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TO THE
TEACHER

Who is the Kit for?

What does the Kit
. aim to do?

How is the Kit
organized?

Section A

Section B

What are the
outcomes?

Reading and Writing Agsessinent Kit

1t is for use by classroom teachers who are interested in more
detailed diagnoses of their learners' reading and writing needs.

It is for use by teachers in a very wide range of programs, with
students from beginner to advanced levels.

It can be used at the beginning ot a course and during a course of
study, whenever the teacher needs information on reading and
writing skills.

It alms to give a detatled diagnostic assessment of a learner's
reading and writing skills and strategies.

It aims to help teachers define appropriate learning objectives and
to evaluate learning.

The Core Kit presents a brief rationale, an outline of tasks and
procedures, and frameworks for recording information .
It is this section that you will probably want to refer to most often.

The Support Materlals explains more fully how tasks can be
selected, analysed and interpreted and provides models of the
assessment procedures.

Before you use the Kit, read carefully the pages:
‘How to use the Reading Assessment Kit' and
‘How to use the Writing Assessment Kit'.

Then familiarize yoursell with the rest of the materials.

Profiles of individual learner's strengths and weaknesses in
reading.

Profiles of individual learner's strengths and weaknesses in
writing.

Statements of learning objectives.

NOTE: a separate Kit (Stage One) has been developed to assist
those involved in initial interview of learners for placement and
referral purposes.

In NSW Adult Migration Education Service this is carried cut by
teachers especially seconded to that role.

Sue Hood and Nicky Solomon
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RATIONALE

Why is this Kit
designed for the
classroom teacher
tc use?

1. A detailed diagnostic assessment of reading and writing will not be
necessary for all learners in all programs. It is for the classroom
teacher to decide, in the light of the overall objectives of their
program, how these instruments and procedures apply to them and
how they might best be used. They may be used with all learners
in the class, with a group within the class or with one or two
individual students.

2. Diagnostic assessment is seen as an important part of the course
design process. It is an aspect of the needs analysis of learners
and an important step in the process of deciding on learning
objectives and of evaluating learning.

Course design is an on-going process. It doesn't just occur
pre-course or in the initial stages of a course. Learning objectives
change in response to feedback from evaluation. and to the
changing needs, interests and abilities of learners throughout a
course. So procedures for the dlagnostic assessment of learners
must be available on an on-going basis throughout a course.

Why suggestions and
not prescriptions?

1 As indicated in the Learner Type Descriptions (see pp.5-6). the
range of (Adult Migration Education Service) AMEP learmers with
some need to develop their reading and writing, is exiremely
diverse. It would be impossible to provide a small number of set
tasks and one procedure that would allow the necessary diagnostic
information to be obtained for all these different learner types.
However, the Kit does provide suggestions for tasks and proceiures
that might be appropriate for different types of learners.

2. Assessment procedures will vary according to the type of learner,
the type of text being used and the particular skills and strategies
you want to observe. A range of assessment procedures are
therefore provided. rather than one set procedure. This range of
procedures allow you to focus on both the product, (that is, how
effectively the student has read or written) and the process (that is,

how he or she went about it).

Q Reading and Woung Assessment Kit Sue Hood and Nicky Solomon 3
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3. In line with a communicative approach to language teaching and
testing, it was considered very important that assessment
instruments and procedures reflect as far as possible the
communicative needs of learners. That is, that learners are
assessed in terms of their abllity to perform communicative tasks
that relate tc their needs and interests. The responsibility for the
choice of tasks to use for assessment must rest with the teacher and
the learners.

Why a profile
and not a
proficiency level?

1. A basic principle in the design of these assessment instruments
and procedures is the understanding that there is not a hierarchy
of skills that can be related to levels of proficiency. That is, we
cannot say that at, for example, ASLPR 1- a learner will be able to
use skills and strategies a, b, ¢, d, while at ASLPR 2, a learner will
be able to use skills and strategies a, b, ¢, d, e, {, g. Rather the
skills and strategies which a learner is able to employ will depend
on the type of text being read or written, how familiar the subject
matter is, how familiar the type of text is, what additional clues are
available in terms of pictures, context, and so on.

For this reason the profile obtained of the learner has a built-in
description of the task, and the comments made are directly related
to that task. The teacher may conclude from an assessment
profile that a learner needs to further develop skills and strategies
in order to be able to handle that kind of task, or he/she may
conclude that the learner should attempt to apply their skills to
more complex, less familiar tasks.

Reading and Wriing Asscssment Kit Suc Hood and Nicky Solonion 4




LEARNER TYPE
DESCRIPTIONS
1.

o
2.
3.

@
4,

)
E lk\l‘c Reading and Writing Assessment Kit

IToxt Provided by ERI

The Learner Type Descriptions below were developed as part of
the Stage OneAssessment Kit. They are intended to supplement
the profiles of learners obtained at initial interview, and to assist
program managers to take literacy needs into account in decisions
about placement of learners and about courses to offer.

They are broad categories of learners, reflecting the diverse

range of AMEP clients. Each category provides an indication of the
relative priority of reading and writing in language learning, and an

indication of the kinds of reading and writing needs that might be
anticipated.

In Stage Two Support materials on p.3. you will find support
materials that suggest suitable assessment tasks for each Learner
Type Description.

Low oral proficiency.
Illiterate in L1.
Problems with reading and writing in English.

Needs to develop reading and writing {or survival needs and to
assist in language learning.

Low oral proficiency (AMES O =1.0)(ASLPR = 0+).
Literate in L1.
Reading and writing skills in English commensurate with oral

language skills.

