DOCUMENT RESUME

ED 124 989::> Ccs 202 819
AUTHOI paker, ¥William H.

TITLE Teaching Business Wri+ing by the Spiral Method.
PUB DATIE 75 -

NOTE. 13p.; Paper presented at the Annual Meeting of the

Xmerican Business Communication Association {(Toronto,
Ontario, Cecember 197%); Not available in hard copy
du2 to marginal legibility of original document

EDRS FRICE MF-3$0.83 Plus Postage. HC Not Available from EDRS.

DESCPIETCES *Business Erglish; *Composition Skills (Literary);
Fducatiornal Thecories; *Effective Teaching; Higher
Fducation; Learning Motivation; *Success Factors;
Teaching Methods; *Technical Writing; *Writing
Skills

ABSTFEACT

Although *there is no one bes* way to teach writing,
the creation of a learaing climate in which students have the least
possible chance for failure will facilita*e the learning process.
Factors irnfluenciny success include student interest in the subject,
spscifically urderstood objectives ard criteria, genuineness of the
teacher, progression frcm simple to complex tasks, demonstration and
modeling of examples, mearingful and purposeful practice,
reinforcement and 1um°d1ate knowlz2dge of results, and active
involveaent of the learncr. App1$catiqn of these learning factors in
*he "spiral me%hod,™ in which the stud&nt progresses through a
step-by-step.process closely aligned with a hierarchy of educational
objectives, results in grzaater part1c1pat10n and skill attainment., An
exarple of this teaching me*hod is outlined for the writing of a
business collection le%tter. (XS)

3 A0k Kok o ok ok ok ok ok ok 3k K 3 K Kk ok 3 ok ok ok ok 3 ok 3% ok sk Kok Sk K K ok oK ok oKk o ok 3k ok ok ok 3k ok 3k ok ok ok ok ok ok ok ok ok ok ok koK
* Docum=n+*s acquirzd by ERIC include many informal unpublished *
* materials not available from othar sources. ERIC pmakes every effort *
* to obtair the best copy available, Nevertheless, items of marginal *
+ reproducibility are often encountered and this affects the quality *
* of the microfiche and hardcopy reproductions ERIC makes available *
* yia tne SRIC Lccument Reproduction Service (FDRS). EDRS is not *
* responsible for “he quality of *he original document. Feproductions *
* *
* *

supplied by ELXS are the best that can bLe made frcr the criginal.
ok ok 3 ok ok ok ok o ok ok ok KK o ok ok sk oKk ko ok ok Kok ok ok ok ok ok ke oK ok K ok ok ok ok oK ok e ok ok ok ok ok o 3K kol ok ook oK ok ok Kok ok ok ok ok




F—-—————-‘-—————-—“———————- US DEPARTAENT OF HEALTH,
EDUCATION & WELFARE Fi
‘. NATIONAL INSTITUTEOF . |, b .
| vy - EDUCATION

| THS DOCUMENT HAS BEEN REPRO
DUCED EXACTLY AS RECEIVED FROM
tHE PERSON OR ORGANIZATION ORIGIN

T NG 1T POINTS OF VIEW OR OPINIONS . - e
STATED 00 NOT NECESLARILY REPRE
-~L NTOFFICIAL NATIONAL INSTITUTE &8

EDLCARION PCSIT.0N CR PO, (Y

©

o

o)

~F « TEACHING BUSINESS WRITING BY THE SPIRAL METHOD'
| ‘

c

L

, ' A Paper Presented at the
' First International Convention
of the
American Business Communication Association
. ) ‘Toronto, Ontario

December 29, 1975

/
|
by
Dr. William H. Baker ,

PERMISSION 0 REPRODUCE THIS
i i s COPYRIGHTED MATERIAL BY MICRO
Assistant Professor of Busimress Education s ““ﬂfiﬁﬁﬁgﬁfi_

A im/},

and Coordinator Of BUSiness Conmluqication 10 EG;C_;ND ORGANIZATIONS OPERAT
ING UNDER AGREEMENTS WITH THE NA
TiONAL lNSTnungcé:':NDuocuAszo'o;E
Brigham Young University el T o

ION OF THE COPYRIGHT OWNER

Prove, Utah 84602

s M / ¥ 2
BEST AVAIDso...0 COPY

ERIC - s




O

ERIC

Aruitoxt provided by Eic:

