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HOW TO USE THIS CURRICULLM : \

Teachers do not have to be expert ‘grammarians or great writers to help .
students. improve their wrltgng skills. In fact, Adult Basic Education (ABE)
teachers with backgrounds in read1ng often have developed an. -understanding
of language‘¢hat w1ll be enormously useful in teaching writing. -

This curric lum is organlzed to provide such teachers with a perspectlvew_"ﬁg
on intended writing goals for their ABE.students, a dellneatlonwof spec1f1c
writing objectives, and a framework within which writing activities can
effectlvely take place. The curriculum stresses the need to view writing

instruction. as thé teaching of a. developmental process consisting of three

+- ¢ , equally important phases, each of which needs'development. Suggusted .
act1v1t1es, tools, and resources are also included to assist teachers in h )
e setting tnelr own gu1de11nes for instructioh. It is a flexible model for ,
- programs, to bé addpted as needed; however; a suggested procedure for ;
‘e \x using the curriculum follows:. s -

- - .
.

1. Skim it to'get a perspective.

. 2 Trxy somo,writing activities with your students, e.g., begin journal .
writing, free writing, or other writing without focusing on correcting. .

3. Oncofyou have a group of papérs and are famIllar with your students'
actual writing, read through the curriculum more carefully. Read the
0verv1ew and the section on the {Composing Process to get an under-
standlng of the prod‘?s of wr1t1ng 1nsoructfoﬁ.

4. Then read the other sections of the curriculum to see what spec1f1c
appllcaolons are. approprlate to your program needs.

5. Consult the index for specific aréas of 1ntere§f, e.g., beginning
level readers. \ \ . :

. —_— : B

, ) ’ Writing instruction can begin with all of your students, even those in

the first stages of veading. Those who cannot write can dictate their "writing"

to a teacher, tutor; or other student to transcribe. This technique, commonly

known as the language experience ‘story, is alsp-writing (See 051ggALangugg_

Experlence with: Adults 1n the blbllography for' further-discussion).

l

specific writing needs of your students, as a grOUp and individyally, consider
-the following order of procedures using the curri culum as appropr&ate to each
phase: .

- - N . .!‘ ’
After you have samples of your students! wrmtlng\gpd1;;;;\E;;;rﬁined the

'DIAGONOSE: What can the studerits write now? Can they write, for example,
. complete meaningful sentences using conventional punctuation?
. i .

TAKE A WRITING SAMPLE




PRESCRIBE:

i

APPLY

ST
PRIORITIES:

DIVERSIFY:

"

. L N . f
What are‘realistic expectations?, In terms of how long
the students may be enrolled in your program, just what
and how much can be achieved, mastered, or reviewed?

“  LIST OUTCOMES .

What do these adults need to write as parents; workers, and
community members? Considering the life roles they jplay,
what activities dre appropriate? ‘Guide discussions and

interviews.among students to elicit when they need to write,

DETERMINE ACTIVITIES ( ] ‘
. . |

L}

What are the priorities for group and individual instruction?
What should be worked on- first and what sequeace of events
should follow” .

- CONSTRUCT TEACHING PLAN

How can. these adults learn most effectively? What methods
and activities will ensure that if they do not get it the

first time, ths second \time ;hey will?

4 . -

PREPARE' MATERIALS
1 I}
How can I create the most conducive wr1t1ng environment?
What do I need to help me "do it? :

PREPARE YOURSELF, THE STUDENTS, and the SETTING
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OVERVIEW:- THE GOALS OF WRITING INSTRUCTION
FOR ADULT STUDENTS \

In an important sense all of our schooling is designed to-make
us better users of the language...The issue then is not whether
writing is better cr worse, but how we can make everyone more
skillful. ;

Richard. Lloyd-Jories
AriZona English Bulletin

b ‘ ]

Adults write for many reasons. Much of the writing we do is purely
practical--a checkbook entty, an irate letter to the landlord. But beyond the

essential and,even automatic exercise of a practical skill, the ability to write
g1ves us othen~1mportant tools. Writing is one of the mosi valuable ways to !

impreve our ability to think and understand. It is also a medlum--perhaps the
- —greatest ‘medium==for self-knowledge and for communlcatlon.

Students in ABE,programs have much to gain from effective writing
insructioni; however, they are often fearful of writing because of past, experlence.
Instead. of viewing language learning and communication of written "Standard .
English" as a forelgn territory with unexpected disasters and predictable failure,
adult student writers need to learn to make words and language work for them

GOALS T

Exfen51ve research condutted over the last ten yeurs has demonstrated that
it is: not helpful to view the teaching .of writifig as the teaching of grammar
and. correctness. Instead, the teaching of writing should 1ncorporare the phases
which constitute the composing process: prewriting, writing, and 1évising. The
goals of writing instruction include helping student writers approach any writing
task, from the practical to the esotéric, with skill and confidence. These goals .
will be met if we can answer yes to an overall, pragmatic question:

0 . . .

h ]

. . %




IN A WRITING SITUATION,. CAN STUDEN"S COVSISTENTLY Do THE FOLLOWI;NGv
s ) ; A

Write reasonably clear sentences, relatively free of | ,

mechanical €rrors and expressing clear thought : [

oo : [l

-Write fluently , oo . .

rganize their ideas and develop them coherently .

a
.

Write for different purposes and in different forms as ' '
determlned by d1verse audiences R .

-

AdJust style and tone for d1verse c1rcumstances N

Use iresources for aid;as needed (e.g., dictionaries, handbooks.) ' ;
, Perform written tasks needed in’everyday life i
Too-often, adult basic writing students are regarded as ndisabled" or
needlng "remedial" instruction. Instead, .a developmental approach is. needed. ,
Althougb some adult learners have learning disabilities, most do not. These adult :
students are learners whose skill heeds have to be 1dent1f1ed nurtured, and .
\ developed They can do what is essential to writing.intelligible communlcatlons. P
They just have to "be direéted toward. how. Writing meeds to be viewed as a X
developmental vehicle for thinking and communication, a vehicle which is manageable
rather than‘out of control. Teachrng activities need, therefore, to be directed -
toward the development of analytical language ability dnd an understanding of the
functions. gf the words and sentences .one uses: in, relationship to what one wants to
say. ' : - . ‘

L .

2 '

Methodologies to teach writing vary, but if a teacher does ndthing else but the
following with a positive, constructive attitude, writing skill will improve. The
benefits will be so obvious that most teachers will want toﬁexpand instruction: and————-

N ,M_tlmewforwwr1t1ng"~~‘*““*"“”““""" ’
. . \
1. Requ1re some- wr1t1ﬁg every day, from the first class meetlng
2! -Use students' papers as "texts" frequently.
3. Provide for sharing: and respond;gg to Students' papers frequently
> 4, Teach correctness in context, not as isolated skills. -
5. Evaluate whole pieces of writing by responding p051t1vely and - ;
limiting corrections to one or two points per writing. |
6. Integrate reading with writing as often as, possible.
7

. Write ‘with students.

¢

N

, . — ‘
A survey of the recent llterature on writing Treveals some of the folloW1ng .
reflections. " ] .
REFLECTIONS .-

°

...Wr1t1ng 1nvolves “thinking and should be taught that way; one reflects, then
+ .expressés, then better _expresses.




.
-

...Writing is a craft developed through consistent and repeated practice.

«+.Skills 1nvolved in producing written products once acquired, can be applied to

\ most writing tasks. e, *

N, . ’ - . ' ‘, -

\\\ ...Textbooks may not be needed to teach writing; instecad use student writirgs.
- ...Student writers should learn and review writing mechanics and generic skills

in context, not in isolation.

£ " Organization of Instruction
...Writing experiences for adults shbould integrate cheir life experience and
practical needs as students, ;ommqnity members, and workers.

...Providing adequate questioning and directive guidelines (rather than simply
correcting papers) will guide students to find their own erTors.
§ ° - : . b
...We should create a positive writing environment within the classroom: set
aside a specific time for writing, provide an area with resource materials,
and assess studeit and teacher attitudes toward.writing. ,

|
4

...Discussion about writ.ng is essential to %;e process of learning how to write.

C e di
ertlng#ACtIVIEIGS R, . .

\

.In designing wrfting tasks we should find ways to provide for students to
practice writing for different purposes and various audienCes.

...Teachers can accommodate diverse SklllS levels by simplifying tasks for lower
level students; i. e,, adjust time spans for assignments number of tasks,
and complex1t,.w" - -

"'/
- ~...Sttidents need to be encouraged to develop a writing vocabulary culled from their
: ownplives and’ from their writing experiences. .
I
. ...Some writing ought to be fun. . e . ) '
Evaluation and Response ® ‘ h

* -
.

-

...Student writers should bé diagnosed for current writing skill ability upon entry
" into a- program and subsequently evaluated throughout the course of the program.

.

...Students need consistent positive response and encouragement‘after writing. .

..MWriting is better evaluated by whole writing samples rather than simply by
objective testing which does not demonstrate whether a student can actually write
a sentence relatively free of mechanical and other errers. !
...Students! writing,skill and progress are- aided by sharing and responding to their
. writing during the various phases of development. .

.




- : PART ONE :

" ' * SETTING OBJECTIVES
. One of the best ways to determine the writing needs of adult learners
and to design writing tasks for them is to ask the students themselves.

They may respond that their needs are: .

"to—amprove my punctuation and phrasipg"

"to improve my spelling and penmanship' . -
’ ""to write ‘to. my minister" :

"to write flyersifor my tenant patrol" .

""to spell: for my typing class" . »

""to develop my vocabulary"
""to communicate about community problems"
"to take messages'' . ‘
""to write clearly and faster" ' oL
: "to write in all subjects"
. "to write letters to my friend" .
' "to' communicate with my classmates"
"to Copy" '
'""to put.down ideas without looking back to see how many
mistakes I've made" ¢
""to be able to use precise-and concise language in school;
elegant, funny, and expressive words socially; and to ’
write memos on my job." - .
A wide range of adult basic writing needs is evident. The authors :of* these °
quotatlons, ABE students, understand, or at least sense, the significance of
writing 'as the ongoing and conceptual process it is. They just need help as they -
go through it. These adult students enroll in ABE programs primarily for improved
literacy. They have a wealth of:.1life experience tdo draw from and want to
communicate more effectively. ey‘want to have the opportunity to write ‘the
ianguage they speak. Thus, basic development of skills in written communication
should be inherent in any program that intends to assist learners towa*d personal
progress. - :

- . {

¢ - : : x
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writing tasks may be required.

) 1. To
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i 3. To
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* 7. To
8. To
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‘f,lQ- To
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i4. To

45. To

- 16. To

\ . 17. To

. 18. To

19. To

20. To

I. GENERIC SKILLS

skillfully they cam use the generic skills to complete an
task.

. The following list includes the basic éederic skills student writers
. need in order to write skillfully, regardless of thespecific writing tasks.
sequentially in order of complexity, but note that they are

-

that order. [

? g

3
‘LEARNING OUTCOMES FOR WRITING

'

distinguish vowels. and consonants) ,
distinguish between printing and cursive writing
¢opy letters, words, and numbers *
write from dictation '
write lists and categorize themy ..
arrange words in-alphabetical order
identify common prefixes, suffixes, and base words .
use.capitalization
con§truct statements, questions, and commands
distinguish clauses, phrases, and sentence parts,
use punctuation in-.sentences correctly and for emphasis"
a. terminally: periods, interrogation s, and

: exclamation points .

develop a positive attitude towaighwriting

\

[N

b. intefnally: commas, in series, copnectors, transitional
words, interrupters/ parenthetical’ elements,

) sets of informatigy (titles, dates, and
e ~ addresses),. letter{ closings, ‘ :
use synonyms, antonyms, and homonyms . . ,
spell correctly : .
a. from memory
b. using a dictionary
c. distinguishing homonyms
use subjects with verbs and to make them agree
distinguish how differént kinds of words function (i.e.,

. subjects, verbs, connectors, and modifiers

vary sentence structure.for emphasis and length
combine sentences using coordination and subordination
write answers to -questions
compose and combine paragraphs - el
a) to state;main ideas '
b. to use details for development . .
c. to u#e examples, facts, in:idents, description, and
comparison/contrast

-

they need to acquire generic
An efficient

v
In order for adults to compose lists, write notes and letters, prepare
reports, or otherwise communicate in writing,
"skills--the basic skills which are cemmon to most writing tasks.
or skiilful writer can use these generic skills.for whatever particular
Students' writing effi¢iency can be analyzed

*
H
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. 21. To indent paragraphs ¢ -
22. To outline ) ’
23. To write with set time limits s

*: 24. To record observations
. 25. To wrlte about articles, literature, and students'

* wr1t1ngs
26. To yse descriptive language
'27. To .uge figures of speech
28. To summarize class lessons and readings

' 29. «To writ concretely
30. To thigk and wr1te abstractly
31.. To»dlstfngulsh objective from subjective writing
3Z. To sslect themes and limit topics,
33. To-write for a specific purpose: to explain, to describe,

to persuade, and to narrate \

34. To-adjust and control tone for different audiences \‘

35. To develop a personal style N

36. "To develop- standards for-self-criticism ‘and revision of NN
writing \

37. To adapt various organizational principles for
different tasks - .

38. To maintain a clear focus throughout an essay .

39. To organize ideas 10g1ca11y ‘ ;

40.--To.use resources: dictionaries, thesauruses, handbooks,
encyclopedias, Readers' Guide to Periodical Literature,
and other indexes ‘ . -

[N i
{

The following supplementary lists are arranged according to three levels
and intended for more specific identification of minimal skills' areas which Qﬁ ¢
need review. These individual models are-'not exclusive. Some skill areas
from the B list might be incorporated into.the A list, if approprlate to a
particular- group or to an individual student, or vice versa. They are simply '
.suggested as the least a -lower level, middle level, or hjigher level student
ought to be able to do. It'is also aasumed that if all of the skills on
list A and B-are mastered, then the student begins with list C. If they are
not mastered, then review the more ba51c skills as well. These lists are
primarily; intended to provide a focus for comprehen51ve review when properly
applied®to a writing activity.

1
-~

P

LEARNING OUTCOMES - A

- . ' -~

PROFILE: I“fen&gg;fgr‘ABE students who read. between 0 - 3 grade levels,

as. determined by N , ‘
a. a standardlzed diagnostic read1ng test and/or .
i b. a diagnostic writing sample and diagnosed as a
_ beginning level student writer with a holistic ot . _
» score of from 0 - 2 (See diagnosis and prescrlptlon sample) e IS

1. To develop ‘4 positive attltude toward writing

2. To distinguish ‘vowels and consonants u

3. -To distinguish between printing and cursive wr1t1ng ¢ !
4. To -copy letters, words, and numbers
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“15.

.. To spell correctly

To write from dictation

To write lists and categorize them:

To arrange words in -alphabetical order

To identify common. prefixes, .suffixes, and base words -

To. use capitalization , ]

To construct simp;g;Stateﬁants, questions, and commands

To use punctuation in sentences correctly and for emphasis -
a. terminally: periods, interrogation marks, and :
) exclamation points .
b. internally: commas in a series and apostrophe for
. contractions™ . T

To use simple synonyms, antonyms; and homonyms

-

bl

,a. from memory
b. wusing a dictionary
c. distinguishing homonyms
To use simple subjects with simple verbs .
To use resources: dictionaries
’

@

-

’ B

; © LEARNING OUTCOMES - B

PROFILE: Intended For ABE students who read between 4 - 6 grade levels, as

—

. To develop a positive attitude toward writing

- lengths

determined by .

a. a standardized diagnostic reading test and/ox

b. a diagnostic writing sample and diagnosed as -
a middle level student writer with a holistic score
of from 3 - 4 (See diagnosis and prescriptionJSamplg)

L

o

To spell correctly B /

a. from memory »
b. wusing a dictionary o
- ¢. distinguishing homonyms
To use prefixes, suffixes, and base words
To distinguish names of words and their functions
Tn censtruct sentences for variety, emphasis, and different
To usé punctuation in sentences correctly and for emphasis ’
“ . a. terminally: - periods, interrogation marks, exclamation points
b. -internally: commas as connectors, interrupters, semi-colons,
colons, hyphens




-

O W o N

11.
12.
13.

1.
15.

16.

17.

To combine sentences using coordination and subordination
To ‘make subjects and verbs agree
To write answers to questions
To compose paragraphs .
a. to state main ideas i
b. to use details for development
“c. to use examples, facts, incidents, description,
N comparlson/contrast ‘
To indent paragraphs
To outline .
To write with set time limits - .
To- record observations
To write about articles, literature, and students' writings
To write for a specific purpose: to explaln, to describe,
to persuade, and to narrate
To use resources: dictionaries, thesauruses, encyclopedlas,
handbooks etc. *

(9 <

LEARNING OUTCOMES - C » .

L3

PROFILE: Intended for ABE students who read between 7 - 8 grade levels

. .

.

. .

.

——
HOoOWwWoLNOUL A

.

‘To cornistruct and combine sentences

or above, as determined by . ! &
. . ‘ b
a. a standardized diagnostic reading and/or
b. a diagnostic writing sample and diagnosed as an P
upper level student writer with a holistic score of
from 5 - 6 .(See diagnosis and prescription sample) .