Needs to develop reading and writing for survival needs and {o
assist in language learning.

Range of levels of oral prcficiency (AMES 1.0 =}(ASLPR 1= ).

Formal education in L1.

Some formal EFL or ESL background.

Reading and writing skills in English at least commensurate with
oral language skills.

Wants to develop all skills in English for work or study purposes.

Higher oral proficiency (AMES 1.5 <»)(ASLPR 1+ )
Literate in L1.

Reading and writing skills in English commensurate with oral
language skills.

Wants to develop reading and writing as part of general language
development or wants to focus on oral language development.

Voot

oo

Sue Hood and Nicky Solomon
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5. Informal contact with English and some conversational language
(AMES 1.0= 2.0) (ASLPR O+ = 1).
Formal education in L1.
Often non-roman script background.
Reading and writing skills lag behind oral language skills.

Needs to develop all aspects of English language.
Needs initial emphasis on the development of reading and writing
skills in English.

6.  Higher oral proficiency (AMES 2.5 =»)(ASLPR 1+ ).
Reading and writing skills in English lag behind oral language

skills.
Reading and writirn.g skills may range from illiteracy in English
through to intermediate levels.

’ Needs to develop reading and writing in English.

7. Higher oral proficienc:’ (AMES 2.5 ~»)(ASLPR 1+ ).
Reading and writing skills in English lag behind oral language

skills.
Reading and writing skills may range from illiteracy in English
through to intermediate levels.

Wants to improve oral language skills.

O leading: 13
E MC Reading and Writing Asaessment Kit - Sue Hood and Nicky Solomon 6
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HOW TO USE
THE READING
ASSESSM]%{D{%

O
E MC Reading and Wrling Assessment Kit

IToxt Provided by ERI

Select a suitable read’ng task. (See pp.8-9)*
More than one reading task may be needed to give a

comprehensive picture of a learner's reading skills and strategies.

Conslder the reading skills and strategies that may be appropriate

Jor that task.
(See p.10) *

Decide on assessment procedure{s) that are appropriate for your

learner and for the type of task. *

Use the Reading Profile Sheet to record comments on

a) the type of text used
b) thestudent's reading skills and strategies.

Use a separate profile sheet for each task given.

Comment on the features that seem relevant to you.

Your comments may be very brief in some instances and quite

detailed in others.

Use these comments to help formulate teaching objectives.

Keep these sheets as an on-going record of the development of the

student's reading skills.

You may find it useful to keep the Profile Sheets for each student

in a separate folder.

* See also Stage Two Support Materials for further guidelines and

models of assessment procedures.

Sue Hood and Nicky Solomon
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LIST OF There are numerous tasks that can form the basis of reading
READING assessment procedures, For the adult learner they may include

TASKS any of the following:

General understand traffic signs (e.g, Stop, One Way, Give Wiy, No
Parking):

understand shop signs (e.g. Butcher, Supermarket, Chemist);

understand signs in the street (e.g. Open, Closed, Hours of
Opening, Take Away Food),

understand signs in buildings (e.g. No Smoking, Exit, Entrance,
Ladies/Gents);

understand signs on buses (e.g. Express, Non-Stop, First Stop):

identify relevant food or household items from a shopping
catalogue;

' identify cost of selected items;
identify food and drink items on a menu;
use bus/train/ferry timetables;
find name on class lists;
use a calendar;

use a telephone directory (e.g. to find emergency number or
number of a friend);

understand food or product labels (e.g. 'use by dates,
instructions, warnings);

follow written instructions (e.g. to use telephone, to buy a drink or
a tirket from a vending machine);

follow :ecipe instructions;
understand medicine labels (e.g. the dosage, dangers);
understand clothing labels;
understand bills (e.g. electricity, telephone, gas);
9 understand CES job ads;
understand appointment cards (e.g. from a doctor or dentist);

understand short messages left at home (e.g. by a friend, Telecom,
Gas Co.);

understand telephone messages:

understand greeting cards and messages;

understand invitations;

understand children’s notes from school;

understand letter from AMES about an interview or class times;

understand brochures (e.g. Australia Post, Child Care facilities,
Infectious diseases);

use a dictionary to find nieaning of particular words;
use a map or street directory:
understand racing and betting guides;

Reading and wridng Assessment Kit Sue Hood and Nicky Soloman s
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List of reading tasks understand postcard from f{riend/family;
continued understand a personal letter from friend/family;

understand a formal letter (e.g. accompanying a bill from a -
government body);

use reference books as a source of information;
understand a short story;

understand a novel;

understand essays;

understand essay questions.

Reading the Newspapers contains many types of texts. The following tasks are
newspaper relevant to reading a newspaper:

use indexes (e.g. to find TV Guide, snorts pages, lottery results);
& use TV, entertainment and radio guides;

understand advertisements;

understand headlines;

understand newspaper articles, editorials, letters to the editor,
advice columns);

understand classified ads (e.g. employment, rental, for sale,
trades):

understand sports results.