. TEACHING BUSINESS QRITING BY THE SPIRAL METHOD

Introduction

Is there one bcsE'Wgz_to teach effesrive business writing? A host

of different ideas have been rezearched in an attempt to discover the
most important factors related-to effective writing in;truction._ A few
of these are:
--the cffect of class size on writing improvement
~-the use of progruﬁmed materials in teaéhing business wriéing
--the effect of reading‘ys. writing on learning to write
--the impact of intclgigegée on writing achievement - \
--thé correlation between knowledge of functional grammar and the
ability to write ' |
--the cffectiveness of sentence diagramming as' a learning device in
writing classes
-~the corrclation between writing pretests and tcrminal‘achievéhent
-~the impgct of writing frequency on vwriting achievement
--the effectiveness of detailed vs. gene;a] criticism on students'
writing
--the e;fectiveness of writing without attention given to writing
quality
-—the impact of weekly multiple-choice testing on students' writing
improvement.
the results of these and other rescarch studies dcnliﬁg with writing

effectiveness have gencerally been inconclusive or have shown the familiar

"no significant difference."

-

— Perhaps teachers have been overly critical and unrealistic in

criticizing the written work of students, Have teachers judged the

l - ’ \ )
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‘written work of students as being unacceptable vhen, in fact, it is

acceptuable in the business world? The response to this question is a

1" "

resounding no. In general, businesses and governmental apencies are

highly dissatisfied with: the Eommunication skills of high school and

college graduates.

An article in the education section of the December 8, 1975, issue

of Newsweek depicted the 1nability of our nation's youih to eiﬁrégg__ix

themselves through writing. This six-page article, entitled "Why Johnny !

Can't Urite," indicated that National Assessment of [Educational Progress
has found "the essays of 13- and 17-year-olds to. be far more awkward,

: r )
incoherent, and disorganized than the cfforts of those tested in 1969."

The article stated that "the cries of dismay sound even louder in the

halls of comacrce, industry and the professions, where writing is the

- 4

basis for almost all formal business communication,"
R
1

Those consulted in‘the creation of this article indicated that the
i) .

"simplistic spoken style of television" is having a devastating effect -

- *

on students' ability to write, Uhercas the marvel of television was
ouce lauded as a breakthrough in mass education, the TV is now being.
blamed for the greatest decline in writing ability that we have ever

known. . B. White, essayist emeritus of The Hew Yorker staved: 'Short
- 4

. .
of throwing away all the television sets, I really don't know what we

can do about writing." .

“

5

Instead of sceing improvement in the written work of students, we
are sceing a decline, Jhus, cur job is bécoming more difficult rather
; : ' N

than uore easy.

A}

Factors Affecting Learning
D & IR - i ettt R \

.

In view of all these discouraging facts, une can conclude that

“there is not one best way to teach writing. Perhaps the best approach
one y i Y p I

[ 5]
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to teaching business writing is to create the most ideal learning climate
) most \

t

1

possible, ia climate in which students have the lgast'possﬁble chance for

2
U

1
3

failurce. ITo create such an environment, it is possible to identify a
i v

'

N j .
nunber of {factors that have proven to have an impact on learning.

~ i .

¢ 4 i

Althouph the following list is certainly not all-inclusive, it can be a
£

good working base. '

1. Student interest in the subject being studied., This first

factor is o;c that_tcachers. of business writing face c6nstaﬁt1y. For
some recason business writing just doesn't seem to attract the interegt
that competitive footb;11 and baseball do. An informal survey was
conducted reéently of students cnroilea in business report wrfting at
Brigham Young University to determine the degree of enthusiasm thése
students held for English and writing in their high school years. In
‘the quesstonnatre-the students nlsq ranked their interest in other.
subjects such as mathematics, physical education, social studies, nusié,
art, etc. A ranking of "1" w;s highest, and Lpe‘students ranked an ,
average of eight subject areas. Of the 59 studenis surveyed, only one
.

gave English and writing a "1" ranking. The average ranking given to
) < g ;J >

this topic area was 5.15. 1If this survey is representative of all

5
“

students in business writing classes, it appears that most of the
intérest in business writing must be sparked by the teacher.

In some ny the students need to be convinced that a great amount
o¥ satisfaction can come from creating a wcl]—w;ittcn business documcqt.

In addition, students also need to undepstand the importance of writing
Hd

) \ -

ability in their success as a business person.