To develop a.positive attitude toward writing

To compose and.combine paragraphs ' ’ -
a. to state main ideas .
b. to use details for development .
c. to use various methods for development
To use descriptive language - ,
To use figures of speech . o
To- summarize class lessons and readlngs
To write concretely
To think and write abstractly
To distinguish objective from subJectlve writing
To select themes and limit topics

‘To write. for a specific purpose: to explain, to describe, to persuade,

and to narrate

{
et
i
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S 12. To adjust and control tone for different audiences
(touse -formal and informal language) - :

13. To develop a perscnal style

14. -To-write with set time limits i

15, To develop standards for self-criticism and revision of

_writing
5 16. "To adapt various orgdnization principles for different tasks
: 17. To maintain a clear focus throughout an essay’ ‘ T
18. To organize ideas logically . ’ .-

19. To use resources: dictionaries, thesauruses, encyclopedias,
Readers! Guide-to--Periodical-Literature- e

<
4

¢ X - II. -APPLIED WRITING o ' \ : }

In order for adults o learn how to write more efficiently, they have to
o practice writing by application, not by isolated exercising. A connection

) has to be made between what they learn in school and their life skill needs.
‘As has been stressed earlier in. this curriculum, if students acquire the

basic generic skills, they will be better able to:write and to compose most
needed written communications. The following charts reflect the application
of such skills to.particular writing situations.

Please note the following as Ehese_chartg are.used: .

‘x

1. Eggégsnumber of appli%d writing tasks, similar generic
skills are listed. .

s
-

‘ 2. The applications are organized according to practical life -
areas relevant to adult students, and are best understood -
. when viewed in terms of the role students play in each-
life area.- :

3. Recognize that each writing task always has an audience and
a purpose. For example, if students have to make shopping
lists, their audiences -are themselves and their purpose is
to make lists they -can actually use when shopping i.e., to
inform themselves. On a job, however, they.may have to make ‘
lists to’inform someone else. Co
| . . >

4, fhe generic skills are the learning outcomes listed in the - .
ﬁ@ster'list,in the previous section. The particular skills ‘
‘refer to the more specific skills'or knowledge required by
the particular application. - _ L
Iy -
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APPEIED WRITING - LIFE SKILLS MASTER CHART
. i \ -~
I 1 _ III IV v
Personal :  Consumer Occupational Social Educational
1. mgssag%s 1. 1lists = 1. addresses 1. addresses 1. ' schedules 4
. 2, notes = 2. applicatépns 2. lists ' 2. lists 2. applications "
3. journals 3. checks 3. schedules 3. greeting 3. noteé taking 7
cards .
4, letters . 4. information 4. messages " ~._4. records ‘4, records
8. requests S, letters S. memos - \;?\ﬁflyeif\\ S. outlines v
6. dialogue 6. change 6. applications 6. minutes 6. dialogue
7. poetry : : 7. time sheets 7. letters 7, -summaries
. 8.  Tecords 8. Trequests 8. to. remember
- or clarify
. - 9. job descrip- . 9. -contént area .
‘ tions . _— ~ writing -
°." 10. outlines . \ 10. reports
11, information ’ 11. essays
12, letters 12. writing about
writing
o . - 13. ..change
; R 14. summaries
15. evaluations . -

A\l I ’
« 16, réports

17. resume i /




Xpplication

- 1. Writirg messages

-»
.

Ll

2. Writing notes

3., Writing journals

ertlng letters
5, Writing requests

i
6. Writing dialogues

7. Writing /poetry
!l

/
/

LIFE SKILLS CHART I

-

PERSONAL

Generic Skills

Copyxng, writing from dictation;
using punctuatlon‘Tcommas, perlods,
1nterrogat10n marks); .using capi-
talization; writing names; con-
structing sentences and sentence
parts (phrases and clauses); usinge
abbreviations; recording time and
writing dates.

Copying; cohstructing sentences;
using punctuation (commas and -
periods); using capitalization.

Writing dates; constructing sen-
tences; u51ng punctuation
(perlods, commas, and. apostrophes
in contractions); recording .
observat;ons.

Writing dates, constructing sen-
tences; using capitalization;
using punctuation; using spelling;
composing paragraphs; writing
addfesses.
§

Constructing >entences, phrases,
and exclamations; u51ng punctu-
ation (commas, quotatlos :marks,
apostrophes, colons, dashes,
periods, exclamation p01nts and
‘parentheses); using margins;
indenting statements; using
contractions.

I
Choosing precise language;
constructing varied phrases
and. sentences.

‘tion;. adjusting to ‘purpose

of sounds.

S

Particular Skills

Ordering information;
using details and main.
ideas; writing for some-
one else,

\

-

\ \

Writing main idéas; using -
details; ordering informa- -

and audience.

Writing for self to self;
using informal language;
ordering information;

developing personal. st le; N\
using gubgegtlye wr1t1zg.’

Using informal convent1ona1
letter format; using 1nforma1
language; adjusting to
purpose-'and audience. -

U51ng 1nforma1 language; using
underlinings for emphasis;
identifying italics;
understanding setting,
characterization and
conflict.

Using figurative language;
using titles; using
descr1pt1ve language;
using rhyme, rhythm, and
meter; using repetition




Aggliéétion

1. Making lists

2. -Completing
-applications

4, Requesting
information
‘57 "Writing letters
- 6. Writing sug-~
gestions for
change

~

3. Writing checks

\
~

addresses (capitalization,

N .
5 k4 3

< 3\ i
LIFE SKILLS CHART II

| CONSUMER

Genéiicxskills . * Pparticular Skills
Dlstlngulshlng consonants and Categorlzlng 1nfbrmat10n,
vowels; using spelling; using '-\\_‘orderlng columns
margins. - . e

o . . /
Writing names and addresses; using Writing answers to-. 4 Ls
capltaxlzatlon writing numbers questions; using details; -~
in dates, and phone numbers supplying personal data

u51ng cur51ve writing

- Writing numbers in number and Using spatial conventions.

and word form; dlstlngulshlng -
between printing and cursive

composing pg;ggraphs,,wrlting adjusting to purpose and
audience; using persuasion
margins; numbers, commas,

titles, and abbreviations) s

e

wrltlng, writing dates; writing . .
names; u51ng capital letters. \
¢ %

anstructlng sentencés.‘using Using conventlona letter )
capitalization; using punctu- fbrma* (return address, date, .
“ation (commas, colons and, inside address, greeting,
periods; -exclamation points / body, closing signature

and interrogation marks); and typed or prznted name) 5




s

Y

Agglication‘

1. Writing'addrésses

* 2.~ -Making ‘lists

. 3, Completing
schedules
4, Writing messages
: \
5. Writing memos
2
6. Completing
applications
7. Recording or
completing
timg“shéets
ot
8, Writing and
maintaining
records

‘using punctuation (colon in

N

LIFE SKILLS CHART III

v

\ OCCUPATIONAL

Generic Skills

Using capitalization (proper names,
titles); writing names; using
punctuation -(commas, periods);
using margins; writing numbers; -
using abbreviations

. s

Distinguishing consonants and
vowels; using spelLin%; using
mqrg1n§ ,
Writing. numbers; writing letters
and- words;_using punctuation
s(colon, dash);-using capitali-
zation . = ’

Copying; writing from dictation;
using punctuation (commas, periods,
interrogation marks); using capi-
taljzationiﬁggiting names;,
constructing sentences and
sentence parts (phrases, clauses);
using abbreviations; recording
time and writing dates

Constructing sentefices; using .
punctuation. (colons, periods, ‘
commas); writing numbers in

dates; using cursive initials .

or signature -

L4
Writing names; writing addresses;
using capitalization; writing num-
bers in dates and phone numbers;
using cursive writing.”

Writing names; writing numbers;

numbers); using capitalization;
using cursive writing -

»

Using capitaldzation; writing
names

»

particular .Skills

r————.

Using titles

. . . . i
Categorizing information;
ordering columns .

Using details;\using
spatial conventions

-

Voo .
+—_Ordering information;

using-details and main -

ideas; writiﬁg:fot\gggf:\\\\.
one else P

Adjusting, to purposeé and
audience; using spatial

conventions - \ -

.

PO

' !
' ”

Writing answers to '
questions, using details;,

supplying personal -data-

Using spatial conventiohs

A L4

&x .
Categorizing and ordering .

information; using detailed
and precise language; using, .
jargon ; i

v
1.

—




' Life'Skills Chart TIT'

N
. LN}

Occupational ,

9. Writing job
descriptions
10. Writing.
outlines
11, , Requesbting )
'« information
12. Writing letters
13. Writing .sug-
gestions for
change
14, - Writing sum-

1s,
5

16.

maries .

Writing evalua-
tions.

¢

Writing -reports

Writing resumes

Constructing sentences; using-
punctuation; using numbers

-

. t
Ll .i

Using .capitalization; writing
numbers and letters; using
punctuation (periods, commas;
semi~-colons, brackets and
parentheses); constructing
phrases. and sentences

Constructing sentences; using,
capitalization; using punctu-

atit 1 (commas, colons, periods,
exclamation points, and inter-

. rogatlon marks); using spell1ng,

composing paragraphs, wr1t1ng
addresses

Constructing sentences; using
punctuation; composing para--
graphs; writing .concretely

Constructing -sentences; composing

paragraphs; using punctuation,
(periods, commas, semi-colons)

Constructing sentences; composing
paragraphs; ‘using punctuation:

Writing names, addresses; using
capitalization; usr\g\punctuatlon,
(colon, comma, semi=colan, under-
lining); using phrases; supplying
personal data

. materialsj organizing and

Adjusting tone; using

formal and descriptive .
language, organlzlng.lnforma-
tion; using active verbs;
ordering information; .
llstlng steps for procedures,
using persuasion

U51ng outline conventions;
using indentation; orderlng
information, using main”
¥deas, using details. .

e

Using conventional letter
format; adjusting to .
purpose: and audience;

using persuasion

Using indentation; using .
main ideas; using details;
ordering information;

using contextual vocabulary

AdJustlng“to -audience; -
uszng concrete detail;
u51ng strong \terbs;

using subjectiv-" judgment

Gathering information;
selecting and limiting/ )
topic; making outlines; . -
writing -summaries; note
taking; using resource

zq?dering information; drawing-
conclusions; using precise:
language and- contextual -
vocabulary

Using outlining; using con-
,crete detail; u51ng strong.
“verbs; organizing information;
using conventional resiwe l
layout.




1.
- \

Y

o 2‘.

3.

Application '

Writing addresses

\

.

Wfiting lists

‘Wr1t1ng greetlng

cards

Writing and
maintaining
records

Writing flyers
or advertiseéments

Writing minutes

Writing letters

‘Writing requests

.
————
>

.- : Ty

LIFE SKILLS CHART IV

.  SOCIAL

Generic Skiils

ﬁEth capltallzatlon, writing
names; using’ punctuatlon (commas,
perlods), u51ng margins; writing
numbers;. using abbrev1at10ns

Dlstlngulshlng consonants and
vowels; using spelllng, using
margins . ..
Constructing phrases§ structuring
sentences; -using punctuation

Using'capitalizationi‘writing

names . . ~

.

Writing dates; writing names;
using capitalization

&

-

Copying; wr1t1ng from dictation;:-
constructing sentences, using
punctuation

-

Construct1ng sentences; using
cap1tal1zat10n, using. punctu-
ation; using spelling; comp051ng
paragraphs, writing addresses

i
t

. .
- particular Skills

Using titles

<

[ - l 1
Categurizing information;
ordering columns

Using figurétive language

Using détail and precise
" $language; using jargon;

- categorizing and ordering
1‘51nformat:1on

_Usihg precise langliage;.

us1ng visual illustrations;
u51ng concrete detail; — .
using persuasion; -adjusting’
to purpose and audience.

051ng outlining; u51ng
ma1n -ideas; u51ng detail;
wrltlng summaries

Using. 1nforma1, conventional,
letter forinat; using 1nforma1 %
language, adlgstlng to purpose
and audlence\
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' LIFE SKILLS CHART V. ! ;
g . . . . i
. . ‘ EDUCATIONAL
- : { . *
{ ! ‘ ‘ i
¢ »Aggliéatidh\\\? ~ Generic Skills Particular Skills , \
T . ... = . ..
— 1, <Completing Writing numbers; writing 1 tters Particular skills;
“"schedules and words, using punctuatio using details; using
(colons, dashes, using capltall- “spatial conventions

zation) _ -

~ * N -

l¢ Writing answérs to

: 2. Completing Wfiting names and addresses; p
. applications using capitalization; writing questions; using details
. numbirs in. dates and phone num- ;
[ . bers u51ng cursive writing = . f
“ 3, Note taking Constructlng phrases, using ° -Using outlines; using Iists;
- ’ N underllnlng, structuring ® organlzlng and orderlng
sentences; rewriting writing; 1nformat10n, 51ng main
) using quodtation marksk idea; using concrete
. g \  detail ~ ° \‘ . ’
N , ¥ L4 H
- 4. Wr1t1ng and ’ ‘Usiné capitalization; ° " Using detall and prec1se
’ . malntalnlng writing names’ language; categorlzlng and
recoTds B orderlng 1nfqrmat19n
- 5. Writing Using “capitalization; writiﬁg ‘Using outline conventions;
r ’ outlines Roman Numerals; writing numbers orderlng information; *
Lo . and letters; using punctuation using imain ideas; using
) {periods, commas, semi-colons, _ details
\\\\\; brackets and parentheses);
) constructing phrases and R
: | sentehces. ] . '
- . i , )
6., Writing dialogue Structuring phrases, structuring {Using indentation; using
sentences; using punctuation contractions; using under-
’ "(quotation marks, cclons, commas lining; identifying 1ta11cs, ..
. : nerlod&-apostrophes exclamation using setting, characters
B ) points, dashes, parentheses) and conflict o
. " - ‘ L] o
. 7. Writing summaries ConstTucting sentences; using U51ng1ndentat10n,orderlng
' punctuation; composing paragraphs; information; u51ng contextual
- writing concretely ! vocabulary; using main ideas'
- and de%alla .
> . -
. ’ . P . '-\R' 'A o ‘
i . , T |
g .
” . - ’ - ‘
, RS .




Life Skills:Chart V !
Educational
i i
| ¥ '

8. Writing to Copylng, constructing_sentences; U51ng main 1deas, u51ng .
remember or . . using punctuation; comp051ng concrete details; writing '
clarify - ' paragraphs summaries; organizing/ and

i - ST . ordering information; .
! ) - . using contextual vocabulary;
drawing conclusions -

9., ‘Writing in .Constructing sentences; using . Using contextuzl vocabularys
contént areas punctuation, writing numbers writing to remember- or
(math, h, social . . .+ clarify; using main ideas;

. studies, sciencC, . ) using concrete detail;

literature) * writing reports; writing
- - fummarles °®
10¢ Writing reports Constructlng sentences; composing Gathering information;
N paragrapks; using punctuation ordering, selecting and:
limiting topic; outlines;
] " . ‘ writing summaries; note-
) ‘ i . ' taking; .using resource

materials; organizing and
ordering 1nformat10n, t
y : drawing conc1451ons, using
. ) . precise language ‘and con-
: textual’ vocabulary

11. Writing cssays Constructing sentences; using Using indentation;using
N punctuation;. composing paragraphs descr1pt1ve language;
. ] sequencing ifformation} using
y : facts; using comparison/con-
' i trast, using_ concrete detail;
- . . . adjusting ‘o audlence and
_ . purpose; using main ideas;
. \i distinguishing .topics from

- main ideas; using conventional
essay -format (introduction,

- - body, conclusion)

L4 -

12. Writing about Constructing sentences, u51ng Using analytlcal skills;
1 writing ‘ _punctuation organizing and ordering
Se i information; "understanding
. elements of .form; distinguish-
ing writing styles

1
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. " III. DEVELOPING A TEACHING PLAN

* .
k]

-

-
‘ .

The creation of a teaching plan«for writing 1is central to establishing
a specific curriculum in writing skill™development. - Shared among students,
supervisors, and teachers, the plan provides an opportunity for discussion
of the goals of writing de¢velopment and enhances the ability of students to
understand an object lesson in organization and planning (a conceptual skill
they need to acquire). In the teaching plan, individual skills are outlined

and then applied to particular situations.

If a plan is discussed with students at the beginning of their partici-
pation, they begin instruction with a ore_ informed attitude. The plan helps
to provide a clearer perspective orl why the students are there and what they
hope to do, as well as promoting their active participation. :
. A teaching plan for writing skills development differs from a diagnostic
skills prescription. The:prescription details an outline of specific skill
areas an .individuval meeds to review and practice, as evidenced by a_writing
sample or other diagnostic tool. On the other hand, a writing plan is a
perspective of intended writing goals for the entire group of students-during
a particular period of studys Writing skill development is fostered by using
both a writing teaching plan and individual diagnostic prescriptions, )
Pacing - ;
. Although the topics in a plan do generally increase in difficulty as the
sequence -progresses, the actual sequence is not a simple progression from easy
to difficult, In programs that avc désigned to attract ‘and retain students who
have little or no basic educational development, the rhythn of writing activities
is critical because, too often, students have been discouraged 'by study which
became more and more frustrating for them as they went on. e

It is essential, therefore, to balance several factors throughout the
cycle of training, Topics that usually are not overwhelming should be alter-
nated with those that may be frustrating; e.g., a difficult organizational skill

.unit may be follgoged by a less formal one. Similarly, teacher-chosen topics and
student-chosen topics should also be mixed throughout the gycle. Individual
writing tasks might be alternated with group tasks.

4

The sequence of topics in a writing plan can also be set within respective
units of study. For example, seneric skills for letter writing can be grouped
separately, as,can those required for a-unit on essay writing. Some of the
ckills for different—tasks are similar. (See applied life skill charts.)
.Once students acquire the skill to produce one form of writing, they wiil feel

more confident that they can produce another. . .

- .
- - -

- »

Whatever the -sequence of study, all plans of instruction should operate

under a general principle of good academic preparation; education should lead
the learner to intellectual independence. After any lesson or assignment the
participant_should be able to accomplish- the required tasks independently.