Reading tasks in There are many classroom reading tasks which can be part of an
the classroom  assessment procedure. They include:

‘ follow writien instructions (e.g. in textbooks, on worksheets and
other classroom activities such as role cards and survey sheets);

understand notes written on the board;

understand exercises in textbooks (e.g. cloze passages, dialogues,
passages with conprehension questions, matching exercises,
puzzles);

use content pages and indexes;

interpret diagrams and maps;

sequence texts;

understand other students’ writing.

e
-
)

Reading and Wriving Assessment Kit F Sue liood and Nicky Solomon 9
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READING  The following list identifies many of the sub-skills a reader uses.
SKILLS AND They combine to enable him/her to extract meaning from a written
STRATEGIES text. A necessary accompaniment to these skillls is confidence in
approaching the task:

ability to identify English script;

ability to identify type of text and purpose through use of
contextual clues;

ability to understand the organization of ideas in the text;
ability to understand relations between parts of the text;
ability to understand sentence structure;
ability to use punctuation to construct meaning;
ability to recognise key words or phrases;
ability to understand meaning in pictures and diagrams:
ability to understand numbers;

. ability to identify letters of the English alphabet;
ability to read fluently;

ability to predict meaning using knowledge and experience before
reading:

ability to predict meaning using knowledge and experience while
reading;

ability to skim for the general idea.;
ability to scan for specific information or words;

ability to work out the meaning of unfamiliar words from:
* the semantic clues;

¢ the syntactic clues;

¢ the graphophonic clues.

abllity to adapt reading strategies to the task;

ability to use reference skills:
* alphabetical order;
* numerical order:

o * categorical organization.

ability to adapt strategies when the meaning is lost;
ability to understand the main ideas;

ability to understand the meaning in detail;

ability to understand information not explicitly stated;
ability to detect the attitude of the writer.

Reading and Wotng Asscessment Kit 1 Sue Hood and Nicky Solomon 10
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READING
ASSESSMENT
PROCEDURES

Consider the following
procedures.

NOTE 1. Your choice of procedure(s) will depend on
(a)} who the learner is
(b) the type of text you choose
(c) what you want to observe

2. With each assessment task you may use one or more than one
procedure.

3. Before beginning to assess a student's skills, briefly explain to the
. student the purpose of the assessment and the procedures you will
use.

1. Preview
reading This is a useful initial procedure for all students.

For students with minimal reading skills in English it may be
the only procedure used or it may be linked with Locating
information.

For students with a wider experience in reading it may be used
as a preliminary activity for other procedures.

Instruct the student to look quickly over the text to see what it is
about. (A ume limit may be given.)

Observe what the student does.
. * Does she begin at top left corner and attempt to read every
word?
¢ Does she glance over text?

Ask questions, e.g.

* Do you have any idea what it is about?

* Do you recognize any parts/words?

* Have you seen anything like this before (in English or L1)?
* What was that about?

If the student doesn't know what the text is about, instruct her to
look at specific parts of the text, such as headlines, pictures,
opening paragraphs, logos.

Check that the student can understand these parts.

Ask again what she thinks it might be about.

Q Reading and wriing Asscssinent Kit {( ) Suc Hood and Nicky Solomon 1
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Skills to observe for: confidence in approaching task:

ability to identify type and purpose of text through use of
contextual clues;

ablility to understand meaning in pictures and diagrams,
ability to recognize key words or phrases;

ability to understand numbers;

ability to predict meaning before reading;

ability to skim {or the general idea;

abllity to adapt reading strategies to the task.

¥
E ﬂc Reading and Writing Asseassment K1t o Sue Hood and Nicky Solomon 12
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2. Locating | (
information A useful procedure for all students.

Ask the student to find information which can be fairly readily
identified by scanning the text. For example, ask questions like:
How many? How much? Where? When? Who?

confidence in approaching task;

abllity to recognize key words or phrases;

ability to understand numbers;

ablility to scan for particular information or words;

ablility to work out the meaning of unfamiliar words from:
* the semantic clues;

@ e the syntactic clues:
¢ the graphophonic clues.

ability to adapt reading strategies to the task;

ability to use reference skills:
e alphabetical order:;

* numerical order;

* categorical organization.

Skills to observe for:

o .
E MC Reading and Wrtng Assessment Kit 2 i Suc Hood and Nicky Solomon 13
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3. Reading
aloud

(See Stage Two Support
Materlals for
examples)

Useful to observe the extent to which a student is reading
for meaning and the strategies that he/she uses to do so.

It will be unsuitable for students with minimal knowledge of
language, except when applied to very short simple texts
such as contextualized social sight words.

Ensure that the text is suitable for reading aloud, for
example, a bus timetable would not be suitable.

(a) Recording

Instruct student to read a text aloud.

miscues Ensure that the text is suitable for reading aloud. i.e. that it is
appropriate to read the whole text.
. Explain that you are not concerned with pronunciation, but that
you will ask later what it was about.
Observe and mark the student’s miscues on a separate copy of the
text. (You can record the student's reading on a cassette if you
need to.)
Use these symbols.
ERROR SYMBOL
Non-response work Needs prompting after a few seconds
-------- or ask for word
play Write substitution above appropriate
. Substitution work part of text
his Indicate by insertion sign, and write
Insertion for A work nserted word above
Omission Circle word, words, or parts of words
Repetition work Underline words repeated
Correction © I;lz?rlk Place small © beside corrected word
Symbol that shows which parts of letters,
Reversal work'\\r_lard words, phrases or clauses have been
% interchanged
Hesitation work/hard Hesitation between two words
Q Reading and Writing Assessment Kit

s 2 Sue Hood and Nicky Solomon
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Skills to observe for: abllity to read fluently: _

¢ hesitating;

e chunking or reading word by word;

* skipping over unfamiliar words and reading on or stopping
frequently to decode or ask for confirmation.

confidence in approaching task:

¢ willingness to undertake the task;
* hesitating, asking for confirmation.

ability to predict meaning while reading:

e making semantically appropriate substitutions;
* making miscues which reflect the studeut's spoken English;
¢ recognizing when meaning is lost and attempting to self-correct
(through reading ahead, rereading or close scrutiny of
. grapho-phonic clues);
¢ using appropriate pausing and intonation.

strategies for worldng out the meaning of unfamiliar words:

e reliance on semantic clues;
e reliance on syntactic clues;
e reliance on grapho-phonic clues.