2. Specifically understood objectives and criteria. TLarly in the

- ——- e, v

instructional period the students need to pain a clear understanding of
/

e

the ideal terminal achievement level.  The use of clearly stated behavioral

Sy L N R . R
H s oo
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objectives, specific course outlines, and 'writing guidesheets all help

r
|

to inform and remind student$ of the direction they are to fok}ow. One

of the most {rustrating cxperiences students can have is to be unaware

-

of the standards or criteria for measurement for their written work.
Precise and consistent evaluation serves as a continual reminder of the

go~rls for which students should be striving.

u -

3. Genuineness of teacher. It has been stated that "students

-

don't>care how much the teacher knows until they know how much the

-

teacher carés." Ih-addition, in interpersonal communications students

© £

learn that in a consultative-type relationship, offered help is accepted

- - o

much more readily if it is perccived as being genuinely given.. In other

words, help is help enly if it is perceived as help. Students usually -

determine a teacher's sincerity by observing his actioms; all

'second=~

mile'" teaching efforts let students know of a teacher's desire to agsist

them in their learning ef.o.ts.

4. Progression from simple to complex, from known to unknown.e

v

The human brain remembers ideas in the form of mental clustérs. Each

ncw bit of input is related to one of the mental clusters alrcady es-

-
a

tablished in the brain. The closer the relationship between the new

4 .

input and the established mental cluster, the easier the mental diges—‘)
. tion of the new idea will be. When completely foreign input‘is received, .

. .
N the brain is less able to establish proper mental reiationships hetween

the new material and the e¢stablished system. As a result, improper

reiationships are likely to be established or the new information is
. . rejected. Teachers must make certain that new information to the students

is properly and logically tied to their established mental cluster

LY

system. 5
V)
|
\ 4
o ) " .
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5. Demonstration, modeling, or giving examples. An important

part of writing instruction should be the examination and criticism of

both good and poor writinh, and students should determine what makes the

difference between the effective and ineffective writings they examine.

This discrimination ability plays a major part in their ability to

revise akd improve their own writing.

6. Meaninpful and purposeful practice. If learning is totally

- f

effeétive,.the ncwly ucqu}rcd writing behavior will become relatively
automatic. This automatization can be achieved only through meaningful
rractice and repetition of the desired aetions. To a greater or lesser
degree repetition causes the transfer of knowledge from short-term
memory to long-term memory. Since research findings generally suggést
limited re}ationship between knowledge of writing mechanics and writing ‘
ability, the focus of a Qriting program should be on kno;ledge transfer.

’

Through the process of meaningful, determined practice, the student

4

‘bridges the gap between rote memorization and competence in using-the
d .

new learning,

7.  Reinforcement and immediate knowledpe of results. Human

beings act in anticipation of a desired goal. If the goal a person

-

-
sceks is attained, the goal-directed activity is reinforced. If the

anticipated goal is not attained, houever, the tendency to engage in

gimilar goal-directed activity in the future is lessened.  Although
students 1rc motivated and reinforced by many different factors, necarly
cveryoue receives reinforcement from achievement and recognition. A
simple comment like 'vour spelling is much better this time, John" can
mean the difference between outright discouragement and a decision to

try harder next time,
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\ The academie vice president of a pnivcrsit;x a former teacher of
1 3 ,) ‘

4
+  IEnglish, tells the story of a young student iﬂhh4s class some years ago.
. i

The student received from his teacher a %and-back assignment with the
[ " .

1 -

. .
usual numerous red-ink comments. After quickly glancing through the
R N
paper the student sighed in dismay, {'Oh hell, bled to death again.,"

Teachers need to focus on rebuilding as well as on tearing apart.

.

Imriediate knowledge of results is an impdrtant source of reinforce-
ment to students, especially if the feedback is positive. Even if the

feedback is negative, however, students must have evaluation so they can

1

- know whether they are improving in their ability to communicate. And __

4 .
the more immediate the feedback, the better the student will be able to

relate the feedback to the original writing effort.

8. Active involvement of the learner. Active involvement of

learners is effective in causing more vivid experience and, in turn,
betrer retention. Active student involvement can help to stimulate
increased interest that is also critical in the learning process.