¥

Therefore, as they m075‘3*°ﬂ§7-3§§i§225225: exercises,
. room dynamics ‘should place more and more-responsibility upon the ‘student.

LY

examinations, and class-




.
-
.

In developing teaching plans consider: time allotment, program concepts,
necessary ,skill acquisition, methodology, individual and group activities,

use of instructional/and supplementary media and local resources. Also con ider
that the plan needs to pg flexible and ‘may:heed to be changed according to student
progress. - . .’ : ‘

‘ 4

L4 «

1}

. \ . Constructing the Teaching Plan

‘ 1

‘ L .
It is recommended that teaching plans include sections on description,
specific learning -outcomes, ‘text materials, dpplied writing activities, and
topical sequence of units of study. " (See sample form in appendix.)

¢

i i

In a heterogeneous class of students (a fréquent occurrence in ABE classes),

two or more plans may be needed. The lower and middle plans may introduce fewer

. skills, use simpler language,-and contain fewer and simpler writing activities.
The upper level plans may be -cumulative (include, the lower level outcomes and
add more complex ones), use more complex terminology, -and require a greater
number of and more complicated activities. For exampfé, while business ietter
writing is an experience all of the students should have, the lower level students
will be given a more simplified’situation and®circumstances to respond to, and
the expectations for the product:will be different. ° °* :

Teaching Plan Description

-
.

The description section should introduce the overall purpose of writing
skills development. Only one or two sentences are needed to provide a fccus.

° - - "

Materials '

0 fl'

The text and supﬁiementary materials to be used during the course.of

_instruction should be listed in the teaching plan with appropriate biblio-
graphic information. The materials can be classified as basic or supplementary.
If no text is used, then refer to the students' writings as the text. Also list
handbooks, dictionaries, and tligsauruses. It is also .useful to give students a
separate list of supplementary reading and reference materials, as is often the
practice in college courses. Thiselist, referred to as an independent reading
and reference list, can serve to promote independent reading habits and actually
direct students toward useful resources. , Different forms could b¢ included
appropriate to their levels, e.g., short $tories, fables, specifig authors,
as well as The Reader's Guide to Periodical Literatuce or encyclopedias. It
could be called AN ADULT LEARNERS'-GUIDE TO RECOMMENDED READINGS. It should
contain high interest, low readability readings, as well as somegore chal-~
lenging ones, ! y

.
” * .

Learning Cutcomes
* Learning outcomes, performance objectives, specific objectives, and other

. .such terminology serve to identify tl.e bdsic skills educators hope their students,

will achieve. They basically define what knowledge, understanding, and skills

the learners are expected to learn and demonstrate when requested. The difference

among ‘them, if there is one, is more a matter of semanties than anfthing else.

The level of rhetorical complexity used in phrasing writing outcomes is best

determined by ‘program needs, student populations, and teacher preferences.

3N
U, .,

———
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K‘Q%ertlng. In plannlngwrltlng activities con51def’the partlcular program -situation,

1

. .. : <
-

B
-
. L3 <«

‘ABE students With their wealth of practical experlence begin writing
instruction with varying levels of competence. They may know how to use
simple punctuation efficiently but be unable to coordinate sentences. They
may be able to write a brief Jiote but ‘be unable to order an item from an adver- -——
tisement, They may be capable of very sophlstlcated and complex -discussion, but

4 o

~ be unable to write a clear senterce, %

How they maSter the outcomes or in what order is dependent upon how the
skills are put into practice and what they individually need to develop. Several
sktlls may be acqulred thrbugh one assignment, while other skills may take much
longer. What is significant is that all ABE students should at least review
the generic outcomes,. practlce them within a context appropriate to.their levels,
‘and practice those they 1nd1v1dually need the most help with. Decisions regarding.
individual and group priorities should be made after the students' present skill
levels have been evaluated by using a writing sample.

RegardleSSsof how learnlng,putcomes are worded, writing outcomes and their
related activities have to be geared toward helping the student writer become
increasingly independent. Concentration on mastery of isolated skills tends to a
inhibit<independent progress rather than enhance it. Therefore, the wordlng of
outcomes should reflect a particular skill area to be practiced, but in terms
of an appropriate contextual whole, i.e., an applled writing task. Learning
outcomes: are nbt ends in themselves. o

- Writiﬁ@fAéfiVifiegT‘"';”mﬁ" g .. T

- PN
Q

~ The number * of wrltlng experiences students have is,significant in relation- -
ship to “the fact that gtiudent writers need practlce—-the-more the better, °
THEY NEED TO WRITE AS MUCH AND IN DIFRFERENT WAYS AS THEY, can.. It 1S difficult
“and. probably mot necessary to calculaté the number of words a student should ‘
writé per' ddy -or per week although studies have.showﬁ that students who write -
more progress more: The most essentJal’p01nt about how much writing ought to
be done is that sSome should be done every day. , - ,

A focus on qualtty and quantity is 1mportant in &etermlnlng‘how many and
¥hat kinds of assignmenits are made. Although students, néed to sample many dif- °
ferent kinds of writings, they dlso need to have the opportunity to rewritertheir

different skill levels, diverse 1nterests,‘cu1tural backgrounds, dialect inter- "'
ference, and individual teacher préfeérences as appropriate to the particular
population. It is preferable to think of samplings of many kinds of practical ;
wr1t1ng experiences whichslead to 1ndependent functioning. It is suggested that 9
ABE students do, AT LEAST some of each of the following: e

. Lok

1. List construction

2. Journal writing ‘
2T 3, Memo writing
4. Letter writing " - *° >

o -

e e e g e - ”

5. Dialogué writing
6. Essay writing : W

7. Report writing s .




e

\ »

Some ABE students may have NEVER written anything, or little more than a
few words. ‘Lower level students, particularly, also need specific practice in -
fine motor coordination, i.e., the specific forming of letters and the contact

with a writing instrument, as well as the consistent increased familiarity that—
comes- with:.seeing,. reading,. and: thinking about language. Middle or_higher‘level
students, on the other hand, may be required to write longer pieces or to write
for .longeér periods of time. -
. -
.. The number of writing experiences in any one particular form can be increased
ias skill Ievel increases. As students become more skillful, they may need less
time to céomplete an assignment; however, it can also work the other way. A student
who is more $killful may want to do more with an assignment and thus require more
time. : . ‘

©

F
.
-

Both individual and group writing activities should be planned. Students
‘need responses from different audiences. They also need to practice writing in
iclass and out. Diverse approaches should also be offered to allow for diversity
of learning modes, i.e., what works for one does not necessarily work for another.
A particular assignment, -therefore, may yield different results. Having resources:
available helps to provide for such differences. Have several ways ready for teach-
ing a particular kind of writing task.

at
-

’

Writing practice should give students opportunity to be concrete and to relate
A“their’owh—experiqpces-to—eoncepEugki%erit5~meaninng_Ihey.knowﬂhou_rhex_sgg_the

world and need to have the oppqrtdhity to make connections with how they think
and what they. say. They hdve to be dirécted toward becoming more sensitive to
themqelveé, their thoughts, their environment, and their life roles.

\ -

- e N - A . : <
The adult writers' experiences form a major part of the contgz; for develop-

mental writing skill study. Resources for writing content also influde visits
to local museunms, libraries, comnunity art shows, newspaper offic#s, newspaper
read%ngs, etc. %ntegraggng various writing resources provides for an enlarged
and 1ntegratgd practical communication experience. -

"
»* °

Writing with set time limits enhances stqdents'iwriting development.\ By having

_ to limit the scope of topics written about within a particular ‘period of time, ‘they

.- get a chance to develop their thinking proéésses in rélationship to the writing ~
process., They have to have practice in writing less or more according to different

. -demands. They "should begin writing" for short periods of time-and ‘build up, -esg.,
free writing for 10 minutes and later. for .20. ) -

) Overgll, writing activities are best designed usihg as many diversified
approaches as possible but shculd™include: '

-t
€

1. -Doing some each day N ’ !
2. Requiring different forms using different stimuli ’
3. Setting - time limits -

v

4. Providing for group and individual experiences G
5. - Considering writing activities in terms of audience, i ’
purpose and process. ' ‘ '

o

\“ '. ®

~ . o
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Free Writing 10 minutes et
Peer Group Discussion 10 - 15 minutes _
~ Math - some. writing 1 hour .
Readlng - some writipg 1 hour
Journal ‘ 15 minutes ) \
» < 4
. . .
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Scineduling Time for Writiﬁg ’ _ .

~ -

Q
Is there time for wrltlng? There should be because writing fits in so well

~across_the curriculum, Writing activitiés related to reading and other subject

areas.are easily organized.,; The time scheduled for writing per se need not be .
long. Instead consider how wr1t1ng experiences fit into a daily or weekly

schédale, Actlvely integrate in and out of class writing for variety. In a

daily session that incorporates other basic skill development, set aside specific
times for writing and ensure that writing is also done while doing other subjects,
e.g., writing answers to math problems u51ng complete sentences or éexplaining how
a-process works in science. . . -

~

SAMPLE SCHEDULE: 2} - 3 hour -session




PART THO
PLANNING THSTRUCTION 4 :

. . I. READINESS . ’ .

It is the business af a writing class to make writing more-
than an exercise, \for only as a writer rather than as an .
exerciser, can a ‘student develop the verbal responsiveness
to his own thoughts and to the demands of his reader that
preduces genuin€ély mature syntax.

. - 3 : Mina Shaughnessy

g
By M - g ~
Ny *

-

Adults are often afraid|to\write because they are not accustomed to writing,
and because, in.their experience, writing was usually taught not as a’ process,

but as a series of exercises |Which were’ supposed to allow them to create a product,
This product was graded, ret tned, and frequently forgotten. Little time was set
aside to aid students as the ‘wrote. Teachers' and. students' roles and-attitudes;-
as well as the setting in'whirh w?iting took .place, were often stilted and not
conducive ‘to studying writing, Too much emphasis was placed on correctness before
fluency, . .

Writing must be taught as both a thinking process. and as' a craft, a skill
that is learned and devéloped In order to begin and maintain a successful
writing program, the teacher, |the situdents, and the environment must be readied.

Roles, attitudes, atmosphe?e, and provisions must be considered, analyzed, and
prepared. : . . -

, )
The Teacher '

»
”

In order to foster..a more positive writing environment,. teachers must con-

.__sider the role they play within the Qriting environment. Instead of being figures

of authority who demand written products, “mark them up, and then return them,

they must recognize that writing is dicomplex'process. Its phases are nurtured

by enthusiasm, positive encouragement, different audiences, careful listening ,

and realistic expectationss Teachers lalso need to write withstudents and to be

open- to their evaluation of thelir own work. By working with students, as a member

of thé writing group, teachers ncourage student development :by showing them that
“* writing is.work, even for them.

Q
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“The Students

Adult student writers can learn.to write better by developing an awareness
of their roles as they write for particular purposes and within specific contexts:
at home, as parents, they‘'may need’ to make lists or write letters or notes to,
their children's teachers; in community life, a§'members of clubs or organization’s, .
they may want to be the spokespersons for local events and need to write a speech;
. at a- job, as workers, 4 iletter or memo may have to be produced, as well as a
Ty resume and letter to acquire the job; and in school, as studénts, they need to
compose essays, reports, and outlines. It is helpful to direct students to discuss
. their preceptions of -what they do when they are wrjters and how they feel about
writing. Questionnaires, questions, summaries of writers® thoughts about;gﬁiting,
and: group publications serve as useful .devices for: clearing the air of attitudes o
which may inhibit writing and encourage purpose for writing (seé appendix for samples).
An additional way to foster positive attitudes is to give the student writers a
group identity. A name can be selected by the members, e.g. Carole's Writers'
Community. ) . b

. -~
by
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The Environment- N . °

Writing skill developrent cannot take place in a stilted setting which is not
condu¢ive to free -expression. Naturally the kind of setting you are given
determines, to some degree, what you can do with it. It “is helpful if the following
things are done: vo :

-

< -

1. Teachers should get away from desks and ‘move .about while students are
writing and sit within the group when they are writing with them.

’ e

. 2. Semi-circles or circle arrangements facilitate discussion and listening.
- When small groups are needed; it is easier to pair up people from such .
- . an arrangement. Sometimes this is not easy. Students may be afraid
to face each dther and commit themselves more .to a writing situation.
Usually charm, persistence, and active involvement help. e,
- Py . .

3. The room should be decorated and supplied with appropriate charts,
information, provisions and stimulating mdterials. (See provision list
that follows.) ’ : :

\ f
The atmosphere or prevailing mood and feelings must be open. It is essential
. that all feel comfortable to communicate in a purposeful way. At the first ¢Tass
meeting which often sets the mood for the remaining sessions, try to incorporate
the following suggesStions: ) .

4
1

1. Discuss the writing process from the beginning. Ask ‘students
to define writing, orally or in writing, and get them to describe
their fears, anxieties, and apprehensions. Beginning level students
also need to discuss ways in which they can.begin writing without
being fearful about how it may come out. Such group discussions -
foster confidence, break down barriers, and contribute to making

the group more cohesive. S . :
2, Facilitate discussion about the following: . .

*a., Written products have their own energy and dynamics u
which they, the students, create. :

g . 3
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b. ’ertlng is a phy51cal mental, and emotional experience
' which is 1m;‘oved by SEEIVG\Language more; therjfore
they have to wrlte 3 lot, . \

N . 3 ‘e
C., Pieces of writing have purposes, a reason for their
existence., Writers select and control content and
style according to .purpose and audience,

d. Writing is difficult; ﬁost.writing needs rewrifing,

e Fras

A well-equipped writing environment can include the following provisions:

1. A variety of colored pens (and typesj
2, " Many péncils (in colors too) '

3. Various types of papers:

notebooks or 1ndex cards for journals,

looseleaf _paper, bound pads,

lined and unlined paper, dlfferent

0

textured paper, long and short paper erasers . .
4. Typeéwriter .(if possible) » ’ ‘
5. Several dictionaries-for ABE classes several are useful. . -
Scholastic D1ct10nary of ’‘American English for lower levels, and .
Americaf Heritage or Webster's New World for middle to hlgher levels
’ 6. 'Handbooks= teacher-made -handbooks are best but alsc .
The “Goldeén Book of Engllsh or .other more simplified ones
7. Ditto stencils for copying papers ; T
8.

9,

10*__Scotch_xape.{for_cuttlna—and~pastLn

Carbon paper for students to. make copies of their own work as
they write ° , .
Rulers ‘ . \

11, Scissors (for euttlng and pasting)
12, Thesauruses
13, ertten lessons and/or style sheets on each aspect
. of mechanics
14, ~Essays, stories, newspapers and magazine articles to read
. - and write about . .
15. A Writing Box containing ideas for-writing to be used independ- .
ently by students,or as. assigned for groups
16, Index cards for vocabulary deVelopment and other work
17, Folders for keeping students' papers organized (possibly 2 or 3
for each student; 1 for freée wr1t1ngs, another for draft writings
] or organized according to form, e. g., letters, essays, etc.)
18. An Adult Learner's Guide to Recommended Readings (a teacher-made
bibliography of high interest but low readability level readlngs)
19. ‘'Tracing paper (for handwrltlng improvement) - T




. .. II. THE COMPOSING PROCESS

N s e e L " . \
. The composition course should ‘bé ‘the place where ‘the
] writer not only writes but experiences in a conscious,
__» orderly way the stages Of the composing process_itself.

T R B ) - Tror T "Mina“Shéughpes SY" T N
| - "« Errors .and Expectations .

-

H]
n . - \. '
The process of composing ig not linear. It.can be viewed as stages one .

to a prior stage wh%}e in another, or-after another,

These stages includé: /PREWRITING, WRITING, AND REV&SING. Each stage in the
process needs to be learmed and practiced. Each has its..own dynamics and its own
erergy. -Recent studies highlight the complexity of the processes of each stage.,
Ovérall, student writers need to be clearly directed, enthusiastically encouraged,
and gently pushed to take full advantage of each phase.

Not every writing task will require all of the stages. In general, however,
each stage needs to be given equal attention; each is as important as the other;
each is as difficult as the othér each is itself a learning stage, but all are
important in contributing to workable written products.

s

Once a partiéular writing task is requested, writers need :to explore their

- goes through continuously, and sometimes simul taneously. A writer often returns,

»

3

\

———range of interest and knowledge regarding a topic. The motivation, interest,
thought, and discussion all encompass prewriting. Often student writers feel
they have "nothing to say." This phase is concerned with helping them realize
they haVe much to ‘say. -

v

After something has been written, whether it is free, controlled, or more |
structured, response is essential to ensuring improvement. This reSponse may te
on the part of the students themselves and/or the teacher. After résponses are
given--they may\bé in writing or oral--students then write again. A final stage

B of time spent in anyone phase is dependent upon available timé, student numbers,
5, . student levels, and particular assignments,

o By way of illustration, a letter needs to-’be written. .
v : ~ . . 1 :pa PR
{ . PREWRITE: Elicit from the studénts a specific need to write a letter;

of proofreading and editing follows to lead to the finished product. The amount -

- ie.,-a-precise-purpose;—a-particular-audience;—and—a—type
i . (personal, or business). Make notes on what is to go into it,
RESPOND: ' . ‘

‘Small or larger group-discussion can inform students about
” ; letter writing conventions. ‘ X
"WRITE: Letters are written individually. ‘ g
RESPOND: - Students exchange letters and read and discuss. .
i REVISH: Students‘rewrite their own letters or their partnets.
’ PROOF and EDIT: Stqdentg‘"correct” their own. =~ . ¢
" Thé final letter is then mailed. __— f o
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. S : o ‘A, THE PREWRITING STAGE

- N -

Prewriti!pg is the stage during which iwe respond to a stimulus, generate
ideas, and' ¢choose a form in which 'to write. It is an amorphous phase which
precedes writing but which may also recur duripg the writing stage and even
affect it. It is the period we experience before we actually write, and during
revision when we need to generaté more ideas., It is also the stage of discovering
what we think and feel about something; the stage of gathering ideas fQ:«wréting,
and the stage of -finding a purpose for writing. Idéas are brought to the surface.
It is also kfown as motivation.

