
 



 



 



 



 



 



 



 



 



 

 



 



 



 



 



 



 



 



 



 



 

 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 



UNIT 7: COMPOSITIONS 

Teaching of Composition 

Composition is the expression of child’s thought. The power of expression is a matter of skill rather 
than of knowledge. Therefore, teaching of composition has a great value in developing the skill of 

expression. Composition is defined as an art of putting together terms of language to express one’s 
thoughts and feelings. 

The word ‘composition’ is derived from the Latin word ‘componere’ which means to put 

together. So ‘to compose’ means to bring together words or sentences or to put together. Thus 
composition means putting together words or sentences. The essential feature of composition is to 
sequence the proper word at the proper place in a sentence and proper sentence at proper place in 
writing. 
Thus composition is one of the important aspects of language learning. It is an integral part of teaching 
of English. 
Objectives of Teaching Composition: 
Composition is taught to enable students to acquire mastery over language. We should remember that 
composition is to be taught orally first and then it should be taken up in written form. The objectives of 
teaching composition can be mentioned as under: 
- To enable the students to write legibly and correctly. 
- To develop the habit of clear and logical presentation. 
- To stimulate students to think about a situation provided. 
- To teach students how to organize thoughts and ideas in accordance with the accepted usage. 
- To develop their vocabulary 
- To develop imagination of students. 
- To help students think freely. 
- To develop students power of expression in writing as well as in speaking. 
 

Types of Composition 
Composition is of two types, namely: Guided composition and free composition. Both guided and free 

composition can be oral or written. Let’s try and understand these types; 
- Guided Composition: 
Guided composition means composition in which guidance is provided to learners i.e. guidance of 
vocabulary, structure or ideas. Guided composition is also called controlled compositions because there 
is a control of structures, vocabulary and ideas by teacher. 
Controlled Composition: 
At a stage further the learners may be given a broad idea about the theme, the number of words 
required in a given composition and the guidelines about the difficulty level. In this way students may be 
given an exercise in controlled writing. It should be like a systematic habituation programme. This 
programme should be so arranged that what is written is guided and controlled with the aim of getting 
as close as possible to the situation which the teacher wishes the pupil to use in a particular piece of 
writing. 
The frame for controlled writing should have the following features. 
a) It must enable the teacher to choose the patterns and also, to some extent, the vocabulary to be 
used. 
b) It must reduce the chances of error to the minimum. 
c) It must allow for progressive grading into freer writing. 
- Free Composition: 



Free composition means doing composition work freely and independently. Hence, learner is free to use 
any thoughts, structures, vocabulary, etc. No guidance is provided. Free composition may also be called 
unguided or uncontrolled composition.  
At the early stages of language learning guided composition is of great help because students are 
beginners and they cannot write without proper guidance. At the initial stage hundred percent guidance 
is provided by the teacher but later it is reduced to minimum. A stage comes when students do not need 
any guidance of the teacher, thus free composition stage is reached. It is the ultimate goal of teaching 
composition to enable students to express themselves freely in oral and written communication 
(Khalique, 2007). 
 
CORRECTION PROCEDURE 
 Self-Assessment: Self-realization is best served for one's improvement rather than any outer impulses, 
That way, students may be encouraged to evaluate their own writing. Students can be advised to write 
something daily on any familiar situations. While writing as a task to improve their language skills, they 
should not be expected to search for ideas. If they spend more time on searching for ideas, their 
aspiration for language learning will go down. At one time only one task should be given. Even their 
writing need not be corrected by others. If they see their own writing after a few days, they will be able 
to find some mistakes in them. So, they have enough opportunity to produce some writing on their own 
and correct them by themselves. That way, very silently, they will be improving their language skill in 
writing. Peer group Assessment: Mostly students are quite comfortable with their peer group. This can 
be utilized for assessment of writing. The entire class should be divided into meaningful groups. The 
teacher has to ensure that at least one English knowing student is present in each group. These leaders 
of each group will correct the write up of the students in their groups. Students also may not hesitate to 
get their clarified by their peer mates. Devising a Marking Code: Teachers can devise a marking code, so 
as to maintain uniformity in correction. Some of the symbols are suggested: Sp = wrong spelling T = 
wrong tense P = wrong punctuation ( ) = rearrange ideas, reword and rewrite this part. IR = irrelevant NR 
= not required Ww = wrong word 
 

Letter Writing 
Correspondence is one of the chief means of keeping oneself in touch with those separated by distance. 
Letters thus bridge the spatial gap. Both formal and informal communication is possible through letters. 
With the advent of information technology e-mail has become more popular, yet letters continue to be 
the main form of official and unofficial communication. 
a) Informal or personal letters - Letters written to friends< relatives, parents etc. are personal letters. 
The tone is intimate and there is much room for the communication of emotions. The solution in such 
letters could be like : 
My dear Brother 
My dear Sister 
Dear Tom 
Dear Samir 
The complimentary close should be in agreement with the salutation. For example : 
Yours affectionately, 
Your affectionate brother, 
Your loving friend, etc. 
The body of the letter will consist of information to be communicated along with the message and 
enquiry of well-being. 