Learning which results from passive perception can never compete effec-

tively with that coming from active involvemeat.,

Application of Learning Pactors

,

With these cight factors as a base, a solid instructional method

] 3

g

K

can be built that will ensure maximum chance for success in a business

.

writing class. This method, referred to as the spiral method, takes the
students thfough a step-by-step learning process that is closely aligned

' ' 1
with the hierarchy of educational objectives suggested by Bloom™ and

others.
I
To pet a realistic picture of how this spiral method is applied,

assume that you, a busipess communication teacher, are ready to teach

« . ~

L A
f - i
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studeats how to write a business collection lettetr. You would incor-

-

porate the followiny ten steps into your instruction:

.
" Al

* Step 1. Give the students an aut-of-class introductory recading

assignment. In many cases the .reading assignment would come from the
. f N . ‘

»

by

course textbook., A specially prepared handout could serve the same
| '
purpose, liowever, " . \\

»
- -

. Step 2. Administer a short reauing quiz., A series of questions

‘testing the students” understanding -of the major points discussed in the

* .

reading gives the students more motivation to read and gives you a

a

general idea of the students! comprehenéion.' The reading quizzes may be

. ‘ ™ '
used either for earning class points or simply for students' self-

»

evaluation with no actual class points carned.
4 . . .. ) . ) .
Step 3. lLead a clasé discussion about the concepts tested in the

| ¢

quiz, Disagrcement among students about certain quiz answers provides an

excellent opportunity for active student. interaction.

7
Step 4. Show examples ‘and non-examples. Either during or right

after the quiz discussion, show-tht students scveral cxamples and non-
J | . A ' .
examples of collection letters. During your explanation of the various

strengths and weaknesses of these letters, you woﬁld again encourage
. \
student discussion in an attempt to sharpen their discrimination skills.
. . . . /
Step 5. Assi@n in-depth ovn}uation of several letfers you have
written or collected. This ovnlu;Lion is usually an out-of-class assign-

) ~ .
ment to be done on an individual basis. To guide the evaluation process,

the letter cvaluation form shown in Figure 1 is completed for cach

exdmple by the student, The student rates the letter-in each of the

four arcas showg on the form, and a detailed justification for cach
4

- |

rating is required. From the total points’ received by ecach letter

©

evaluated, the student can casily rank the several,letters from best to

®, N

wvorst.

)
ERIC 7

Aruitoxt provided by Eic:




I
)
i .

ot

Aruitoxt provided by Eic:

.A franspareuncy of your own evaluation isZuseful at this point in the

" ERIC

st
4 :
v
a

\ -
\ .

Step 6. Discuss the sghdcnts' letter evaluations f¥om Step 5.
Compare the ratings given the several letters by the students, Have

different class members explaﬂn-thc strengtaé\end weaknesses of - the
‘ ) v .
letters, Be prepared to add criticisms or compliments of your own if

-
.

N : N 4 ' N '
students do not mention all the characteristics you think are “important.

b
-

14

process. Feel free to introduce any additional diécussion, ékercises,

or cxamples «that you feel arc needed for clnrifiéutiou and learning. v

- .
.

Step 7.’/Have the students apply their -learning by actualiy‘writing

f‘ , . N

4 a letter. The letter problem‘may come from a communziation book or from -

your own creafion. In their writing the students will attempt to in- ‘

corporate all{those strengths' of composition they have read about, «

- “

discussed, and.scen illustrated thus far. s

Step 8. Conduct peer evaluation of writings. Using the form:

[y

i]luscragpd in Figure 1, the students cvaluate their peers' writings.

.

» .
To ensure a certain degree of competency in this evaluation process,
pLA S ;

drvide the class wmembers into pairs so that at least two students are

o

working on each evaluation. Each pair then trades its two papers for
. .
two papers from another pair. In addition the student evaluators must
' » . . R
g1ve detailed justification for their evaluations in cach of the arcas
shown on the form. The abrasive interaction that results whé} the two
: 1
students in each pair try to recach agreement on the rating and evalua-
tion is a marvelous, leatning expdiience in itseld and is the primary
3 . . A - : » . ) ' (]

purpose of this activity. Following this in-c?iss peffr evaluaticn, the
students should look at their own papers to receive iwmediate feedback.

Step 9. Conduct a“Jeacher evaluation of the students' writing. I

Lvaluate the students! assipnments in line with the standards that have

-

10 -




)ui. ) v ey, . "3 , . ".\

. . N
4 L e

| been previously discussed in clags. Tlien, folléwing yourdevaluation, )

1 : > X . ) '

| . ‘match the peer evaluation of cach paper with your own evaluation of that ' .

' . ¥ s ) '

Y b .
papery and grade the peer evaluation on the degrde to.which it agrees oLt

“ ) ’ ° ) . . \

with your own evaluation. Grading the students' peer evaluations puts

»

. _ some real teeth into the peer evaluation process and gives students N
L

added reason to be thorough in their evaluations.