-
a

This preliminary stuge to;writing is very imporcant and too often neglecte?.
The amount of time it .takes depends.upon the group and task. A significant-
result of this stage is that students do begin to recognize they have much to
5 write about. Teachers provide stimuli to get the students to generate their re-
actions by using their senses. If the feelings of students are tapped, a founda- Co
tion for communication is established. Opportunities or food for thought are i .
. % provided to make connections between daily life experiences and writing more real.

.

The following activities suggest, some ways stidents can be stimulated to .
generate words, lists, sentences, nnotes, and free writing. - - :

PREWRITING ACTIVITIES . ///

- 7

'
- A

Words -

-

. 1. Ask students to write all the words they can think of in five minutes all
over a paper. After, they should group them to form an abstract poem or
. a long sentence, Assign partners. Each person can borrow words from '

afnother to write another poem or sentences

2. Put a word on the blackboard. Ask for ideas about it and where to put it.
After several ideas are listed somewhere on the blackboard, direct the
group to connect similar or related ideas. Organize the ideas into an -
illustrated map connecting the ideas. Students then do one of their own.

3. Print names of s%u&ents vertically down the left side of the blackboard.
Using each vertical letter, elicit descriptive words written horizontally.

4. Ask students to study headlines in the newspaper. Have thrm write their own.

. Lists o \
1.‘AAsk’students xo:.. a '

. a, Make a list of 10 or more items they wish they owned.
b. Categorize and order them 'in terms of importance.
:«¢c. List reasons why one is most important or least important. . ( -
‘ d. Exchange with another student. Discuss. . ' ~e»
2. .Ask students fory their favorite color. Tabulate a list. Elicit discussion
. abeut how colors can represent moods, feelings, symbolisi, etc, Give them ‘
‘. an excerpt to read about it, Ask them to pick ohe color and to list reasons
o why it is 4 favorite. Or put the names of colors on the blackboard and ask
. them to, write every thought they have aboilt it. Or use actual swatches of
fabric to elicit discussion. oo et .

s

-~ -
)




/questlons tp each group of :3 or 4 members. Ask them to answer them.

15.

16.

~

Sentences N

1,

i

2.

Ask students to “list “all the xeasonSﬂa pparticular number-means something -« .

Ask students to generate lists they need for a particular purpose, e.g.,
nshopplng, rem1nders, things to do, etc. Then guide them to: categorlze them.

to them, Compare., Discuss whether “thé reasons chosen were intended. to o]
inform readers or to persuade thenm, L

-

Gu1de students to make two 11sts comparing how people can resemble pet animals
or other th1ngs. 1 . .

;
Ask students to. 1mag1ne they are confined to a small room for 24 hours.
Have them list all of the words and feellngs they might have. B

Tell students to imagine tliey have just been born. List the feelings they have.

Give students different kinds of lists. Ask them to d1scuss what kind of
person may -have written the list, for what purpose, and for what audience.

~

°
-

Ask for a list of questlons students want answered. Distribute 2 or 3

- s

Guide students to look at a pa1nt1ng,fob3ec or picture. They are to 11st

every word that comes to mind; then ‘order the words, and then write sentences.
£l N 7 -

Dxrectostudents to.close the1rleyes apd | liSten for five minutes. Then have

them list all the sounds they hear.

Blindfold students. Pass around scmething to taste. Remove blindfolds,
Have them 11st words d1scuss1ng the tuste., ,* ;

? he o

°

Direct students to list 10 words that have positive or negative connotations.
Discuss. Ask them to generate the1r own positive and negative word lists.

Guide students torwrlte a list of instructions for an activity which someone
else has to do: Have another person. do 1t. f

Gu1de students to list 1ngred1ents for, a favorlte rec1pe. Have them write

the recipe afterward. o f

_ . .
Bring in a poem like "13 Ways of Looking at a Blackbird" by Wallace Stevens.
Ask, students to pick a subject they wart ‘to de cribe, Direct them to list
13 ways of looking at it., They may use words, phrases, or sentences. -Ask
them to share with, a partner:and to add any add1t1 nal p01nts of view,

>

Ask students to write one, ‘two, ‘or three sentence reactions to questlons,
€efe> what was the worst or best year of your 1ife? Ask~¥hem t0 define
themselves .in 1, 2, or 3 sentenees.

e 3

Divide the class into 3 or 4 member,groups. Have them write-a cooperatlve
- story. One begins and each student adds another sentence.
i ; .




Brlng in some advertlsements.

Discuss in terms of sentence length, word
_Establish criteria with students regarding

-’

- choice, and persuasive appeal.

effectiveness of ads. Have students generate ideas for original products
and ads. Ask them to 1n¥ent a new product which they will write.an ad for.
"'f" P

Bring in samples of postcard greetings. /Discuss and analyze in terms of
audience and purpose. Ask students to imagine themselves in’'a foreign place.
Have them send a card tQ someone.

Offer sentence completion Statements, e. g., if I -could be somethlng else, .
I would be a y so I could be . . e

D1rect students to wr1te the longest or shortest sentence they can thlnk of,
‘the- most'beautlful or ug11est.

Put a thoughtful quotatlon on the blackboard or dlstrlbute copies of it,
-. Generate discussion about its meaning. Ask students to alternate br1ng1ng

. ~ina Thought For The Day for the group to discuss, one they find or write

.themselves. : . :
1 N ¥
8. Distribute a figurative phrase or statement to a small group.

Ask them to -
© discuss its meaning and to rewrite the statement literally.

L4
.

~ Note Takihé '

Do a pantomime or improvisation in class with students or yourself.

——

1. " Ask all
students to take notes describing what they are seeing. Arrange small groups.
Ask them to. compare notes and then to write a group paragraph 1ncorporat1ng
each other! slnotes.
2., 'Have students intérview éach other for a purpose. They take notes and then
_ . write a paragraph summary; (Useful for -a first-class session.) .
». f ) - &3
’ e . . . < s . . L.
- 3. Ask students to observé a window display or other visual stimulus; They
I take notes and write a descriptive paragraph later, .
4, Ask students to contrlbute 1deas for reports they would llkF to write. They
list 1deash Then they choose topics and generate preliminary notes.
° . - o s 1
Free Writing . ' .
[ . . ' . i
. 1. Ask students to: put words on the blackboard as they arrive. Have them choose
‘ . one word to wWrite about for 10-15 minutes, letting them f111‘up a paper with
| as many thoughts as they have in response to the one word they choose. (The
same kind of free writing can be done using_ complete statements.) Have each
student read his or her paper‘but loud and guide class response to the, flow ‘of
the wr1t1ng.
. ¢ .
\\2.‘ Stream. of Consciouaness. Ask students to write for 10 mlnutes about every-
thing that comes: ite their mlnds. Dlscuss. Lo
3. Play some instrumental music. ~Ask students to write, &verything that comes to
mind., = - ‘ ! s ’ :
, R T J ‘ll , “
4. . Guide studeﬁts in smalL groups to bra nstorm ideas for a topic for a set time.

- \
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B. THE WRITING STAGE -

N . . .

The w#ééing stage of the composing process involves the synthesis and appli-
cation.of ‘basic skills. Ideas, facts, and thoughts are organized into a form,

? These Forms may be letters, essays, reports, etc.; each having its own purpose; .
to inform, to, persuade, to narrate, &bfdesctibe, to explain, to define and to -
analyze. ‘Specifically, a letter (a form), may hav$ a particular purpose (to -
inform) or an audience to whom it is addressed. Thé content and form of writing
are interrelated. Sometimes a student is given the form and asked to generate
the content or vice versa. ’ o .

: RS .. o TE ,

Regardless of which forms are practiced, teach@rgf%? writing need at least to:

1. Consider eacL writing task in terms of audience and purpose. i

... 2 Offer writing tasks in a sequénce of préwriting, writing, revising.
. 3. Include many different kinds of applied writing tasks (different forms).
4, Have students write some papers which will not be corrected or
marked (e.g., free writing and journals)..
5. P:oéide lots of opportunities.for silent and oral reading and for
analysis of how writing is put together. \

6. Require students, to generate ‘form from content and vice versa.
7. Provide mary opportunities for note taking.
Provide many opportunities .or individual and group writing, N

oo
.

‘J‘ . ’ - . . - 'f
ABE writers need to develop an awareness ‘of writing.forms, as well as.to
" practice them. This is-a .useful technique for focusing: on form:

N - . B - M t .
1. Distribute copies of eachf of the following: a letter to the editor,
’ ‘a myth, a news article, and a child's poem to_small .groups of four.
2. Ask students ‘to read each form and to discuss the following questions:

’ " " a. What is the author's purpose? _
b. Who is it intended for? How do you know?
. . c. Why is the writing organized the way it is?
[ d. How does the language fit‘the audience? ' 7

3. -Direct students to choose one form to write - in; each member
should choose a.different form from the four read. T
« 4. When the four forms are written,- each group reconvenes ‘and
analyzes each of their original writings with the same questions.
. A variation on. this could include using four versions of only one form to study
;, one form in %;é&tgr depth, e.g.; four letters, stories, -memos, etc.

&

7 Forms of an%ing

. Appl%ed writing tasks should include at least some practice in journal
writing,/dialogues, essays, letters, resumeés, and reports.

‘ ‘ ' . JOURNALS .

Journals are personal records-or beoks of original entries, In_a personal
way, the. students practice journalism; -they gather and write their own thoughts
in response to their own needs or by:responding to suggested topics. Some
i i . .

- 38 .
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points about journals: . ;
1, Students become their own audience; they can work out problems by

. thinking through the problem on paper.
Journals can be-used as a break in class dynamics or can be written

in at home. . )
Journals can be used’as a way of reflecting on life experience.
They provide a means toward'developing writing as a habit,
They free writing anxiety by 21V1ng the student writing erperlence

and more practicg.
6. Specific entries can be used for further writing development. v

(1)
.

[Za B S 2}
o o

Journal writing should. be en;oyable, and free. Journals may or may not be read
by teackers. . ’ R

. It is recommended that the journal entries be kept separately in a separate
book, a section of a book, or even on 5 x 8 index cards if a book is too formidable.
Students can also be encouraged to illustrate their journals, perhaps even give
titles to an!entry if appropriate. Illustrations or'tltles help in teaching a
student focu A sheet entitled "Points About Keeping Your Journal' could be dis-
tributed ‘to putline specific points that ought to be emphasized. If ‘ournals are
to be resporjses to suggested topics, then also distribute a sheet of "Suggebted
Journal Topjcs' or a '"'Suggested List of Questions'' to be answered..

Examplps of how!journals can be generated include:

-

-

1. Fdr 15 minutes, write in your journal. Either. recurd the events
‘that happened on yorr way here, or what you predict may happen
: later, or simply write down what you are now thinking about.

2, At home, write from 3 to 5 sentences of from 5 to 15 words each,
r%cordlng your day or your thoughts.

3. ¢sing the 1list of suggested tOplcs, write your journal entry.
- 4, -Read 3 news article and'respond to it in your journal. .

S. U51ng the questlon sheet of question toplcs,,respond to the ¢
question'in your journal. (A question a day or every other
day could be used, or ask students ‘to generate their own
. questions for each entry which they will answer.)

. . -DIALOGUES ¥

Dialogues are written conversations. Writing dialogue gives students a
chance to practice informal language, levels of word and sentence meaning, D)

_audience adaptation, and use of detail.
. \

39
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Dialogues can be written in response to a particular situation, setting,

or characters or a problem which n efls a solution, e.g., you are on a diet

and having a conversation with yoﬁ?%elf abqut whether you should eat something

you shouldn't. Use yourself as the "me" ana "myself' and then have the "U#

enter,

-

Some examples follow:

1. You see two people sitting on a-subway. Take pot%s on . .
_your observations, Write their conversation. , 4
“2, You just received a failing grade and you don't deserve
it, Write the conversation between your teacher and you.
+3.. You see someone you arevinterested in meeting. Write’
the conversation. -
4, You'are standing at a bus stop and someone pickpockets .you.
- The person does not leave. You approach the individual and
confront him or her. Write the conversation. (See James
Moffet's; Student Centered ‘Language Arts for more examples:)

+

ESSAYS . "
A [ [

Essays generally defined as compositions which present a point -of view
on a particular subject, are often very difficult for ABE writers because the .
skills.needed to produce a coherently organized paper are complex, Although some
students .may have the ability to use some of the generic skills involved in essay
writing, most will probably have difficulty ‘making connections between ideas or
details and the whole concept they want to develop. It is helpful if they are .
introduced to the four types Of essay writing (marration, description, exposition,
and persuasion), as outgrowths of what they personally already know, but now ‘have
to apply differently, For example, elicit from their daily lives when they have
to narrate, describe, explain, or persuade. Use these examples for essay assignments.

For essay writing, students pafticularly need to practice: !

1. Seeing themselves in the rblegof the narrator, describer,
explainer and persuader :
. 2. Making connections’ between.details and major idéas
3. Developing 2 sense of methods of development-
. 4., Writing for different purposes,
5. Using denotation and connotation (levels of meaning) .
6. Organizing according to a format (introduction, body

. and conclusien) . I
. The order €or teaching: the types of essay writing can vary, but since »
people tend to write more easily about themselves or what is close to them, it »

is best to begin with narration or description. Of course, the categories of

essay writing are not exclusive of each,other. Description can include narration,.
and vice versa. Students need to be directed toward understanding that the four - -
major types can appear in oné éssay. .An explanation.of each of athe ‘typés follows.

= > . - - - - N
. -
. . -
- .
. . - »
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ta ‘Déscrigtionﬁ~ involves expressing an impression of something, someone, or some=

where; -composing a word picture characterized by vivid and precise language.

L]
~

° » N T cesoat
*Some stimuli for descriptive writing are:

1. Write in response to a picture. Describe what you see and what .
* _you might not seé. Use pictures that mean something to you. '
: . * Write this for someone in your family. .

£

: 2, Using an obj

3.

ect that has special meaning to you, describe it.

Write this descgé?tion for a relative you have not seen in -a,
LN &

long time.

Déscribe something without naming it.

to. name it,

<
Ask a partner in the class
Write it for that person. ' '

. 2

4, Describe someone in the room.from non-verbal clues. (Define non-

verbal.) Write it for that person. . .

{

*f . Narration -.involves relating events that have happened; telling a story.
. Narrative writing-demands work on the sequence of events (chronological .
ordering, importance, or emphatic ordering), point of view, fact versus opinion,
' tone, verb tenses, parallel construction, and»punctuation).f
/.

L] ~

Some‘stimuli.for\@arrative ﬁ;iting include:

1, Narrate your autobiography (using a time line,chart significant
' .- events .and, choose one to write about). Tell it to a relative.
2. Using models of legends, fables, or other short stories, write ¢
. _éne of your own. Write it for a child. ' .
3. ‘Narrate some events that happened to you on a trip. Write it for a friend.
. /

Exposition’- involves writing that explains or gives information. Three Wajgr
types ‘include analysis :(taking apart a whole), process (detailing how something
happens),* and .définition (giving meaning to a concept). - ©T
; .
' For expository writing focus on generating topic.senténces, devel
relationships between mgin ideas and details, separating titles from
sentences, various methods of development -(facts, "éxamples; comparisop/
contrast, cause and effect) and sentence combining:
. Some stimuli for expository writing include: I
. . /
Analyze'a story for its -elements. Write it for a publicaéion,
or-as a critic. o , ' f
Explain.the steps you follow to perform a particular activity. .
Write it for a class member. "

Define a concept for a 7~year-QLg;éhild (e.g.% re§pons;bility,
pain). . ‘ “ :

~
=~ IS /

<, . .. - L . ok vy
Persuasion or Argumentation - involves the precess of arriving at regsomns and
conclusions to convince or persuade a- reader to agreé with thz writer.

A
[

ing
pic

1.

2.

'3‘0

- +

. LR s T .
s . - Persuasive-writing incorporgtes emphasizing relationships between maln
. -ideas and details: for support, as well as carefully structu;7d methods of

v
.
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development. -An emphasis on qualifying statements is also needed to
generalizations without foundation. . ' '

Some: stimili for® persuasive writing include:

- ‘_\"'

1. Convigce_a‘zhild o do something.

* 2. ‘Persuade the class that your views on abortion, wars,,

!

& -

marridge, or other controversial subjects are the best.
3. Convince-.a family member to take on a new. responsibility.

\

® . LETTERS

' .
» N R

Letters written for particular purposes (e.g., to invite, to compl&in,
to request information, to-order, to apply) are excellent applied tasks for
all students. They are practical and-allow. for brief writings to develop
skills., Even essays can be writfen in letter form.

Letter writing clearly lénds itseif to focusing on an audience, use of’
informal and formal language; use of conventions of punctuation, capitalization,
indentation, and format; and use of detaill - 4

It is best to- generate specific letter writing needs from students and

to categorize them in terms of lifé skills areas; e.g., community, occupational,

1so useful to introduce both forﬁalrind informal

social, and personal. It isa
letter writing.

- .

. ’ . \ ’

Ask students what circumstances im their life as consumers, workers, stu-
dent and® community members would present the need to write'a letter, Then
have them write them.

