sends letters; students and their partners should have no direct contact with each other. Neither the students nor their partners will know about each other’s email addresses. This process ensures that the ALT can maintain control over the exchange and that students and their partners’ privacies are protected.
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· The students’ partners should preferably be people that the ALT personally knows in real life. Another option would be to cooperate with another school that is willing to participate. This will help with communication and accountability. 
· This project can be adapted to have a shorter schedule depending on the students’ abilities. Students who write fast will be able to finish writing in just one class period. 
· The project purposefully omits an explanation of the evaluation criteria, as the intent of the project is to simulate a real letter exchange without the need to think about grades. Bringing out the students’ own creativity, curiosity, and natural reactions is the aim. That being said, an evaluation criteria may be used and shared with the students.
· ALTs should keep their edits on students’ letters as light as possible (fix grammatical and spelling errors only) and let the students’ own ideas shine. 
· Any translation apps and websites (DeepL, Google Translate, etc.) should not be used for this project. 
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