) . . (g
E lk\[ . Readingt and Writing Asscssment Kit be 3 Sue Hood and Nicky Solomon 15
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(b) Retelling
(if appropriate to
the text)

Skills to observe for:

Reading and Wring Aascssment Kit

Ask the student to retell what the passage is about, or
ask specific questions to determine the student's comprehension.

Check understanding of, for example, the main ideas, the meaning
in detail, the attitude of the writer.

NOTF: if comprehension is limited, allow student time to reread
silently.

ability to understand relations between parts of the text;
ability to understand sentence structure;

ability to use punctuatinon to construct meaning;

abllity to recognize key words or phrases,

ability to understand numbers;

ability to predict meaning while reading;

ability to work out the meaning of unfamiliar words from:
¢ the semantic clues;

e the syntactic clues;

¢ the graphophonic clues.

ability to understand the main ideas;

ability to understand the meaning in detail;

ability to understand information not explicitly stated;
ability to detect the attitude of the writer.

&0

Sue Hood and Nicky Solomon

16



4. Comprehension
questions

Skills to observe for:

Reading and writing Assessment Kit

o e e st o s b

The usefulness of this procedure depends on the questions
asked. The form of the questions will determine what you
can tell about the student’s comprehension (i.e. whether the
student has understood the main ideas, the meaning in
detail, the implicit meaning, the attitude of the writer].

This procedure is difficult to apply to students with little
spoken English (without L1 support)

Instruct the student to read the text to him/herself.

Ask questions which can determine the student's understanding
of, for example, key words and phrases, the structure of the text,
main ideas.information not explicitly stated, the attitude of the
writer.

confidence in approaching task:

ability to identify type of text and purpose through use of
contextual clues;

ability to understand the organization of ideas in the text:
ability to understand the relations between parts of the text;
ability to understand sentence structure;

ability to use punctuation to construct meaning;

ability to recognize key words or phrases;

ability to understand meaning in pictures and diagrarmns;
ability to understand numbers;

ability to read fluently:

ability to predict meaning while reading;

ability to understand the main ideas:

abilily to understand the meaning in detail;

ability to understand information not explicitly stated;
ability to detect the attitude of the writer.

Sue Hood and Nicky Solomon
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5. Sequencing

(See Stage Two Support
Materials for examples)

NOTE

Sikills to observe for:

Reading and Writing Assessment Kit

This 1s useful for students with wider reading experience:

who need to understand texts in detail, either for work or
study purposes;

who need to be familiar with the devices used in creating
cohesive texts, to apply to their own writing,.

The procedure reveals the student’s knowledge of the
overall structure of a text and the cohesive devices used.

The type of text and the content should be relevant to the
learner and the text must be cohesive.

b e e —— —— e ———

Give the student a text with scrambled sentences/paragraphs.

It is best to cut up the text into sentences/paragraphs.

Often newspaper articles are inappropriate for this activity as they
lack cohesion.

Before using any text for sequencing, try it yourself to determine
what cohesive devices are used.

Ask the student to order or number the sentences/paragraplis to
form a cohesive text.

Ask the student to explain his/her reasons for sequencing in this
way.

Analyse the completed text.

confidence in approaching task;

ability to identify type of text through use of contextual clues;
ability to recognize key words or phrases;

ability to understand relations between parts of the text;
abili.y to understand the organization of ideas in the text.

Sue Hood and Nicky Salomon



6. Cloze
(See Stage Two Support For learners with a wider experience in reading (e.g. Learner
Materials for examples) Types 3 and 4) cloze allows us to assess knowledge of

vocabularly, sentence structure and text structure.

For learners who have very poor reading skills in English,
little knowledge of language and/or poor learning strategies
it is not an appropriate procedure. In those cases it does
not allow you to gbserve the strategies the learner uses.

Give the student a text in which words have been deleted. Do not
delete any words in the opening sentence or two. For a general
assessment delete every fifth word (not less than every fifth word).

. To assess particular areas of knowledge you may delete particular
classes of words.

Ask the student to read the passage and f{1ll in the missing words.

Observe the process and analyse the completed text.

Skills to observe for: confidence in approaching task;
ability to understand the organization of ideas in the text; !—
ability t> understand relations between parts of the text; *
ability to understand sentence structure;
ability to use punctuation to construct meaning;
abllity to recognize key words or phrases;
abllity to predict meaning while reading;

abllity to work out the meaning of unfamiliar words from:
. ¢ the semantic clues;
¢ the syntactic clues.