.Choose a community problem that affects you. Write a letter
to the editor-of the local paper. *. \
Using. want ads, choose a job that appeals to you. Write a
letter of application. : ' -

You are having a spvecial party. Write a letter inviting someone.
Your child is having trouble ir school. Write a letter.to thef
teacher, . s e

- .

»

1Y
.

’ : , RESUMES
Ve ) . : /

Resumes are outlinessummaries of one's experience, education and. personal
data to-be used for obtaining a job. A growing number of positions demand
resumés before a person can be consideresd as an. applicant. In -addition, resumes
are uséful for practicing a number of specific skills areas-including use of
detail, punctuation, categorization, outlining,.ordering information, and
organizatibn. - T )

»

‘ 1Y
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Resumes are best practiCed in stages. Direct students to generate deta'ls, .
order and organize the details, arrange them on a page, and write sub-sectlons
for each category. Form and content are particularly important.’

Some. stimuli for resume writing include:

1. Give specific details of a fictional person. Ask students
to categorize the information and- ‘put it into resume form.
This can be done individudily or in groups and should then
be compared.

2. Give samples of resumes, dlSCHaS elements, then have students
write their own responses to questions in a questionnaire

/ which is designed to elicit the kind of information needed for
a resume, e.g., Where have ycu worked; Do you,have any particular
/ skills, interests?

3. Have students interview each other and.write each other's resumes.
4. Have students do two resumes for two different audiences
) (two different Jobs) '
The pivotal question for resume writing should be: WHO AM I,o
. -WHERE HAVE I BEEN, and\ )
, WHAT HAVE I DONE,

Tt

s ' REPORTS

'y
ke

Reports involve taklng informdtion, categorizing it, and produc1ng a written
summary of information to provide a perspective on a topic.
Reports can be done individually and in groups. Report wrltlng involves
note taking skllls, essay skills, and attention to detail. Format is also very
_ important. Provide opportunities for students to practice the various stages N
necessary in produc1ng the report.- -
Stimuli 'for report writing should include the students' "needs and interests,
Ask them what they would like to find out about.

\ L)

p n o POETRY B

J

Poetry offers a personally fulfilling writing experience, a stimulus for
other writing, and. an opportynity to write with freedom from ru.es and other .
writing restrictions. Particularly useful are free verse, Haiku; and other
forms of short poetry that allow for students to understand use of precise and
+ , figurative language, form, and focus. Use models first as examples.
A series of suggested writing act1v1t1es 1ncorporat1ng practice in all of the -
writing forms follows:

40 -
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WRITING ACTIVITIES ' _

*

1. Ask students to choose a ne1ghborhood problem they are concerned with.
ThHey are to research it, take notes, and then to do one of the following:
¥ 4 .{
a, Write a report on it for a newly app01nted class council;
b. Write a persuasive essay conv1nc1ng the council to do some-
th1ng,about it.

.

2, Using excerpts from the Gulnness ‘Book of World Records or othéer fact books,
ask students to choose a fact they consider important, Direct them to write
an expository essay exp1a1n1ng the faqt to a 10 year old child, _THen ask
them to reyrlte it for an oider person. i

»» Cuide students to listen to a piece of their favorite music at home. Ask
them. to write four different sentences or paragraphs based on the following
outline:

” A

a. Narrate a story that could take place with music as background
b. Describe how. they feel while llstenlng to it
c. Explain what is bappenlng in the music; expla1n its parts
d. Persuade t'.e class that it is the best music
4 Ask students to write a persua51ve essay convincing a partner that a particular
.+ dessert is best, e. . 1ce cream, Call it. Food Glorious Food.

[y

s

"What's in a Name. Ask students to wr1te a report on the hlstory of their
own names or the history of names of countries or states in America. Either
supply the historical information for them or direct them to find it.

6. 051ng a telev151on’show, movie, radio show, or live play, gui students to
'write a critical essay, Guide students toward developing criteria for deter-
mining what’ to look for and ‘what to. write about, .

7. Either elicit situations from students in wh1ch they need to writ 1etters,
or give them situations. Distinguish the situations according to -personal,
social, and business. Have the students write one-letter for each
Highlight the need to adjust language to purpose and audience. Use
-needs for spec1f1c app11cat10ns. . .

8. .Using class1f1ed advertlsements,;guide students to prepare resumes,

l
9,. Ask students to write a process jessay involving the necessary procedures for

* opening. u check1ng account, buylng something, or another appropriate life task
- /
10. Guldr students to wr1te exp051tory or persuasive essays about health problems,
- buying practlces, C1V11 r1ghts, .equal employment or other relevant topics.
l

11, Ask students to describe how they feel sitting in the waiting Toom of a
particular office, e.g., dentist's, doctor's, welfare, etc.

[

-
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v 13,

18.

~

t 19.

20.

21..

22,

23,

24.

25,

-

:
l%;?—ﬂszngvmode%s——ask—studentsatoﬁnrlte any y of the’ following: proverbs,

1taphs, fables, cartoons, or short stor1es.

Ask students. to write group poems. _.
& ~ ‘ . ) = 1 {
to write original wedding vows, or other kinds of vows,

sing models of obituaries from a newspaper; ask students to write their -own.

Ask students to write announcements heralding an important event, e.g.,
births, special occasions, or whatever they consider important. .

Divide the class into groups of 3 or 4. Ask them to write a soap opera.

Give students a recipe to follow to write a "gramner poem,'" Use 1 noun,

'3 adjectives, 3 adverbs, 1 phrase, etc..

Ask students to wr1te down a. problem they have. Divide them into couples.
They should discuss each -other's problems and take notes on their responoes.
Then they should write an adV1ce response.

-

Ask students to choose a person they totally disagree with. Direct them to
research that person's life. Guide them to then write a speech which they
will deliver to a _particular audience as that person. The class will act
as the prescribed audience, e.g., a group of Nazi's during 1940. After the
speech}is deliveréd, students attempt to guess who the“person is,

Ask students to compare and/or contrast the best pr worst time¢ in their lives.
{ . .

A Writing Project. Initiate a display writing project, e.g., P. S. 6 Propa-

ganda.. Students will choose spec1fic words to advertise what is so special

about. the school they :attend or some :other subject worthy of propaganda )

(e.g., super, excellent, ingenious school. I love it.). Then the students )

can illustrate them and post them for display. r

Ask students to write short illustrated reports on visits to local sites.

bo
¢

Direct students to write Profiles. 'Using carefully chosen words, ask stu-
dentS to write profiles of people they are close to., Direct them to fill
out ‘the; following: -NAME..(insert the,person's name), FACE (insert a descrip-
tive word), HAIR (insert another descriptive word), BRAIN (insert a descrip-
tive word), BODY (another descrlptor), IN GENERAL (insert a significant,
‘statement, e.g., Name-Gail; ‘Face-Smooth; Halr-Fluffy, Brain-Forgetful;
Body-Soft' Infgeneral -I love her). \

Ask students to choose a famous person they admire. Direct them to research
the person s life. Guide them to write a report or a definition essay on
the meaning ofnfame. They, could also bé askod to write reactions to

"If You Were Famous, What Would You Be Famous For And Why?"!

'l
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Prepare a poem for rewr 1t1ng by students. Use one by students if avail-
able. Ask themto rewrite it in prose. Discuss how it changes in meaning
or effect. ) .

2 - -
Distribute very ‘short stories to small groups of 3 or 4, one stoxry to each
group, Ask each member to choose a character from the story and change
something about the story - the settlng, the t1me, the events,. or other
elements.. They are to write a new version incorporating the change(s)
Or, .ask the students to imagine théy .are one of the. characters. Then they
can write a-matrative as though they were the character speaklng.
Us1ng a student essay, analyze for content and style to téach o ut11n1ng.
Ask students, in small groups, to write an outline from a sample essay,
Discuss why or why not an outline can: be devised. -
Ask students to write a letter to someone they have not seen in.a long
time whom they wish they could see.

Guide students to write an exposltory essay on "Th1ngs I Am Thankful For."
Elicit lists first, thenh assign the essay.

Ask studénts to&choose an idiomatic expression they hear friends use or
they use. Guide them to write a paragraph explaining it.

< -~

Distribute pictures to individual students. Ask them to write a descrlptlve
essay describing what they th1nk is going on in the p1cture.

\

Distribute written controlled or guided comp051t10ns to each student.  Ask
them to.change the verb tense, or other -elements and rewrite. (See 10 steps
or 26 Steps. )\ N < -

N \\

.Show- students. samples. of menus. from restaurants. Guide tﬁem, in small
groups, to create a menu for an imaginary restaurant. Focus on specific
word choice and descriptions.
‘Using samples of teleﬁrams, guide students to choose an event or incident

they: wish would happen. Ask them to write a telegram to someone announcing
the event or news.

Ask students to describe how they felt when they experienced a new thing or
event for the first time, e.g., the first time they saw snow.

Guide students to write about an event that changed their lives. Write it
in the £orm of a letter or essay. R

/ ‘1 - .
Have students, in small groups, write open ended stories. Each student can
present his or her story to the group for them to write end1ngs for it, or

I’

have .them do the same with story beg1nn1ngs. \

-

Set up debate teams. Introduce the technlques of debating and direct students
to research 1nformat10n for debates on topics of their ch01ce.

Ask students to choose one of thelr favorlte legends, myths,’ or fairy tales.
They are to modernlze it, either in small groups -or individually, DiTect™
each to write an upda~ed version. I£ they”"havé none of their own, give them

o

One,




Guide students to write VIP's “Projects. They are to chobse from 3 to 5 T
people they consider very important persons. They write a paragraph
e§pla1n1ng why. éach 1s a VIP, ) : .

Guidé students’ to observe someone in a’ supermarket. They are to take . .
notes on the follow1ng or other criteria: how the person is dressed;

what items He or she is buy1ng, etc. Then they write an analytical essax
1nterpret1ng what k1nd of person they think he or she is. .

Direct students to choose-a news story from two different newspapers. They ]
are to analyze each for the WHO, WHAT, WHEN, WHERE and WHY and then to write ' §
a brief comparative analysis of the way the two different newspapers treat '
the same story. -

Using one line sentence starters, ask students to write paragraphs.

 Dictate a. paragraph to students. .Ask them to .write the paragraph .as. you
dictate. Let them put in the appropriate capitalization, punctuation, etc. f
Then' distribute a corrected version, Have:each student correct their own

or another student's before comparlng the corrected version togthelr own. S«
Then have the. students, working in pairs, write a paragraph of their own
which they will dictate to their partner to copy down. The same procedure
can then be followed for checklng and reV151ng their own paragraphs.

Assign readlngs. Ask students to wr1te about the read1ng¢ These can be

in the form of story reactions or in ‘the form of questions. and anpswers, ¢
Students «an make up their own questions on a reading for another student

to answer. :
Facilitate 1mprOV1sat10ns -or pla readlngs. Ask students to write about
what they are watching .

el

13 i}

»

~ Ask Students to make up funny laws. Ask them to write a paragraph explain-

. ing why'the law should be upheld. -

-

Ask students mo(write & letter to one or both of their parents, imagining
-they have just entered the world or are apput ta leave it.

Using any appropriate prewriting activities (see prewriting section);
egtene\phe activity into a writing.

i3 ~ “
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C. THE REVISING STAGE ' .

- N N o B - .

PR

".During the revising stage, students develop the sense of writing ds material
for rewriting and’ not as.an immediate, final product, Here, by working together
. or individually in a comfortable; warm working atmosphere, students have the:
chance to learn from each other and to practice the-tasks of revision. These
tasks include: rewriting, resulting from rethinking what has been written;
proofreading for specific elements; and finally, «diting - making the actual
changes. ’ - . o

-

——

Like a painting, a piece of writing needs to bé viewed from a distance to-
appreciate the whole. After students write, some .time should elapse before they
rewrite. -Then, it will be easier to see what changes need to be made.

To rewrite effectively, students need to be put in the shoes of a reader;
they- -need--to: read, .as much as. possible, their own work and others. They need to
.learn, to read a piece of writing several times for the purpose of revising some
elements, and then, again, to redd for more precise corrections.

. For many ABE studerits, the rewriting stage may be as basic as copying cor-
rected material or rewriting changéd material for only one or two elements, €.§.,
they 'may ‘have to change present tense forms t:o\past_° '
° . L | . . .

" Proofreading, which follows rewriting or may bé part of it, is the re=. :
reading of written products for three.specific kinds of writing improvement: .
mechafical errors (what ‘they are @nd why they might be thers); stylistic flaws :
(whether. the langudge is appropriate in terms of audience and purpose); and
coherence, unity. and organization (whether the point of the paper has been
achieved and what the relationship between one idea and its details has to afother).

‘Proofreading is an essential step in making writing better. Students need

. te learn that,like all writers, they should expect that some changes will have L
to be made; that different kinds of readings are necessary to pay appropriate - ‘

—attention to' each -area of concern, and that several readings may _be necessary

‘before something i5 submitted“as "final." .

The entire revising stage can be an additional learning activity for stu&ents
and contribute t¢ their greater understanding of the writing process and ex- . -
perience. Students often feel, "Well, I wrote it, now co I have to read it too?"
Instead they can be directed toward understanding that they can have every reason
to be proud of what they commur:icated: because it will be read by themselves; the
students, and the teacher, and made even better. They see that people are
interested ifi their thoughtS and "that they have somethin& to say.
The following activities suggest some ways to provide for practice in
revising writing.’ ; ‘ : ) S
~ l :
‘Revising Activities - j - .

- .

1. Distribute rulers and'.ask students.'to use them as they read. As . , Sl
they read down a page the ruler placed under a line of print helps -
them focus more precisely on that line. ‘ :

.- v - Co oo . -




Ask students to write .on every other line when u51ng lined paper,
or to doubleospacebthelr work if it is on unlined paper. Fhe space-
will allow for mor= careful readlng and provide room for corrections

and changes. S . ’ ¢ j it

Make-up guideline sheets with approprlate questions. to guide them
thfough qucstlonlng to find out whether the writing is working,
Assign pairs or_ groups to read each other' s: «work. Identify them
as readers, If several people read one paper, use a chart. (See
appendix. ) :

[

Teach them.to réad bacKkwards. on a line of print’as ed*tors in publish-
ing house$’ often do to find spelling and punctuation errors. They
read from left to right in each word but move from right to left

along the line.. They can more easily see'each word for-what it
actually is. )

r

" Have the studeiits read their papers out loud. Many errors-are easily ~

corrected when they say what they thought they wrote and see that it

is not exactly as they thought. \ ( ,
i .

Distribute samples of edited materials as models. Use professional

writers! works if possible to emphasize that all 'writers rewrite,

The library is a ‘good source for drafts of profe551onal writers'

works. . ‘

“~

<

Make up a chart with séntences consisting of a few ed1t1ng symbols.
Use the conventional ones or devise some fgom the class, e.g., the
caret (A , paragraph symbol (ﬂ), and others.- Distribute them to
students and discuss. Direct students to use the marks whén editing.

Dictate a paragraph. Dlstrlbute a corrected ver51on. Students
compare it to their own.
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II1. DEVELOPING TOOLS AND RESOURCES FOR TEACHERS AND STUDENTS

A.  MECHANICS™

% S : ) X

Mechanics and conventions of written-standard English should :be taught within
the context of sentences and paragraphs, preferably students' own writing, Students
need to-be guided toward recognizingthat there are reasons for using conventions,
that they help make -thoughts clear. " To leath to write correctly students must ac-
quire some of the language used to convey mechaniges' and rules. They also need to
see that words and thoughts have specific functions when written,

‘Mina Shaughnescy in‘her'bon Errors and Expectations clearly delineates the
errors inexperienced. student writers make: She also refers to these students as
"basic writers.," ABE students function on an even more basic. level than such basic
writers in freshman: college classes, although the kifids of ¢rrors both groups make
are similar. Their writing reveals the following characteri :ics:’ ’

1, Incompleté*q;iawkward’sentencgs
2. 1Inadequate verb forms N L

3. A lack of word knowledge and incorrect word choice

4, Inaccurate internal and terminal punctuation

5. Speliing problems |
-.6. Handwriting difficiltiss T '

7. ‘Undevelopéd and pogr}x‘focused“ideés

Most ABE students have difficulties with all of the’aboVe areas to some degree,
lower level students éven more than middle’ or upper levels., )
] . - : i .
L -Additional problems fréquently. found among ABE groups (and ESL groups) include
5peech differences which affect written language. This is commonly referred to as
dialect interference. These include the following: ’ )

.:

1. Loss of ed endifgs in past tense verbs

2. s -endings in 3xd: person &ingular .present tense verb forms

It is recommended: that all of the above méchanical writing needs,{therefore,
be treated .in the writing class., It is always .necessary to ‘remember, however,
that. the goal is not to help students become.better detectives of errors in
isolatiom, but instead; to help them teach themselves to become better writers.
They need to learn some '"rules' but need to know that, just as in life, in compo-
sition there are no absolutes, For every "rule" set down, a time comes when it can

be broken for emphasis or another reason.

The following questions .and resporsés reflect some of the concerns faced by
ABE teachers: -

4

50 - -~

o

Y ) -

' and in plural nouns . , -, R C
3. The use of to be verb forms . o
4. Double.negatives i , o 1 '
5. Use-of "it" for "there" as a filleér word b




ERY -What is

I T |
mechanics? . . . ‘ I;

Mechanics, definqd differently in different handbooks’, usuaﬁly
refers to spelling, handwriting, punctuation, and grammar con-
ventions -or rules in standard English.