. ' Step 10.  Return the papers and prescribe any additional cxercises

-

. ypu think are nceded. Some students may'need to repeat one or more .

o . LI <
-

steﬁs in theispirai while otheres will have completed the spiral success=- N

fullyvthc first time through’ > //

Sy _
e .7 4 - . C 7/’
. to- . _ )
Analysis of the Spiral Method . ot LT /

. The spiral method of teaching business writing possesses a number // oo
o o of positive characteristics that are worthy of note. ) i !

First, this method is highly flexible and can be adapted to a . /
Variety of student needs. More advanced students might be able to skip /
v . -; - - "‘ o /
one or more of the steps while slower students might .need recycling y “- :

through some of the steps more than once. This method is also flegi%le

L]
in that it can be used with virtually every type ofrrriting inskéuctiqn.
! . 4 { el
. For example, It can be used eﬁsily to teach about all typeg,oﬁ letters /
- ’// . /
{ R - H ‘. .
and reports as well as about specific writing qualitieg/such as coherence, - ¥
: : d ’ 4

’

writing order, scntence structure, style, etc. ./
» s

Second, with this method students are kegt”conslantly involved. In

4 . .
seven of the ten steps students are ‘having dircect, active participation.

The eighth step provides probably the most beneficial $tudent involve-

“

ment of all, No doubt you have heard it said, "I{ you want to learn.
' Kl \ .

" 1n effect, 'this is exactly what is happening in
[ 4

- something, teach it.

Step 8. As Jolhn tries to convince lary that such, and such is wrong wiLA p

{

v T

1t D o
e | ; .
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the paper they ﬁro cvnldﬂting, he is going to have to fefend his §tanJ & | T o
land expln%n why-hie feels the way hé dOLs.~ - \ . L Co
i ) —— g & A= v - N
: . Third, writing fnctors, identified on the cvaluntikn form, arc con- ..
tinually before the students thcreby encouraging“}ﬁqvﬁpqgents to write . . B
» - : ¢ . o

and critique their own Jetter in light of these factdf§.

/s ’ j!r'k,
Fourthy- meanxnyful reretition is built into a simp]e—to-complex o

-/

order of‘information presentation and learning transfer. The student - Ea

-

' begins qt the rote memory level .and' progresses through a series of steps

culmina&ing in thé evaluation of other students' writing. In all but

1 o
thc“ninih step in this method the student has repeated contact with the
. ’ \/

concepﬁ being taught. - , . ' SN

| ! ‘ .
, Fifth, examples of both good and poor wrliting are continually L.

\ - . p
beforethe.students thereby increasing their ability to discriminate- ) '
. N

A (2}

\ 7 : ‘ L. _ .
between gbdod §nd poor writing. As students cvaludte two of their peers, . e,
v : ' \ ) l ~ ‘
they ste at leagt two other ways of attacking a single writing problem. /.

| . .
- -
Cumme\ks that are heard during the peer'cvnluntion sessions take the
\ .
& e ° .
foxm of "1 wish I hld written mine this way" or 'le rcnlly bgnbcd out on
this o&e. Students quickly sealize that theve is not just one way to
\ @
'write,}but they also learn that writing which exhibits correct writing
e +
pr1nc1ples is far casier to read than that whlch does not. ;

» . -
<
.

Sixth,tynricty is built into this method., Dur\nn a single trip up
. : ! 3 T
the spﬂral method, the students are involved in reading, "answering, dis- ‘

N -

) ) . : . o ! . P
- . ~Cussing, teaching, writing, analy=ing, evaluating, and editing.

/ ' N »

Finally, the spiral mothod produces results. Although all students

. * N
are not "A" grade writers when they leave the course, they do experience
. N .

solid improvement as a result of their learning expericnced

-

- . e * . - ) . —

\ . -, -

i 1(:\ - v

1Q ‘ -
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. Students in two report writing classes at Brigham Young University -

experienced the following improvement during a scmester in which they

u

p ’ were taught by the spiral method. -
Assignment i Average A ) ”
: Number grade
’ . 1 240
2 2.63 -
3 2.66 .
. 4 2.80 : . -
5 3.13 A o -.
Ideally, it is desirable to ,see even more progress during a givgﬁ #

Lo \ . o
semester, but an average imprchment of .73 on a 4.0 scale is at least a.

significant change-in the righ:\girection.

\ |

Sunmary > . - p

. /, ..
Most educators would probably agree that there is no-best way to
teach business writiag. - Students enter a class with such diverse inter-

ests, needs, and utellectual levels that the teacher mist develop a

< flexible, thorough, und rigorous methodology to meet these many needs.

The spiral method is one <uck method.

[

”
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