Q A Reading and Writing Assesament Kit Sue Hood and Nicky Solomon 19
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ING

READ
PROFILE SHEET

ERIC

IToxt Provided by ERI

NAME

LEARNER TYPE

DATE

DESCRIPTION OF TASK: (Comment on type of text.

complexity clarity, familiarity, etc. and attach
copy if posstble)

SKILLS (Mark those appropriate to the task)
Confidence

Skills

¢ identify English script

* identify type of text and purpose

e understand organization of ideas in the text

e understand relations between parts of the text
e understand sentence structure

¢ understand punctuation

* recognize key words and phrases

e understand meaning in pictures/diagrams

¢ understand numbers

* identify letters of the alphabet

Strategies

e read fluently

¢ predict before reading

s predict while reading

* skim

* scan

e work out the meaning of unfamiliar words, using
semantic clues
syntactic clues
grapho-phonic clues

e adapt reading strategy to the task

* use reference skills

* adapt strategies when meaning is lost

Comprehension

emain ideas
emeaning in detail
eimplicit meaning
eattitude of the writer

Reading and Writing Assesament Kit

Q)
09

COMMENTS
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COMMENTS

i POSSIBLE
® | TEACHING
| OBJECTIVES
l

i
i
i
|
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i
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A LIST OF
READING
OBJECTIVES

)
l: IK‘[C Reading and Writing Assessment Kit

IToxt Provided by ERI

The following list is just an indication of some possible objectives
in the development of reading abilities. Where possible they
should state the type(s) of text that would be relevant and
appropriate (e.g. ‘to develop confidence in approaching the reading
of newspaper articles about current events’);

to develcp confidence in approaching reading tasks;

to identify type of text and purpose through use of contextual
clues;

to recognize degrees of formality in writing;

to understand the organization of ideas in the text;

to understand the relations between parts of the text;

to be able to use sentence structure to construct meaning;
to oe able to use punctuation to help construct meaning;
to recognize key words or phrases;

to understand the meaning in pictures and diagrams;

to interpret the function of numbers from their form;

to develop fluency in reading;

to develop a range of reading strategies and to be able to adapt
reading strategies to the task;

to develop strategies to use when meaning is lost;

to develop strategies for predicting (drawing on prior knowledge
and experience) before reading a text;

to develop strategies for predicting while reading;

to develop the strategy of skimming;

to be able to read for the gist of a text;

to develop the strategy of scanning;

to be able to locate specific information in a text;

to develop strategies for working out the meaning of unfamiliar
words using clues from

a) the known content of the text (semantic)

b) the structure of the text (syntactic)

c) the letters in the word (grapho-phonic).

to develop reference skills including
a) the use of alphabetical order;
b) the use of numerical order;
c) the use of categorical organization.

to be able to read for the main ideas;

to be able to read ‘or a detailed understanding;

to be able to undersiand information not explicitly stated;
to recognize degrees of formality in writing;

to be able to detect the attitude of the writer.

mnon
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HOW TO USE Select a suitable writing task. (See pp.24-25) *
THE WRITING More than one writing task may be needed to give a comprehensive
ASSESSMENT picture of a learner's writing skills and strategies.
KIT

Consider the writing skills and strategies that are
appropriate _for that task. (See p.26) *

Give the student the task and follow the suggested
procedures.
Use the writing profile sheet to record comments on:

(a) the task given;
(b) the student’s writing skills and strategies.

. Use a separate profile sheet for each writing task given.
Commient on the features that seem relevant to you.

Your comments may be brief in some instances and quite detailed
in others.

Use these comments to help formulate teaching objectives.

Keep these sheets as an on-going record of the development of the
student’s writing skills.

You may find it useful to keep the Profile Sheets for each student
in a separate folder.

* See Stage Two Support Materials for further guidelines and
models of assessment procedures.

Q ‘ Rea:ding and Writing Assessment Kit Sue Hood and Nicky Solomon 23

32




LIST OF
WRITING TASKS

General

O Reading and Vdting Assessment Kit

As with reading, there are numerous tasks that the teacher can
use to vbserve and assess a student's writing. They may include
any of the following:

fill in a form giving personal information (e.g. for unemployment
benefits, a telephone service, a savings account);

fill in deposit/withdrawal slips:

write a cheque:

fill in a CES job card;

write a telegram (eg. giving important news);
address an envelope;

write a greeting card.

write an invitation,

write a brief message (eg. to milkman, friend).
write a note to child's teacher:

write a telephone message;

write a postcard from a holiday:
write a journal,

write reminder notes in a diary;

write a personal letter;

write a covering letter for a cheque;

write a letter of complaint;

write a letter asking for advice;

write a letter to the editor:

write a job application letter;

write a curriculum vitae;

write a job canvassing letter;

write a report (eg. accident report at work);
write a summary of a given article;

write a short story,

write an essay.

s
) ] l; Sue Hood and Nicky Solomon 24



Writing tasks in The following classroom writing tasks ray also be used for
the classroom  assessment purposes:

copy notes or lists from the blackboard;
handwriting exercises;
fill in survey forms;

fill in worksheets (e.g. grammar drill exercises, answers to
comprehension questions, write or cornplete dialogues);

write a response to a written or spoken text;

write a description;

note-take while listening to teacher/cassette/other students or
watching video.

Reading and Writing Assessment Kit 3 4 Sue lood and Nicky Solomon 25
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WRITING The following list identifies many of the sub skills a writer uses.
SKILLS AND They combine to enable the writer to communicate meaning
STRATEGIES through a written text. A pre-requisite for their use is confidence
in approaching the task:

knowledge of the names of the letters of the alphabet;
ability to write the letters of the alphabet in lower case;
ability to write the letters of the alphabet in upper case;
fluency and consistency of script;

ability to organize ideas in an appropriate way;

ability to use appropriate layout for the task:

ability to use appropriate register for the task;

ability to create a cohesive text through the use of reference;

ability to create a cohesive text through the use of substitution/
ellipsis;

. ability to create a cohesive text through the use of conjunctions;
ability to create a cohesive text through the use of lexical cohesion,
ability to structure sentences with suflicient accuracy for the task;
knowledge of vocabulary appropriate to the task;
ability to spell with sufficient accuracy for the task;

ability to punctuate with suflicient accuracy for the task;
ability to write numbers in the appropriate form;

ability to use strategies for getting started (e.g. making notes,
making a plan);

ability to use strategies for drafting and editing (e.g. rereading,
identifying and correcting errors, extending, deleting, reorganizing,
rewriting);

ability to use a range of spelling strategies (e.g. visual memory,
word patterns, morphemic knowledge, phonic knowledge,
mnemonics, syllabification, flueacy and speed, dictionaries):

. ability to use strategies to compensate limited linguistic knowledge
(e.g. asking for assistance, copying fron. other source).