What is graimaTr? : C
Grammar. is the study of how langiage behaves; the use of appro-
priate forms -and. stfuctures.. - i .

what is corrictness? , ‘ . X

~

\Forreqtness can be defined several ways, two of which include:

a. whatever conforms to standard American-English usage;

by _whatever works is correct. -
Inémapy-situations,Akdrrectnessxqan'be determined by preference ’
asiwell as epnven;ions.‘~*Otherm51fﬁétions--academic and business-
writing--démand“qdhereniﬁ,to standard forms, |

4.’ Shéuld_;éthanics~bé‘iaught? , °
+  Current rese§rqh finds only a low correlation between teaching
isolated grammar or mechanical exércises and improved. writing
ability. Insﬁbad, it is generally recommended’ that most mechanical
concerns be treated: within :the context of writing tasks: . In other
words, you can focus.on particular skill needs students have but
-do-s0 as prob;ems\come up and when students are working o whole
structures. Use exercises judiciously and use students own sen=
tences and paragraphs to focus on ‘correctness when appropriate.

S.. Is there a p;eferréd séguence for teachning mechanics?

Oﬁgé»students’have'bgeniéiagnosed“énd'priorities of -skill needs
-assessed, teach those ‘areas that are most pressing., Treat the
~ group needs in class, .and’ the individual™needs as“appropriate.
"Most of.all, though, teach, séntiénce sense first., Whive working on
the, sentences for lower levels and more complex for middle and upper
levels, incorporate the related skill needs as appropriate.

—_— .-[

>

"6, How.can I teach sentence structure?

A

~-Teaching sentence structure: is an. exceedingly slow process because
each asp@ét‘must.bgnthofoughly,incofporated into the students' own
writing, notronly mastered in exercises. Tlie following sequence is
appropriate ‘for.all levels; however, a\beginning group might take a
year to master the single sentence, while an advanced group might
master the @equence in a year. At all levels, review regularly but
leave time for assimilation.

-
H

a. A sentence is Tarely a "complete thought." Define a sentence
by eliciting from- your group of students what they already know

l \ i | \

| ’
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. , about sentences. This needs. to- be brought,fo the surface.
mEe " Ask “them: What ingredients do you need to write a sentence.
. . . Guide ‘ther towdrd a functional .description of a sentence: groups .

- . of words which make sense, a capital letter at the beginning, a
. final punctuation mark, €8sy o OT 2?2 or ! ; and 2 subject and
. - . main verb.

b. Teach that a sentence has a main part (call it main clause or a

© trunk); this is the subject and verb part. Teach the simple *
. . sentence first and its corresponding simple patterns, then review:
S S fragments and run-ons. (See Kobert Allen's. Worklng Sentence= for
‘ further development and examples. )

N
-

¢. Give them practlce in-fipding the sybject (the who.or what word),
include ‘singular and plyral nouns and simple and compound subjects.
While teachlng this it /s convenient to Teview- use of possessives,

. commas. in a ‘series, and subJect-verb agreement. It is also appro-
i prite to teach common verb forms and :{r egular verbs, .
. d. When you are ready for the compound se ence, offer it 1P the
-G following way I . )

tWo trunks S compound sentence - . 4
- . ¢ L4 -

Glue students the o%portunlty to identify the number of trunks and

ways to'connect them. It is appropriate here to stress coord1nat1ng
* conjunctions (but, and, or, nor, for, so), particular internal punctu-
R ation marks, i.es, semi-colons, commas W1th conjunctions, and capi-

talizatiof. . .
. " I .
- -e. -When téaching complex senténces, focus on teaching . ’
« . . X ‘ . :
- 1. a trunk with something which is.not-a trunk -(teach the ,//////j

. _comma follow1ng_1nmroductory clauses) T
T 2:. introduce clauses that begzn with; - .

T

because, whepn, 51nce, althougly, -even though, who,
N .o that, which (review fragments ! ere)

3. Jntroduce position of clauses before, ‘after, and between
trunks. (review commas hére, subjective and objective pronouns)
4. UsSe sentence development techniques such as: :
a. sentence generatlng - eliciting sentences from students’ -
é ) using select wordsj L, -
_— ! b. Sentence expansion - adding words to existing sentences;
P ) c.. sentence comb1n1ng - ‘addirg two or imore: sehtences in ;~r ,
d1fferent ways (q51ng,coord1natlon and subordlnatlon) . 2
M ’
S. Teach students how. to correct for 'their own mechanlcal errors;
correct only for what has been covered, maklng the student
. e 1ncrea51ng1y respon51ble for more corrections. . . -7




How can I te.ch verb forms? ‘'

Teach them within the context of sentences using substitution or Cloze
techniques, and controlled,writing. Also use word form charts which
delineate functions ofwords. ’ .

How can I treat lack of word knowledge and incofrect word choice?

8.
. v . ! T
a. Teach students to uce resources for vocabulary development, e.g., N
; thesauruses, dictionaries, and others. .
b. Play word games.
. ¢. Teach them to classify words according to functions and families .
and to develop word form charts (see appendix).
d. Do "word" prewriting activities (see prewriting activities),
e. Ehcourage reading. e .
f. Use wond-a-day charts (see appendix).

9. How can I help students’with punctuation? Define punctuation a$S the
written signals needed to read writing., Use sentences and paragraphs
* to téach punctuation. . )

»
.Give students paragraphs°to purictuate: and then compare with
a correzted version. .

rE

b. Read a. passage aloud while they look at, an unpunétdated versior
+ and.punctuzte it as it.is read. ‘ ) “ .
¢. Give funny -statements that could be ambiguous without punctuation,
«Teach rules-as they- come up, e.g., the commas with a conjunction when you

teach compound sentences. .

s
s

_10. How do T deal with'spelling?

Irntroduce spelling as having a specific purpose, i.e., to make writing
more readable and to be used as it is needed. -

The abiiity to spell depends on many skills: hand-eye coordination,
reproducing ¥ ds from copying,’ pronunciation, discriminating letter
forms and readin@ from left to. right; the ability to discriminate sound,
auditory memoTy,axd recall. ' . ) -7
h N . \ . A
Spelling text$ and lists survive,

! but curréht studies stress teaching

_ students how to deal with words they know and want to learn. If lists
are to be used, organize them according to basic word lists, life skills,
.e.g., personal, social, consumer, occupational,-.and educational, word .
familieé!»or word fincticns (nouns, verbs, -etcs) ~

N < ) M . e 4'"
= Focus on* the following klnds of spelling problems: spelling the wrong — *
word, transposing letters, omitting letters, substituting letters, adding ,

letters, -doubling or not, poor handwriting, carelessness, sound confusion,

and inaccurate pronunciatjom. - . .

- st
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.

Take spelling words from the daily and‘pe;iodié writing -of students.and,

nost importantly, offer a method for leerning new words: é
. ’ h
a. Rewrite those words several times .
b.. Pronounc. them ) *. .
c. Spell them from memory \\ .
d. Write them once again from memory N .
< 1 \ . -
The-following sequence is also useful: ‘\ ‘ . )
H ) .
. . . - a\‘ »
C . SPELLING HELP \ )
., ‘ : T .
Help the studepts tG observe themselves as speb%ers: )
What kinds of mistakes do they make? \\ ;l
What patterns are there? > N

Do they always fbrget to double final consonants7 . ;
Are they: writing as they are speaking’

Are they conf151ng t with d .or other similar sounds7 [

Y i

Have them collect misspelled words and put them on a chart as Mina -

Shaughnessy suggests: . ‘ v
WOrd} Misspelling Letters or syllables involved .
Type of Missﬁelling Review the types of misspellings
Review approﬁr:ate spelling termlnolog) with students, such as the '
follow1ng. ! ) .-
{ . * .
accent F consonant cluster prefix syllable
compound = | diacritic e schwa vowel -
consonant , homcphone ' " suffix

!

Based on 1nd1v1dual problems, a551gn specific tasks for practice,

Guide them to develop their own 1ists from their own writings throughout
their attendance in class. Guideé them to develop more spet1f1c pronun~
ciation. Work on spe111ng development in small doses, more toward getting
students to check their own spélling probléms as a habit., Teach the

use of the dictionary. Review rules as they come up. ’

. - X4 .

What about handwriting difffEhlties? . e
Often.students don't write because they are embarrassed by how it looks.
Attention and sensitivity to language is facilitated by focusing on
handwriting. Many lower ‘level ABE students have particular needs in .
this area. - - K "
To motivate interest in handwriting development, do a brief handwrltlng
analysis activity. 7The criteria for analysis can be gotter ‘rom an
appropriate resource book. Students can team up and, as a group
activity, analyze each other's scrlpt. Then offer the following
‘exercises: )

-
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. a., left to right exercises;
1. . draw lines
: 2. make circles, squares,\rectangles,~and other shapes;|

3. write from left to right; . . ' o
‘b.. “write on the‘blackboard N \ \
' c. trace 1etters and .words in /the air, using sandpaper letters
. . ‘and- tracing paper, - ' ‘ .
. - d. make shapes. go music or a beat. (clear handwriting is achfeved with ¢ !

a rhythm and a specific numbér of.strokes per letter); |
e. copy wr1t1ng (even pldy at ca111graphy), Have a student dictate a
- S paragraph to someone elsé who writes in light pen¢il. Have student
. trace over it with' a finger and‘then pen.
) f. leave extra space between letters, (ords, and sentences.

4

The smoother and qulcker students can write, the less anx1ous‘they feel about
the physical demands of writing, They need help toward making their hand-

wr1t1ng more 1eg1ble and toward eliminating -errors that occur from cgrelessness.
4 |

o 12, How can 1 treat:dialect interference? (Also see p. 47.)

b

a. -Use contraStlve analysis - give two versions (d1alect and standard
English) - -of a writing. and have students analyze them; )
e b. Using a story-or poem in dialect, ask students to.rewrite it in
Standard English;. ®
c. Ask students to write sentences as they say them and then rewrite;
d. Ask students tg\wrlte a paragraph as it is dictated and then compare
it with a corrected wversion; : )
..e. Use d1alogue wr1t1ng as an accurate account of speech
13, How can I help lower ;avel (0-3) 'students? \ \
L - {
a,  If students cannot write at all; or very llttle, begin w1th a 1anguage
; : = experience story. (See ‘Using Language Experlence with Adults in
Ce Tl Bibliography. ) .
! b. Guide them to copy wrltlng first. (Use 10 Steps or a similar
controlled writing text.);
‘Review differences between upper and lower case letters, spaces
\ between ‘words, punctuation d1-ferences, C7 \
d. °Dlrect them to write from dictation using phonet1ca11y 51m11ar words,
) " other approprlate words, and simple sentences; ’ |
‘L e. Provide opportunities for memorlzatlon and writing of asic -words
- from ‘basic word llsts' . -

"~

N

o e, oo e e

e frr—Guide-them--to- composenbrle£~but-or1¢ana1 sentences; N - .-
n _ g. Dictate a short story reviewing new points as “they appearf B, )
VAN ‘ quotatlon marks. . Have students write it continuously OVer a ,////:
o pe 10; of a few days, adding to what they wrote before so they

cani’see a longer piece of their own writing when they ace flnlshed/

h., Afte they -are doing some reading; they can begin to wr1te answers to

' quéstions about their reading. Lower level ABE~ students need: helpf

in{figuring out sounds and letters and. recognizing 'words. They | . ¢

. need to, practice 1dent1fy1ng sounds; identifying letters and /

: punictuation; drawing letters and punctuatlor;obgerv1ng spatial
g conventions;. matchlng each sound with 'its spelling; matching

’ punctuatlon ‘to voice intonation; éoundlng out spelling; and )
f

\
\

writing sentences. , . Ny
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15;

{

¥

. \ .
The introduction of .a controlled vocabulary, using Cloze procedures
(deleting selected letters or words from text), and eye movement
After they become
more proficient with decodlng, encod1ng can be stressed’ (an emphasis
on handwrltlng, spe111ng, punctuatlon,iand transcrlptlon skills),

exercises help to assist low levels w1th decodlng.

U,

“What about undeveloped and poorly-focuse? ideas?

This is more of a "¢lear thinking' and c%aft problem which is greatly improved
by practicing note taking, ordering 1deas and using various methods of

. development., y e

s

What. about coherence and unity?

Connecting and organizing written thoughts,..a complex skill, involves
eachlng students the generating of t’oughts, grouplng and ordering them,
. using tran51t10ns, coprdinating and subordinating main ideas and details,
_and u ing_« diverse methods of develop1ng and organizing of students need.
. to focus on the~p£ocesses\of going from 51mp1e sequences to more complex
vones, comparlng and contrasting 1deas and in making generalizations,
*bbdellng is a useful technique for 1ncorporat1ng such skills,
\essays as models, Guide students through the process of eliciting thoughts,
orderlng them, relating’them, organlzlng them, and finally presenting .them

in @ coherently united fonm."

How can purpose in writing[be taught?
R

Purpose in writing involves. 1dent1fy1ng why a piece of wr1t1ng exists, i.e.,
\ Relate the meaning of
why people do| things.to stu ntsl writings. Guide them to understand that

ask of writéng is easier and clearer, \

inform, to persuade, to descrlbe, or to explain.,

‘when purpose %s identified, the
. : \

¢

Use student

1
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VOCABULARY DEVELOPMENT

®

N

v

b
writers often lack a dévelop

ed writing vocabulary. Their vocabu=

Student

sight, listening,

rr**——-laries—are-offen_digtinguishggmigmgggpg of three categories:

A necessary fourth cate

gory is needed.

.Basic education students

and speakingt
need to develop a

11 four vocabularies in order to have more "food'" for writing--
distinguished in the following way:

words. /These categories are
/ .

1.

and can read; i

to read or writey

Sight vocabulary - words wpiéh students can recognize on sight

Speaking vocabulary - words which they can say but may not be able

-

— 3, listening yocabulary - words which they can understand but

probably-dgn't use;

Writing VOcabularyﬁ-‘words
actually use on-paper.

: 4,

|

- ’

speak, listen and

.

which they can see,

BN

v

It is very important to assist s

tudents toward becoming more resourceful

more important than t

eaching them'a,

. . I
] .~ in the;process of

vocabulary acquisition,

i

can they repeatedly-on their own: ‘
. !

1.\lGo to a dictionary for “the analysis of the word;

particﬁlar list of words in itself}\ For example, if they experience a new word,

»

. . . . ' \ ' .
Find its derivation; ! -

Determine its function in Sentences;

/ .1 /4. Wq&té other forms of the word; ' ‘ o

. /5 Usé\it in a sentence; ° ) ) . i o
/ 6. Use the context -they find the word in to determine—its—meaning-

! P ; ) %

wd;gvelopinent.
* more about words & .

I
|
|
?

.

/1.4

writing vocabulary supplemeﬁts overali vocabulary
should help students acquire techniques for learning .

W

The development of-
\
Teachers can and

\ , - .
“1In dirgct%ng~vocabu1ary»development consider the following

goals:

, Idéntifyiné\word forms - give words or generate them. Show students

how to create -other forms of the same word by déveloping word form

charts.. (See\appendix.)
\
! ) X K *. . . »
Discovering word meanings_ - use 2 dictionary and thesaurus
word knowledge expansion and denotation and connotation. Try to
A

to teach
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,z help studentg to get at why they use the wvords they do and to develop

new ones as well as reasons for learning new ones, e.g., a particular
word -can help to persuade someone, or more active verbs can make

i
i writing more interesting and less repetitious, Reasons for developing
I new vocabulary -can be generated in a class discussion on the Power of

Words or "How Words Can Hamper or Help Communication" or "How People
Can Be ‘Hurt by .Words:" .

\ ,
Another useful technique is to use A Word A Day Method or Life Experience
Glossaries. (See samples in the appendix.)

i 3. Making word choices: |

’ a. Choosing words for syntactical meaning, purpose, and audience.
e Discuss and define ‘terms such as archaic, formal, informal,

.colloquial; slang, dialect, jargon, and cliche,

b. Choosing general or specific words. Give lists of groups of
four words each from the general to specifi¢ and then have

students write their own, e.g., car, automobile, .Chevroiet,
Chevette; food, bread, Levy's, wheat,

~

‘C. Ch0051ng vivid words-active verbs. Two helpful technlques are
to Tequire students to create poems Or comics or to write
Haiku poems, Comics are effective because within a few frames '
the word and thought choices can suggest so much. Haiku poetry

- requires a focus on syllabication, connotative meaning, and

use of statement, all woven together to create an emotlonal
. word picture. -

- v
. - -




\ - C., EVALUATING WRITING
- /
The evaluation of writing is central to writing improvement. The more
students write, the more they need responses. ‘While some student writing--
journals and free writing--should not be evaluated, most wxiting: needs to ‘be

read and resporided to by the teacher or other °students.
. ° 4

The following questions focus on concerns for ABE teachers:
1. What is evaluation? . )
A .
- Evaluation is the appraisal or judgment of a piece of writing by a
reader. Three purposes of evaluation are possible: )

~- - . .
a. Diagnostic--An indiv;dual,'initial judgment for the - )
purpose of prescription

b. Formative-- Ongoing, individual judgment for progressive
N improvement

- ' - . -
¢

c. Summative--A final, individual juﬂgﬁgnt of overall improvement °

¢ Students can be evaluated individually or across a group, but individual
evaluations are esséential to writing appropriate prescriptions, and as a
measure of progress.. S

2. How do I diagnose students' writing skill needs most efficiently.

There are various methods of diagnostic scoring currently used. '(For a
détailed description of each method, see Cooper and O'Dell, Evaluating

Writing.) \ , .