The students may be asked to write letters about topics familiar to them. However, they must be taught 
to follow the structural pattern of the letters closely. The right hand top corner of the page may be used 
to write the date and the sender’s address. 
The structure of a personal letter could be like this - 

i) Sender’s address 
ii) Date 

iii) Salutation 
iv) Body 
————————————————- 
————————————————- 
————————————————- 
————————————————- 

v) Complimentary Close 
vi) Signature 

vii) Receiver’s address 
 
b) Formal letters - Formal letters can broadly be categorised into two : 
(i) Official letters 
(ii) Business letters. 
The learners learning writing skills are likely to use this form of letter more than the personal letters. The 
category of official letters includes applications for leave, job applications, letters of complain to 
authorities, joining reports, request letters etc. Business letters include letters seeking information, 
providing information, letters for placing orders, for supplying goods, sale letters, tender notices etc. 
The structure of a business letter could be as follows: 
(i) Heading 
(At the top like the letter head of a company) 
Heading 
———————————————————— 
———————————————————— 
———————————————————— 

ii) Date 
________ 

iii) your reference 
our reference 
iv) Inside address 
—————————— 
—————————— 
v) Attention 
—————————— 
vi) Salutation 
—————————— 
vii) Subject 
—————————— 
viii) Body 
———————————————————- 
———————————————————- 
———————————————————- 
———————————————————- 



ix) Complimentary Close 
——————————————- 

x) Signature 
xi) Identification Marks 
xii) Enclosures 
 

While teaching students to write formal letters it must be clarified that they need to be direct, 
matter of fact and to the point. However, in business letters certain degree of politeness is required so 
that the deals are materialized and even the refusals do not become offensive. 

The salutation in formal letters ought to be very formal. Some of the examples of salutation with 
corresponding complimentary close are given below: 
Sir, 

Yours faithfully 
Dear Sir, 
Dear Madam, 

Yours faithfully, 
Yours truly, 

 
Dear Mr. Vivek 
Yours sincerely, 
In formal letters the signature should be accompanied with the name (in brackets) of the officer signing 
the letter. 
The lay out of the official letters is of the following types: 
i) The indented form 
ii) The Block form 
iii) The Complete block form 
iv) The Semi Block form 
v) The Hanging-indented form 
The most popular form of lay out used in official and business communication these days is the 
complete block form. In this form all parts of the letter are aligned with the left margin except the 
heading which is printed. A letter in this form saves more time because indentation is no required for 
any part. In this form generally open punctuation is followed. 
 

Heading 
———————————————————- 
———————————————————- 
Date - (e.g.) 14 May 2007 
Address of the receiver 
———————————————————- 
———————————————————- 
Salutation 
Body —————————————————- 
———————————————————- 
———————————————————- 
Complimentary close (e.g.) Yours faithfully 
Signature 
Name    (e.g.) P.Selva 



Identification Mark  (e.g.) RPB/PP 
Enclosures   (e.g.) Encl – 1 
 

Précis Writing 
Précis writing is a form of composition which includes comprehension, summarizing and conclusion. The 
process consists written after reading the given passage. The size of the précis is one third of the original 
passage. While teaching précis writing, the students may be acquainted with the following steps: 
1. Scanning : The students should read the passage given and mark important words and phrases. 
2. Taking notes : After reading the passage thoroughly they should write down certain points which 
carry the essence of the passage. Then they should develop those points to compose the précis. 
3. Giving the title - At the end the central idea of the passage should be written in the form of a phase 
and used as the title of the précis. 
Usually the students reproduce the sentences from the passage. They should be taught to avoid this and 
write their sentences. For condensing the passage they may be suggested to dispense with the examples 
and illustrations. 
 

Report Writing 
Report writing has been of late incorporated as a writing skill at different levels. A report is different 
from an essay, a fact which is usually over looked. It involves the use of a number of research techniques 
and methods of collection, tabulation, analysis, representation and drawing inference from the data. A 
report is thus an objective description of occurrences written in a fixed format. 
 
Collection of data : Collection of data can be done through schedule, questionnaire, interviews, 
observation, telephone conversation and from secondary sources already available. Scientific tools 
should be used to collect primary data. 
 
Tabulation of data : Collection of data through schedules, questionnaires, filed visits etc. should be 
followed by their tabulation. Unless they are put in a proper table they cannot be anlaysed. 
 
Figurative Representation : Collected data can be presented through different figures like graph, 
histogram, bar chart pie chart etc. This helps in a visual presentation. 
 
Analysis of data : The data can be analysed through comparison and contrast, using statistical tools like 
mean, mode median, chi-square test etc. 
 
Interpretation of data : After analysis of data, the reporter interprets them in order to draw some 
conclusions on the basis of the objectives and the data available. 
 
Drawing Conclusions and Offering recommendations : The interpretation leads to conclusion on the 
basis of which recommendations can be given. 
 
Features of a good report : A good report needs to be objective, analytical and representative. It must 
be presented in the required format with the structural components divided into the front, middle and 
back parts. 
 
 
 
 
 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 

 
 
 
 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 



 