Reading and Writing Assessment Kit Suc Hood and Nicky Solomon 26
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WRITING
ASSESSMENT
PROCEDURES

Explain:

E l{l{c Reading and Writing Assessment Kit

IToxt Provided by ERI

NOTE: before commencing to assess a student's skills, briefly
explain to the student the purpose of the assessment and outline
the procedures vou will use.

Give the student a writing task.

Where possible link the task to a previous reading activity.

Make sure that the student understands what the task is and what
he/she is requised to do.

the purpose e.g. toleave a message.
to write a report;
to write an opinion,;
to write a letter;
to make a complaint;
to provide information;

the audience e.£ a friend or relative;
an employer;
a prospective employrr;
a company:
a supervisor;
a newspaper editor;

the topic e.g. explaining a delay:
machinery breakdowns;
smoking on public transport;
lack of service in a department store;
inforrnation about work experience;
family and perssnal news;

the setting (if applicable)
e.g. at home:
at worl ;
in the nank:
2t the gas company.

Provide time and an unpressured atmosphere to complete fne task.

Assess your student’s writing by using the Writing Profile Sheet as
a guide.

Sue Hood and Nicky Solomon
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WRITING
PROFILE SHEET

NAME DATE
LEARNER TYPE —

DESCRIPTION OF TASK: (include comments _ .
on purpose, audience, topic, setting student'’s
familiarity with the task)

SKILI S (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

¢ willingness
¢ hesitation

Coherence of message
e the overall clariy of the message

Script

¢ ability to write upper and/or lower case
letters

* knowledge of the names of the letters of
the alphabet

¢ {luency and consistency of script

Construction of the text

¢ organization of ideas
nrder of presentation of information
paragraphing
* layout
* register
appropriateness oI vocabulary
appropriateness of sentence structure
¢ cohesion
reference i.e. pronouns
substitution/ellipsis
conjunctions
lexis
* sentence structure
tense
word order a
use/omission of articles '
use/omisslon of auxiliaries
subject and verb agreement
use of prepositions
¢ vocabulary, adequate for the task
¢ spelling, accurate for the task
e punctuation, accurate for the task
e number, appropriate to their function

]
[

O
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Strategies COMMENTS

o for getting started, e.g.
making notes
making a plan

e for drafting and editing, e.g.
rereading
identifying and correcting errors
extending
deleting
reorganizing
rewriting

¢ for spelling, e.g.
visual memory
word patterns
morphemic knowledge
phonic knowledge
mnemonics

. syllabification
fluency and speed
use of dictionaries

 to compensate for limited linguistic knowledge. e.g.
asking for assistance
copying from other sources

GENERAL
COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

Q
MC Reading and Writing Assesament Kit (] 8 Sue tlood and Nicky Solomon 29
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A LIST OF The following list is just an indication of some possible objectives
WRITING in the development of writing abilities. Where possible the
OBJECTIVES objectives should state the type(s) of text that would be relevant
and appropriate e.g. ‘To develop confidence in approaching the
writing of personal letter'.

to develop confidence in approaching writing task:;
to be able to write down words spelled aloud;
to write the letters of the alphabet in upper and lower case as is
appropriate;
to write fluently and with consistency of script;
to organize ideas in an appropriate way in a text;
to use appropriate layout in a text;
to use the approgriate register in a text;
. to become familiar with the use of reference;
to become familiar with the use of substitution and elipsis;
to become familiar with the use of conjunctions;
to become familiar with the use of lexical cohesion;
to develop knowledge of vocabulary and sentence structures;
to use appropriate sentence structures in a text;
to spell with suflicient accuracy for the task;
to use appropriate purictuation conventions for a task;
to write numbers in the appropriate form;

to develop strategies for getting started e.g. making notes,
making a plan;
to develop strategies for drafting and editing e.g. rereading,
identifying and correcting errors, extending, deleting, reorganizing
and rewriting;
to develop a range of spelling strategies e.g. visual memory;
word patterns, morphemic knowledge, phonic knowledge

' mnemonics, syllabification, fluency and speed, dictionaries and
other resources;

to develop strategies {o compensate for limited linguistic
knowledge e.g. asking for assistance, copying from other sources.

Q
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GLOSSARY

Coherence : the sense a message makes.
Cohesion : the way a text is bound together to create a whole meaningful unit.
Cohesive devices or ties : the linguistic elements (i.e. conjunctions, reference system, substitution or

ellipsis, lexical cohesion) that hold the text together.

Contextual clues: the non-linguistic features (e.g. pictures, diagrams, logos, colours,
headings, layout, bold-print and the physical setting) that provide
meaning.

Drafting : the process of getting ideas on paper.
Editing : the process of changing and developing ideas while drafting, or after a
. draft has been completed.

Ellipsis:  where the part of the text that refers back is left unstated.,
e.g. ‘They're going out, but I don't want to [go out]".