Each method has its advantages and’ disadvantages, according to its users and
individual preferences; however, the major advantage of holistic scoring
‘which is preferred, overall, is that it treats a piece of writing as a whole,
rather than focusing on isolated elements which may have little or no bearing,
in themselves, on writing ability or improvement, (See ghe appendix for a
sample of holistic scoring with -a criteria-scale used for diggnostic writing
samples.) : ) o

<

. . . -\ o
Holistic scoring is the reading and scoring of a papgr on the basis of
overall impression by two oY more readers. The team‘?irst-m@ets to establish
a scale. of criteria, Papers are then read quickly (a matter of two a ‘piece)
by .»» readers, each of whom assigns a score. If -the scores are -discrepant,
a third reader evaluates the paper. ) » ,

.

3. How can I construct useful writing sample topics for diagnostic and ongoing
evaluation? o :

The topics for writing samples can best be determined by a particular group
of students and the goals of a program, but consider that topics for writing
samples should have the following characteristics: ° .

L4

- [




)

002U &L
*

Be able to be written about without prior preparation

Be stimulating

Identify an audience

Specify a purpose . e
Specify length T . )

Include limited choice : :

Be clear (Use- simple language and directions)

Include two types of writing if time allows, e.g., a letter
and an essay '

" The purpose of the initial writing sample should be to assess a student's

present skill strengths and weaknesses. For initial writing samples use one
sample question for all students. For progressive evaluations use a variety
of ch01ces. ~ ' ‘

N

Some suggested wrltlng sample topics 1nclude the following:

For low levels. A Place I Like to Be (Descrlbe 1t for a friend)
A Good Friend (Deéfine it for your friend)
Why I Am Going to School (Inform your teacher)

[

. hY
For middle and upper levels: My Experlence in School (Descrlbe it to the
3 v ) ' teacher)
) , , Why I Care (or Don't Care) About POllthS
(Inform a friend)
New York: A Great City or a Dlsaster?
(Persuade a foreigner it is one or the other)

What about dbjective tests?

- There are a number of objective tests available for basic -education programs

which test for the: student's ability to re&d and to- identify or detect
"errors'" in standard English usage. These include: the Test of Adult

Basic Education(TABE); the California Achievement Test (CAT); and the
Stanford Tests ;of Academic Skills or the Stanford Achievement Tests.,
Although these tests measure reading and editorial skills, they do mnot ‘
measure a student's ability to- compose. It is, therefore, recommended that
such tests be used only in conjunction with a writing sample and approprlate

———Skill prescription.. . .- . .. . ..

}
The writing sample alone yields most information needed but if objective
measures are desired, another p0551b111ty is to construct a teacher-made
Diagnostic Test for Writing Skill which could include:

a. a section on ordering sentences to test for development and-

31

organization

b. a writing sample

c. an objective exercise of subJect-verb agreement, use of ''s"
forms, and other mechanical concerns

d. .a paragraph to punctuate, capitalize, and correct spelling

°

60 ..
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What about grading? : .

1., Grading, the conventional assignment of letters or numbers to a
.writing as an evaluative measure is not recommended for ABE -.student
writers. {

2. Grading needs to be played down, while fluency and frequent

‘writing neéd to be encouraged, - \ ' N

_Too_often_grades are used in a mystical way with neither '
teachers nor students really-clear as to what constitutes
a grade. . .

4, If grades are used, criteria should be determined with

students for each letter or number equivalent..
5._ Furthermore, only rewrites should be graded--not { ,
- “first drafts., Ty ;
Student wrigéng_can be measured without grades,by determining ,criteria for o

excellent, better, good, fair, or poor. Students' progress cgn be trans-
lated- for them by individual.conferences where teachers highli ht the areas
which need.more work and those in which the student is already” strong.

How can I guide students to respond to each other's papers?

Use- student response -groups frequently and use your own individual teacher '
response as a model. Guide students to: identify what they read or hear 'in

terms of purpose, audience and form; analyze it for methods of development and

ways it can be further developed; generalize what else could be done with it;

and determine style. :
. ‘ ‘ ] ‘ ~ .

By doing this, students focus on what can be learned from ‘their own and .
their peers' writing; they also discover whether what they wrote was clearly

- expressed, how and why it was or was not, and how- to make it better. Some.

student response group activities include the following:

a. 1n small groups of 3 or 4 they discuss student essays and establish
criteria. (See appendix for sample response guidelines.)

'b. Students devise and write their own questions about student essays

they have read. These questions are then used to rewrite the papers.
c. ‘Students summarize»theirrfeélings and thoughts about what they went
through as_ théy wrote something, They consider-why they wrote it the
‘way they did, and why they think the writing is effective or not.
d. Responses to- students' writings can be organized on three levels;
first, a general or descriptive. one; then one which evaluates the qual-
ity of the style orf form, and finally a third which criticizes the
content. .
e. Students read models of writings by published authors and discuss what

works best and why.

) v -
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T ‘""“‘tﬁfbﬁéh questioning comments, "to find their own -errors; ‘When -you- do-

i
. N
.
”

\ —e
Teacher response allows for é more personal dialogue. Guidelines\need to
be set for individual respﬂnéé such as the following:

a. Be positive_an

1

i

d;ggcourégigg;;ggg brief positive phrases.
b. ‘Decide on.set standards for correctness;
~ What are the, teaclier's writing values?

¢. Make only one or a few comments per writ

i

_what is more important.
1

ﬂng; focus on one kind of
repetitive problem. , . x
’ d. Use m?rglnal comments and encourage students to make the corrections
T themselves. '

e.

. ‘ \
Correct only for what students should be able to do at at a
particular point or for what has been taught.
. -f.

i
\l
o
Don't be a judge; be a positive reinforcer, listener, an

1
d guide. |
7. When evaluating papers. throughout instruction, what should I do?

P

Do not ''correct" papers for all errors. Where possible guide students;

"correct" only mark for one or two types of errors per writing.
Calling.attention to a few problems at a time is more digestible

for students.” Too -many ''corrections'' tend to stifle and overwhelm
them. "Correct" ouly for what has been taught over a period of time.

-

‘ .
+

!
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D. RESOURCE MATERIALS .

It is -recommended thaf all writing teachers read some materials relating
to all phases of the:writing process. The following bibliography is organized
to facilitate a sampling of books or materials in each area including: Theory;
Teaching Writing; Writing Activities; Mechanics; Revision; Evaluation and

Supplementary Resources. (Starred items are especially recommended.)

2

E THEORY

Britton, James, et al. The Development of ertlng;Ab111t1es New York: Macmillian,
_ 1975 (paperback, NCTE)! ‘

*Cooper, Charles, & Lee Odell. Research on Composing. NCTE, 1978.
) '\\ ’ ' '
Emig, Janet. The Composing Processes of Twelfth Graders. Urbana, I11.: NCTE, 1971.

Wheele:, Thomas The Great American Writing Block. N.Y.: Viking, 1979.
" TEACHING WRITIHG

*Elbow, Peter, Writing Without Teachers New -York: Oxﬁord University Press, 1973.

Koch, Carl § James Brazil. Strateg}ea for Teachlng the Com9951ng Procesa
Urbana, I11. NCTE, 1978. . .

2

Macrorie, Ken. Searching Writing, Telling Writing, ‘and ertlng To Be Read
Rochelle Park N.J.: Hayden, 1980.. .

*Murray, anald. A Writer Teaches Writing. Boston, Mass.: Houghton Mifflin, 1968.

s

Moffett, James. Teaching the Universe of Discourse. New York: Houghton Mifflin, 1968,

* Shaughnessy, Mina, Errors and Expectations. New York: Oxford University Press, 1977.

/ -
Some Suggestions for Teachers of Writing. Mew York: Educational Solutions, 1975.

Tate,jGary Teaching Composition. ?ort Worth: Texas Christian University Press, 1976,

Trillin, Alicé & Associates. Teaching Basic Skills in College. San Francisco,
~CA Jossey-Bass, 1989.

<
°

Zinsser, William, On Wr1t1ng Well. New York: Harper § Row, 1976.

SENTENCE DEVELOPMENT ” :

O'Hare, Frank. Sentence Combining: Improving Student ertlng Without Formal Grammar
’ Instructlon. Urbana, Il1l.: NCTE, 1973.

Rippon, Michelle & Walter Meyers, Combining Sentences. New York: Harcourt Brace*
Jovanovich,-1979. '

-

* Strong, William, Sentence Combining. New York: Random House, 1973.
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WRITING ACTIVITIES

*Barasovka, -Joan. I Wish I could Write. Syracuse; N.Y.: New Readers Press 1978.

Davis, Gardner. Glass § Dunning,~Writing: (Volg. 1-3), New York: Scholastic, 1978.

i_____‘w“ zor,fEdwin;’Individualized Language;Arts, Weehawken, N.J.: Board of Education, 1974,

'""How toRead and Write Pereonal Lerters -&-How to Read~and-Wrrte Bu51ness Letters "
Syracuse, N.Y.: New Readers Press, 197r, i . '

*kennedy & Rolder. Using Language §§per1ence with Adults Syracuse, N.Y.: New Readers
Press, 1975, L -

Keller, R. § J. Fr1edland Wr1t1ng For L1fe, Books 1 .§ 2! New York: Cambridge, 1980.

* Lesson Plans for the Remed1al Wr1t1ng Clgss In the High School. Brooklyn, N.Y.:
NYC Board of Education,.Curriculum DlVlSlon, 1980.

Moffett James, § Betty Wagner. Student oentered Language Arts and Reading, K-13.
i Boston Houghton Mifflin, 1976. .

*Writing Competen;ly: AAHandbook for Teachers. Brooklyn, N.Y.:«NYQ Board~of EduCatione
Curriulum Division, I980. '

*Writing Competently Across ‘the Curriculum: A Handbook for Teachers in the Content
Areas. Brooklyn, N. Y..‘ NYC Board of Education, Currlcﬁlﬁm Division, 198U,

ot

Writing EVery Day ‘Generates Excellence: A Manual for the Secondary School English
. Class. Brooklyh, N.Y.: NYC Board of Education, Currieulun Division, T978.

Raimes, Ann, Focus on Composition. New York: .Oxford University Press, 1978.

oy

Sohn, David. Stop, Look,and Write Series. ﬁew—York' Bantam, 1969.

Van Laan, Thomas §& Robert Eyons. ‘Language and the Newstand, New York Scribners’
& Sons 1968,

o MECHANICS o

Alleh, R. § et al. Work1ng Sentences New York: Crowell, 1975.

*Barbe, Walter. Handwr1t1ng. Workbook Cursive. Columbus, Ohio; Zaner-Bloser, 1977.

*Barsch Jeffrey & Betty Creson. Spell1ng, Plus! Novato, CA: Academic Therapy *
Publlcatlons, 1980. ’ '

Deighton, Len. Vocabulary Development New York: Teachers College New York: Teachers ]
College Press 1959, i : .

T~

El s

Rudolph, Orville § Evelyn. Haynes Giant Slze Book 4: Practice Writing Series:
Advanced Cursive Writing Drills. ¥ilkinsburg, PA: Hayes School Publishing, 1979,




. " REVISION o \

*Laubner, ééofge? Prodfrgggigg Exercises. N, Billerica, MA: Curriéulum‘Afsoc., 1976.
L ' pvALATION S \\’

Cooper, Charles, R. & Lée Odell. Evaluating Writing, Urbama, Ill.: NCTE, 1977.

‘Healy, Mary K. Using Student eriiﬁgAResponse—Groups'in'the Classroom, \ /
Berkeley, CA: Bay Area -Writing Project; 1979. | "

qupiémentary Resources ., .. . 3 h % }\

‘ Some édditional‘on-gpiqg soutces f£or publicatiSn include: "\
Arizona English Bulletin (published 3 times per year). Department of English, i\
Box 6032, Northern A?izona_University, Flagstaff, AZ 86011. , \
éay Azga,Writing~Project, School of Education; University of California, _ :\

Berkeley, CA 94720. .. U

-

- Eric Cleatringhouse in Reéding and Communication Skills, 1111 Kenyon-Road;
Urbana, II1, 61801. I ) . .
iESQructinnal Resource Center (CUNY), 535 East 80th St., New York (publications
include Journal of Basic Writing, published 2 times per year, Resource, -and.
CUNY Bibliography of Basic ‘Skills). * )

National Council of Teachers of English (NCTE), 1111 Kenyon Road, Urbana, L.
(Many excellent publications,) '

_.Competency Based Adul't Education Activities: Sample Activities, Ruston, La.:’ y
.Louisiana Tech -University, '1980. ’ "

- e
» +

Teachers and Writers Collaborative Publications, 4 Fifth Avegue, New York,. N.Y. h

(Publishes Tedchers and Writers magazine three times a year, and other publications.)
. oD

Written Communicaticn Series, Instructional Miterials Laboratory, University °
.of Missouri Columbia, Missouri 652l1.. *
: [ .

'
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CONCLLSTON

¥
i
i
3 -

- | i~ . ;
1Ais. writing-skills_curriculum.is bas?d‘on the belief that a competent
‘adult lezrner is literate in wyriting, as well as in reading and computing. It,
therefore, seeks to. promote the need to plan for and integrate writing skills
developmént ;@to the .ABE  curriculum, .

———AS has beéen stressed throughout fﬁisféurriéuldﬁ, writing needs to be
taught as a thinking process, as a craft, and as; a practical tool which has
many uses. These goals can be achieved if writing instruction:' is begun right
from tie beginning, if ABE teachérs have adequate preparation and training °
for teaching writing, and if writing is inﬁegr@téd into reading experiences.
BRI

" This -past decade -has yielded much reséarch which has influenced: the way

in- which writing has been and will be taught. , Much has yet ‘to"be done. As

writing instruction continues, other skills areas will also be affected.

Students and teach§r§~w1i1‘behefit from a éhated,‘enjoyable language experience ,
which promotes independent functioning and !growth. //
: I

’

M B N !
\ /
.
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: \\\ TEXT MATERIALS:
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OVERVIEW DESCRIPTION:

[y

-«

Y APPENDICES

Appendix A

TEACHING PLAN
SAMPLE FORMAT

(2or 3 sentehﬁes)

. (Bibliographic list)
. ;

“ 14
List from simpler to more complex for

\ LEA

RNING hoCOMﬁs:

N

\
\A

-~

appropriate levels) ;

/

WRITING ACTIVITIES

\
\
\

TOPICAL SEQUENCE

(SUPPLEMENTARY:)

&

~

(List topicall& as they wili be covered)

e >

(Unit list,, according to weeks or sessions)

I
S

]
- 2

. ¥
r evaluation

[y
\

A section on method and criteria fo
could be included if it is appropriate, e.g.,
students will be expected to: (fill in criteria) )

L
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Yy _ | SAMPLE TEAGHING PLAN,
Course.Name: ' Adult Basic Education Level %. Carole's Writers' Comnunity
Class Meetings: fMondays, Tuesdays, and Thursdays, 9:00 ~‘1:00 N
Instructon: Carole Weinstein . ‘ ’
" Course ' The Writing'ﬁorkshpﬁ is designed to help students become more
Description: skillful in writing, to develop writing confidence, and to

practice many forms of writing needed in daily life,

Text Materials: Students® Writings
’ _, American Heritage Dictionary
Roget's Thesaurus ;
Supplementary Readers

. Style Sheets
Learning Outcomes: ) v . ) g .
1. to’develop a positive attitude toward writing .
2. “to Coristruct and combine sentences ) e ’

- 3. tO compose’ and combine paragraphs
a., to state main ideas
- b. to use details for development

» ;

c. ‘to use diverse methods for development

-
.

to use descriptive language
to use figires of speech . >
to summarize class lessons and readings
* to think concretely :
to think and write abstractly
to'ﬁistinguish objective writi g from subjective
to select themes and limit topics -
to write for a specific purpose; to explain, to describe, to persuade,
and to Marrate ' .
12. to adjust and control tone to different audiences
¥(to use formal and informal language)
13. to develop a personal style '
14, to write-with various time limits
15. . to develop. standards 7ar self criticism and revision of writing:
16., to adapt various organization principles for different tasks
i7. to maintain a cjear focus throughout an essay
18, to organize jdeas logically ’ ;
\" 15, 0 use resources, dictionaries,s thesauruses, eng?tlopedias,
\ Reader's Guide to Periodjcal Literature

* »
\ .
. L
.
. .
a
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Topical Sequence: . : —-— | A

Writing, Activities: i
Writing activities will 1nclude sampling each of the_following forms of
writing: 1 . , d P

o v o L] .
» .
* ¢
i

- Lists . . v ‘ : Lo RN
é Journals’ i v -
‘Memos and messages -
Letters o .
Dialogue )
Essays .o \
Reports - . ‘ »

Each week we will focus on one of the £ollow1ng llfe areas and app..priate .
applications. The dlfferent forms of writing listed above will be practlced by
applying them to practlcal needs. s [ T

-

Weekly Units: ™’

Week 1

L]

Weeks 2 § 3.

Practical Life Area,

Heal th
D

&

3obs and Job Searches

Week 4 Citizenship

Weeks 5 § 6 Financial Transactiqn
Week 7 . Transportation. -
Weeks 8 § 9 Sustenance f

‘Week 10 Sheitér

Aéglication
i - L

. Completing health insurance forms,
writing about hedalth

LY

‘Resumes, application lettérs; reports
Slgning up to vote; writing about basic rights’

—Applylng for checklng accounts writing
letters to.a -bank off1c1al\ °

‘Writing directions '
C s A A
Listing safety measures in the home

\Compléting rental applications, writing

Maintenance

businéss letters .

t

N

ertlng for 1nformat10n/

/

1

7

——

Weeks 11 & 12

<

Week 13 Consumer Education ertlng about buying pract1ces and maklng lists
o : ,' Do . |

Note: All students will also keep a journal, recordlng their reactions or , = .

