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Lesson Plan: Describing processes and procedures

Level Intermediate / Advanced (B1-C1)

Time 60-75 minutes

Skills Writing, grammar, vocabulary

Focus Passive voice in process writing; sequence language; technical description; IELTS Task 1

OBJECTIVES

By the end of the lesson, students will be able to:
« Use the passive voice correctly to describe impersonal processes
« Use sequencing language to show the order of steps clearly
« Write a clear, well-organised process description

« Use appropriate technical vocabulary and avoid unnecessary repetition

TARGET LANGUAGE & EXAMPLES

Passive voice for processes
« The mixture is heated to 80 degrees. (present passive — general/factual)

» The data is collected and then analysed.
* The components are assembled in a factory.
» The passive removes the agent — in a process description, WHO does it often doesn't matter.
Sequence language
« First(ly), Initially, To begin with — for the first step
« Then, Next, After this, Subsequently, Following this — for middle steps
« Finally, Lastly, At the end, Once this is complete — for the final step
* Meanwhile / At the same time — for parallel processes
Describing change and transformation
« is converted into, is transformed into, is turned into
« is filtered, is purified, is separated, is combined with
« is heated, is cooled, is mixed, is dried, is compressed
Useful constructions
« Once the first stage is complete, the material is passed to...
e This is followed by...
* The process begins with... and ends with...

At each stage, quality checks are carried out.

Meaning & Nuance
Sequence phrase Stage Example

First / Initially / To begin with first step First, the raw materials are sourced.



Then / Next / After this middle steps The mixture is then heated for 20 minutes.

Subsequently / Following this next stage (more formal) Subsequently, the product is cooled.
Meanwhile / At the same time parallel process Meanwhile, the packaging is prepared.
Finally / Once complete last step Finally, the goods are shipped to retailers.

LESSON PROCEDURE

1. Warm-up: How is it made? (5 min)
Task: Show an everyday object (chocolate, paper, a brick). Students guess the process.

- Elicits process language naturally; creates curiosity.

2. Presentation (15 min)
Task: Passive voice in process writing: why we use it and how to form it.

* Sequence markers: categorise by position in the process.

« Vocabulary for transformation: is converted, is filtered, is compressed.

3. IELTS-style diagram description (20 min)
Task: Students write a 100-120 word description of a process diagram.

« Provide: a simple flow diagram (water purification, chocolate production, recycling).

¢ Requirements: at least 6 passive constructions, 4 different sequence markers.

4. Peer review (15 min)
Task: Swap descriptions. Check: is passive used consistently? Are sequences clear?

« Also check: is there variety in sequence language, or just 'then, then, then'?

TEACHER NOTES

* Process writing is a specific IELTS Academic Task 1 text type — high exam value.
 Students often switch unnecessarily between passive and active in process writing — teach consistency.

« The transformation verbs (is converted, is filtered) are best taught as a vocabulary set alongside the grammar.

EXTENSION / HOMEWORK

Choose one or more:
1. Write a process description of how something in your industry or area of study works.
2. Write a 120-word description of a process diagram using passive voice and sequence markers.

3. Rewrite an active-voice process description in passive voice and compare the effect.
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