Graphophonic clues : clues from the letters, letter combinations, and the sounds they represent.
Key words : content words that provide important clues to the overall meaning of the
text.
Lexical cohesion : the relationship of vocabulary items to the same semantic fleld through

reiteration or collocation.

Miscues : errors made when reading.
Mnemonics : ways of remembering rules or spelling patterns.
Morphemic knowledge : knowledge of word roots and inflections, such as suffixes and prefixes.
Phonic knowledge : knowledge of letters, letter combinations, and the sounds they represent.
' Prediction : making informed guesses about the meaning of a text before and while
reading.
Reference skills : being able to locate information where it has been organized systematically

(alphabetically, numerically or categorically).

Reference system : the words used to refer to objects, individuals or places mentioned
elsewhere in the text.

Register : the characteristics of the language used to signify a particular genre.
These will depend on
¢ fleld— the content area
¢ mode- the channel of communication
¢ tenor— the reiationship between the reader and the writer.

Scanning : locating speciflc information in a text while ignoring the rest.
Semantic clues: what we already know about the topic {{rom the text and our own
experience).
Sentence structure : the grammar at the sentence level. i.e. how words are organized to

construct meaning.

Q
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Skills : what abilities you need to have in order to do something,.
Skimming : looking quickly over a text to get a general idea of what it is about.
Strategies : the processes used in order to do something,
Substitution : words used to link parts of the text by referring to objects named elsewhere, e.g.
If I buy a new car, you can have the old one'.
Syllab{fication : breaking the word into syllables and dealing with each segment individually.
Syntactic clues : clues from the sentence structure (i.e. the grammar).
Tasks : purposeful real-life activities where some communication takes place.
Visual memory : recalling the way a word looks, including its length, shape and letter sequence.
Word patterns : groups of words that have similar sound-symbol correspondences, such as eat/
‘ heat/meat.
4
O Reading and Writing Assessment Kit 4 1 Sue Hood and Nicky Solomon 32
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GUIDELINES
FO

R
SELECTING
TASKS

Introduction

The learner

The type of text

The procedures
to be used

Reading and Writing Asassament Kit

There are several factors that you need to consider in selecting tasks
to use for assessment:

goals and interests;

familiarity with spoken and with written language:

familiarity with the type of text (layout, register, text structure);
familiarity with the content (subject matter and cultural knowledge);
familiarity with the processes involved in reading and writing;
confidence.

size (length of text);
clarity of print or script;

complexity/density (the detail and complexity of the information, the
layout);

amount of contextual clues in texts for reading (photos, diagrams.
logos, headings);

the register (reflection of purpose, topic, type of message, audience).

the amount of detail required in reading comprehension.

Sue Hood and Nicky Solomon 2
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Matching learner
types to relevant

tasks
(See the Learner Type

Descriptions in Stage
Two Core Kit pp. 5-6)

Learner Type 1

Reading

Reading and Writing Asaeasment Kit

Q

Because the learner will have little knowledge of English, and little
contact with written language:

reading texts chosen must be highly relevant to the individual
learner and offer a great deal of contextual support;

tasks should be limited in their scope (ic. require minimal
knowledge and skills);

both reading and writing tasks should reflect the spolen language
that is being developed in the classroom.

In assessing Learner Type 1 students, it is important to note the
following;:

it is assumed that such learners will have difficulty performing very
low level reading and writing tasks. It will not be appropriate
therefore to carry out a diagnostic assessment pre-course or at the
initial stages of a course;

the procedures could, however, be used during the course, and
they will provide some guidance on objective setting;

L1 support would be a valuable aid in the assessment of such
learners.

Suitable tasks might include:

understand informatio1. on a simple form:;

understand signs in context (e.g. Stop, Telephone, One Way, Exit. Bus
Stop):

understand prices and dates;
understand bills and accounts;
understand supermarket advertising brochures;

understand notes on the blackboard (e.g. vocab lists, experience
stories);

understand worksheets and activity cards (e.g. instructions, pictures
and diagramns).

Sue Hood and Nicky Solomon 3
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Writing fill in a simple form (e.g. write name and address, telephone number);
spell own name and address;
write a simple message (e.g. a name, telephone nmber and a time);

copy notes from blackroard (e.g. vocabulary and spelling lists, simple
narratives, oral language drills);

complete worksheets (e.g. circle correct items, fill in missing words);
write some content words known orally.

Reading and Writing Assessment Kit l{ q Sue Hood and Nicky Solomon 4
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Learner Type 2 In choosing suitable reading and writing tasks we need to take into
account that

¢ the learmer may have limited familiarity with Australian cultural
environment, and a limited exposure to written English and
knowledge of structures and vocabulary;

e tasks should reflect the language that is being developed in the

classroom,;
e reading texts where the content is familiar or where layout and

contextual clues support meaning will be suitable.

Suitable tasks might include;:

. Reading understand simple forms;
understand road/shop signs;
understand signs on buses;
understand notices (e.g. opening hours/appointment cards);
follow operating instructions on a vending machine:
understand bills/accounts;
understand personal messages;
use a calendar;
follow instructions in a textbook, on worksheets or activity cards;
understand simple narratives (e.g. student's stories),

Writing fill in a form;
write a message to a friend;
. write a postcard;
write a story about personal experiences;
write a message in a greeting card;
copy notes from board;
fill in a survey form,;
complete a worksheet (e.g. fill in missing words, circle correct answer).