» ;observatipns‘ Spec1f1c guldellnes for keeping journals will be

distributed.” Additional writing activities will also be 1ncluded
¢ P
- e.g., words, lists, note taking, and free writing, .
* ~ . o
;
\ " 9

i




 Make your changes in the foilowing

l,- GUIDE

- “,f'
When you read your paper to

. Cross out any m155pe11ed‘Words
write. the new word above it.-
. ‘Put *a slash (/) throygh a smal

through a capital letter that should be a small letter. Write the
correct form above-it: |

. Add missing punctuation marks{ : N

. Use a caret (A) to show where a-wqfd has been left out. Write the

word above it.

Appendix B

¢ " {
L [
FOR CHECKING YOUR WORK

C e

Trevise it, you are proofreadlng your work.
g ways:?

i
1

or any word you wish 'to replace and

1 letter that should pe capitalized and

1

Cross out unfiecessary words, [
Use a pafagraph symbol (&) t?

¢ o o o

Remove periods after groups o
“commas’ where ‘necessary.

\ A useful way  of pract1c1ng he procedures on jthis sheet is to copy
paragraph ‘that needs corrections|and to.correct ity
also be devised which focus on more spec1f1c aspects of a writing.

%

. ' 2.

Use. periods- to break up run-on sentences°

SAMPLE GUIDELINES FOR [READERS
—

hrases, and punctuiation.
‘show: where- a néwéfafagraph should start.
Add

words that cannot stand alone,

\

—~——

—Specific checklists

o

can

j

\
1 RN
. | c
/1. \ What is the most important or significant sentgnce in the paper? -y
2. ' What'do you like moSt about the paper?
3. \What do you. like least about it? T
4, If you were writing the papexr, what.would you, change and why?
5.‘~Is the paper written- for a partlcular audience?
6. Does it work? . -
‘\\ R 4 T t
A \ . 3. RESPONSE GUIDELINES | —_
.\ ° ‘ . . '
e -.i/ " :
After. students have written ask them to pair up witha partne; Each o -

{

person;should read. the other's wr1t1ng and respond orall and/or in writing,

\ guided)by .the fb110w1ng questlons.

A

\

4

ttenz

1.

| Why\or why not?

2, Whoiis the. writing wriften for Is the audience clear
3. What|is the purpose of the Wri ing? . Whyyhas it been
4, What\do &ou like most about/1t7 Why?,
5. What 'do xou think needs.-to be- improved?
6., What parts would you like to. see dfveloped more? How?
7. On.a scale of from 1 - 6, what $co

. I'
f ™ ‘
X . \ Ay
:

{ R 7
f. I

|

70

e would you give the -aper9
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Either one of the following

.,...‘.--."_Appe.ndix..(l...... R DUV

SAMPLE CHARTS FOR READERS
4

‘evaluating each other's papers.
listed on page 67. The second can

READING -CHART I

« 1
charts can be used by groups of students when
The first is to be used with the sample guidelines
be used as an overall guideline reading chart.

I

Question 1

Reader 1 Reader 2 * Reader 3 ¢

Question 2

Question ‘3

[Question &,

i
1

Question 5]
: J ;
N { ’

Question..6.. ]

Content Mechanics Style _Organization

READING CHART Il ‘ : i/

1 Reader 1

\
3

©

.,Reéder 2 |

boxes or to éi:

! 4

T 71

Note: Students can be guided to simply write comments in the appropriate
pond according to predetermined criteria.

' ———————

s -,
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\ Appendix D - e N
. \ AN
m e SAMPLE ﬁpRMf\T OF AN APPLIED WRITING: R IR
4 N \«\ ’: a \\
TASK: - Students are to ﬁxite an autobiographical essay in narrative form. \\\
AUDIENCE: Another student
TIME REQUIRED: Dependent upon number of hours per session; at least three hours
MATERIALS: , Paper, pencils, markers or crayons, with samples of autobiographical
writing o
PURP7™. : ) To narrate a meaningful eipe:ienée in 100-20) worAsa depending on 1
N . level ' : '
. 1
GENEPIC - 1. to construct complete sentences
¢ SKILLS: . to use punctuation for variety, emphasis

2
3, to take rotes
4. to use descriptive language
5. to use conventional essay format
6. to compose paragraphs .
. Y /
, + Note: low level students who may be unable to construct sentences can dictate
. their essay to, another student or the teacher. The student can then proof-

——----...——-———————-—-—-———--_——————_———————————-—--—————-—-——-_———_-------——————————

Day 1 - Preﬁritiqg,

Ask students to individually chart a line, circle, or bar graph or any
other type of symbolic chart to indicate five major events in their lives. They
are to draw an illustration for each event. Pair each student with a partner. Ask

., rach couple to exchange papers. They read each other's charts. Distribute a question
- to each couple and ask them to inferview.each other about the following questions.
(Each student is to take notes about the other's chart as they interview.)

-

Why did you pick the particular events you did?

Which event is the most important, then the least impertant?
Why did you draw the chart the way you did?

Which event would you like. to write about? : . °
a. What could you say about it? ;
b. Why is it important? ' /

BN VA S N e
e o

re

Each couple exchanges notes. They are to read and discuss the notes and use them
the following day when they will return to write about the- event in class. T

-

Day 2 ~ Writing

Each member of the couple writes about his/her chosen event. They exchange papers.

Each are read and discussed. The students are guided by the following questions:

1. What did you like most about the essay?
2. What do you think could-use more work?
3. Did you undérstand the language? If not, what is not clear?

4., Tfyou were to write this for another person to read, what would you change?

* Each: studént takes the paper home for revision.

Day 3 - Revision and Discussion and Newriting

9 . } CoL
[ERJ!:‘ Another version of the essay could » required ziting for a different audience.

AR o proided o . 72 ) } ‘ N A :
. . ‘ . \
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-Appendix E
. SAMPLE QUESTIONNAIRE

AY

Circle the number to the righf of each statement
_ _that best describes your opinion about it.

\ Writing .cannot be taught, ‘ I 2 3 4
. Disagree

Writihg;is a ;kill aﬁyonercan learn. I 2 3 s 4
Knowing _ grammar improces Qritink. 3 1 2 3 4
_Studying graﬁmar is a wa;te of time, 1 2u 3 4,
Creative writing will improve basic writing 1: 2 3 4
Good readers are good writers. 1 2 3 4
Writing is fun, ' : 1 2+ 3 4
Bad readers are bad writeré. o 1 - 2 3 4
Wfiting’ig'a borg talent. 1 2 3 4
Wrifing is an aré, 1 2 3 4
A good teacher can teach writing. 1 2 3 4
Writing is be;tjléarned through exercise, T ' 2 3 4
Fhe only way to learn to write is to write. Q} . 2 3 4
Writing is~writte; for an audiénge, o .

a purpose, and through a process : 1° 2" 3 4
Anyone who can fead can write. - V\ 1 2 3 4
Students learn to write by imitating - -

- what they read. ” 1 2 3 4
)
: .

3
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e,

g ., 20 QUESTIONS L
""‘—;’,," { ‘ \..
Handouts and questionnaires| that deal with concerns in writing are
useful, They help to broaden perspectives on studying writing. ~ \

10 Questions for the Lecarncr: |

What is writing ‘ S
What is correct writing? | o _
. How do you go-3sbout writing?
What do you need help with?
What do, yod do well in writing?
What is the best way to learn writing?
How ofter-should you write?, -
_ What kinds of writing should you do?
What should you do with your writing after you write it?
. Or, what do you hope will happen to your writing after you write it?
. 1n< 1f you were teaching §om¢oﬁe else to write, how would you do it?

>

.

<

P

.

R 7 I S N
[ ]

O
° .

*

10 Questions for the Teacher:
t . N R
1. What is writing? . . Co -
. 2. What i3 correct or good writing? . )
3, How can you provﬁdeiconsideration for all of your students* needs?
4.* Do you teach mechanics? What? and. how? ' ' :
5. What writing activities- are appropriate to your .situdtion?
- 6, How can you create -effective working groups? - ) ‘
7. What provisions do you need? L \ )
> 8. How can you provide consistent positive encouragement and response?
9. How can you consider all writing tdisks in terms of process, purpose, and
person? v ’ : )
10. If you were being taught -writing skills, how would you want to be taught

or directed? ;o , .

&

« -

P 0
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- Appéndix G

B l | 12
A R _ SAMPLE; CHARTS

:A WORD A DAY ;(Your GuidéfTb Pérsonal Word Improvementj

{ -
Read somethlng each day, the newspaper, a magazine, a book, etc.
Take from it at least onc unfaniliar word.
Write| the. complete sentence” in which you find- the word.

Take an.index card\and.chart it as folllows:

Aw?rd: ' »Syllables£ , Name of Word:

Original
Sentence

\-

Dictionary
Meaning:

\
A\

Sentence
Meaning

. Your Own’
. Sentence

Look up the word.

Write the meaning of it based on the sentence you found it in.
Write the name of the word, (How is it used? Is it a nou?7)
Write a sentence contalnlng the word.

.

\ H

WORD FORM CHART

NOUN ’ . VERB A  ADJECTIVE ‘ ADVERB

Writing Write Written

]
)

Caution . Caution al Cautious 7 . Cautiously

N
L4

Put your new word in the column it belongs. : .
_Then try to write other forms=ot the same word, if there are any.

Ay ¥

~

>

75




Appendix H

- - SAMPLE CHART ‘
f f ’ _DEVELOPING YOUR OWN-WRITING VOCABULARY

o Ask stud;nts for words they need to. know more about that they have seen,

v want to use, or have heard or read. ) \ .

Help them make their own word llth ander the following headings:
gducatlonal‘lls;, occupational list, social llst, or community
life list.

Help them to draw thé words from a context and thén put them back i
into a context.

: « R ¢ B R N -

LIFE EXPERIENCE ‘GLOSSARY

S ) Community
' Educational - Occupational Social . Life

-
PR

R

The contextually related Life Experience glossaries can either : -
be integrated on one sheet or remain individual, e.g., as ‘ ‘
health glossary would contain words like med1C1ne, prescrlptlon,

doctor, etc. . -

. ) !




7 Appendix 1.
WRITING GLOSSARY

© L4

The sequence of teaching tltesc words should be to define them as they
.are introduced. Begin with WRITING. '

Writing ‘ Revising and Rewriting Mechanics i

Subject o Editing *, Archaic

Verb - - L Proofreading | Formal

Stateméét i - ’ Evaluation | Informal . —

Form : S Number Coloquial .

Style . . " Agreement ‘ Slang

Voice . . Thought , : Dialect

Tone g Connotation ) cheﬂt =

: . s ‘ N

Organization o Denotation Compound Word - o
--Paragraph / Definition Consonant .

Description Process , °Consonar.t’: Cluster R
.Narraﬁion Audifnce . i' . .
:Exposifiﬂryw Pugpose ' Homophone - -

’ - ' -

Persuasion f/jLogic . .PrefiX' v

CQmpariéoﬁ - Dialecct ) ‘

Contrast Standard Written Snglish Suffix o

géncept ' . ‘ Rheteric : éyllable “

Prewr}tiﬁg . Discourse j ‘Vowel |




The Teachers' Directions

- ) - . = . B iAW wer W - o

Vil ] f
.SAMPLE -

Diagnosis and Prescription: Writing Skills (Student Form) .
‘Distribute a guide for teachers like the following: —
¢

1,

a) Check off elements listed at left -which seem most critical for

-AdminiStrétion

¢

-

a)  Pre-test should be glven during the first week a student is in
-l class. Post-tests should be .given at the time of reading post- -tests.,

_b) AXlow students one hour. Remlnd them to leave timc to look over their

papers. ’
C. Students may use a d1ct10napy, but should receive no other help.
Rating , , = Essay should be read by two readers, three in case of conflict,
n s . /
Diagnosis - )

a) Circle number of ccrrect category.
b) Unaerline elements in-category description which have partlcular
" releVance ‘to this paper. «
¢} In space beneath category, note addltlonal elements, including
strengths you have found in the paper. .

i

Prescription

this student.
b) Write prescription, including the areas checked ‘off and other

elements as necded. f -

’ L]

Writing Sample

0 - The student is unable to write. -

1 - The essay shows extreme lack of development. There is no paragraphing.

- The writer uses the simplest subject-verb structures or phrases.

- There is no coordination -or subordination in sentences, and no

: .awareness of tense or of singular and plural forms,

- Vocabulary, idiom, and spelling are poor. Some words are derlphcrable
only from context. Punctuatlon and CApltallzatlon are random.

»  Vocabulary ¥s very limited.’ h
- Length: Less fhan 50 wordsg.
[

P .
. R

<

2 - The essay shows an increasing level of decvelopment over 1, Attempts

are made at coordination :and subordination in sentences. The writer
shows -the_ beglnnzngs of correct tense and singular and plural usage.
The. writer begins to use Sentence’ boundary markers correctly.

- apellxng is still ?oor, aha vocabulury st111 limited, but 51mp1°

. g - .
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are attempted and are used 1001ca11v

idioms

“Length: JU or mdterwordsu .

~ - '’
\ -

- JUUITEE)

S UUE P

-
s

The essay shows an inQreasing hevel of development over 2. The essay
shows the beginning of~pardgra?h structure and has .a topic and some

supporting detail. Thé writer!shows an awareness of simple. sequence, e.g.,
chronological order or 51mp1e llstlng. There is an attempt at a concluding
gene "11125t}on. \

- There is'an increasing use of coordination and subordination 1n\sentences.

}
I

| &
1

ERIC -

JAruitoxt Provided

s e

-—Lergth: 100 words.

- A greater variety of tense and verb. forms are attempted.
- The -essay shows the beginning of sentence varlety and of transitions

between sentences. °
Vocabulary and spelling begln to 1mprove, tiiere is a more flex1ble use
of idiom.

| . H P -

H

E— B - ;

T
The topic is»stated»and some dattempt is made at supporting details,
examples or- facts. Despite repétition or digression, there is a
discernible sequence moving towards a conclusion° Parégraphing is erratic:

‘The writer shows a poor sense of sentence bot There may be
irrelevant. capitalization in middle of sentence, but sentences begin
with capitals and ead ‘with periods, -

Weak standard Englysh vocabulury.
Occasional incomprehensible syntax.
Length: attempt at 200 words.

Misspeliing of common vwords.

e - - - - - -

-

The tdpic,ie%stated. The writer has supported the topic with some
details, facts or examplés. There is a sense of sequence moving
toward .2 conclusion, despite occasional repetition ol digression.
"he wrlter ‘as used parauraphlng to,support the sequence.
1 as verb tense and usage. There is 1o 1ntomprehen51b1e syntax.
2Iling i$ readable although there are occasional. misspelled common
words. A standard English vocabulary is used. Sentences usually
bégin with a capital. letter and end with a period.
. Length: 200 words. - - - -




|
'
{
|
\
i

-d

6 = The, essay has an introductio&@,,Wh‘ich;the‘ 'topic‘jll_s stated.
- The\topic is ssupported by details, facts.or gﬁ,amplies.

. - There is a sense of sequence, supported-by adequate. paragraphing.

..~ The %writer shows a goéod. awareness of senteict boundarics although

there may bé occasional fragments: or run-on sentgné:gs. .
-~ Spelling is readzble., The writer shows a command é‘f standard
‘]‘ . X -English idioms. V}ocab'ulary is adequ\ate to the: to‘piyc. Syntax is
11y standard English.

decipherable and usage is genera
- - Length: 200 or more words. C \ ¢
. .0 - i O U
1; .o \‘. - . S 3
. . L.
. ‘ ; v - ‘ —— - T
\\ - f pa— P P ks 3 - - -
. :
- Prescription +\ T 7 e e o
- - - L]
handwriting , . .
pre-writing — = g T -
.development and™ i S,

- organization 1 .
-sentence structure i ) R
grammar, punc‘iuz .ion ] \

~~ verb forms \ ' St
usage, idiom,” \ o ) ' - -
: vocabulary N - A
oditing i , S
[ g e 7 )
< . l! - N - - . ;f
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_Student pubiications are:
for students to see‘their-work; 2
in organization and concéptualizat%gn

Some possibilities include the following:

9.
10,
1L,
12.
13.
14,

The specifics for .each: type of publicétion a
reflect applinfion of writing principles Py conta

1.
2.
3.
4.
5.

6.

,A’b&llec;ion of letters (e.g., of protest, pérsuaiéoh;m

£ '

-Appendix K

/
/
‘,’

. ‘ \ .
STUDENT WRITING PUBLICATIONS: A RECOMMENDED HﬁST
. !

Lo~ ’)/ '
a wonderful motivational device; an opportunity-
a concrete goal; a learning device; a lesson

directly applied.

v

Avstudent guide to local attractions

A magazine (literary of otherwise)

A newsletter (simulated riewspapér containing comics, recipes,
__e$says, advice columns, qutobiographies, etc.

Log books (class iécords.o% each day's activities)

A book of facts "\ )

‘A book bf\philosophical, ﬁsychoIogical, or provocative sayings

A book of 1ists . \
A book ‘of photo stories or -photo essays -

) or other)
A poetry journal
A cookbook ’
A joke book , , )
A riddle book \ .

N s

A mini-thesaurus ' .
re varied, but each should'
ining the following: e
f N ~

A purbose (fulfill a need of the group)
A sense of audience (whom it is written for)
Format and layout (how it is developed and put together)
Illustrations (where .appropriate use drawings or other visual aids
or graphics)" o ‘ ' . {
Agsignbd roles (students can gontgibutevin various ways as writers)
editprs, proofreaders, layout people, etc.) /

A genéral focus (organized arounﬂ?a central theme) [
H

|

!

H

t | .
i | t

l

H . . ’ 2

+
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