Reading and Writing Assessment Kit 50 Sue Hood and Nicky Solomon 5
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Learner type 3

Reading

Reading and Writing Assessment Kit

A formal ESL or EFL background usually means that the learner has
at least a passive knowledge of English. He she may well have had
more contact with written than with spoken English and therefore may
feel more confident with the former, Consider that

¢ the learner's level of language development will determine how
linguistically complex a text may be;

e for newly-arrived learners, care should be taken to select tasks
which are not too specific to the Australian cultural environment;

¢ where possible, reading and writing tasks should reflect the specific
goals of the learners, that is, in the areas of job seeking, job
promotion and further study.

Suitable tasks might include:

work purposes

understand notices and messages;
understand reports.

understand memos;

understand job advertisements:
understand operating/safety manuals;
understand formal letters.

study purposes

understand news articles {eg. editorials, feature articles, letters);
use reference books to locate information;

understand sample essays:

understand instructions on exam papers,

understand essay questions.

51
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O

Writing

Reading and Writing Asse: sment Kit

work purposes

fill in a detailed form;

write a job application;

write a resume;

note-take from both written and spoken texts:
take down a telephone message;

write a report;

write a memo;

writc a notice for a notice board:

write a formal letter;

write a reference.

study purposes

fill in a detailed form:;
note-take from both written and sroken texts;

write a summary,
write an essay.

52
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Learner Type ¢

Reading

Wriling

Reading and Writing Asseaament Kit

O

Familiarity with the Australian cultural environment may vary
considerably, so
o for newly arrived learners, texts should not be too culturally

specific;
» the levels of language development will also vary.

At lower levels

e shorter reading texts with more contextual clues will be suitable .

¢ writing tasks should focus on types of texts which are closer to
spoken language and where accuracy is not necessary.

At the higher levels

e longer and more linguistically-complex reading texts will be
appropriate,;

e writing tasks may involve more complex and formal language.less
familiar content and so on.

Tasks may reflect both classroom uses of reading and writing and
wider social and emplevment contexts.

Suitable tasks might include:

understand notes and messages;

understand postcards:

understand personal letters;

understand notices;

understand newspaper and magazine articles;
understand business/semi-formal letters;
follow written insiructions;

understand written dialogues.

fill in a detailed form,;

write a message;

take a telephone message;

write a personal letter;

write a semi-formal letter;

write a job application;

take notes from both written and spoken texts.

‘5\ J Sue Hood and Nicky Solomon 8



Learner Type 5

Reading

Wwriting

Reading and Writing Asscssment Kit
O

Although the learner will be familiar with written forms of language in
L1, and have some strategies for reading and writing, he/she may
have had little contact with written English and perhaps little contact
with a roman script language, Consider the following:

¢ reading texts where layout and contextual clues support meaning
will be suitable;
they should not be too long or complex;
the subject matter should be relevant and should reflect the
learner's familiarity with Australian cultural environment.
knowledge of spoken English, goals and interests;

¢ the reading tasks should not demand too much detailed knowledge

of the topic;
¢ the writing tasks should focus on types of texts that are close to the

spoken form of English.

Suitable tasks might include:

understand key items on a form;

understand notices (e.g. opening hours/appointment cards);
follow instructions (e.g. on a vending machine);

understand advertisements;

understand bills and accounts;

use timetables ;

understand product labels (e.g. food, household goods);
understand simple handwritten messages;

understand simiple narratives.

fill in a form;

write a personal message;

write a greeting card,

write a story about personal experience;
take down a telephone message;
complete worksheets;

fill i surveys;

fill in banking forms;

write a cheque;

address an envelope.

5 9 Sue Hood and Nicky Solomon 9



Learner Types
6 and 7
Reading

Reading and Writing Assessment Kit

Q

These include students across a wide range of abilities in reading and
writing in English.

Before selecting tasks it will be necessary to have some idea of what
sorts of reading and writing the student can do. Oral questioning will
probably be sufficient for this purpose.

For a beginner student, that is, a student with minimal reading and
writing skills in English,

reading texts need to be highly contextualized;

the subject matter needs tc he personally relevant and to reflect the
student’s knowledge of Australian culture and his/her goals and
interests;

reading tasks should not require too much detatl;

writing tasks need to focus on type of texts that are close to spoken
English, where accuracy is not required and where the message is
not too complex.,

For a student with wider experience in reading and writing in English,

reading texts may be less contextualized, less personally relevant
and more complex in terms of content and language:

the tasks can be more demanding in terms of the amount of detail
required;

writing tasks may be more complex and involve less familiar subject
matter;

the type of texts should reflect the student's needs and may include
more formal types of registers.

NOTE: for Learner Type 6 the focus will be on reading and writing.
For Learner Type 7 the focus may be on spoken language, but it is
likely that reading and writing will play a significant role in the
classroom.

Suitable tasks might include:

understand shop/street signs.

understand notes and messages;

understand personal letters;

understand senii-formal letters;

follow instructions (e.g. on .edicine labels):

use TV guides;

understand banking forms:

understand school letters;

understand newspaper articles with accompanying photos;
understand short stories;

understand brochures:

understand job ads ( e.g. at the CES, in the classifieds).

5 5‘ Sue Hood and Nicky Solomon 10



Writing fill in a simple form;
write a story about personal experience;
fill in a banking form;
write a letter to school (e.g. explaining child's absence);
write a postcard,
write a telegram:
fill in a detailed form;
write a semi-formal letter;
write, a job application.

\ Reading and Writing Asseasment Kit S 6 Sue Hood and Nicky Solomon 11
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READING
SUPPORT

1. Examples of For each example of a task below, there is

tasks and texts
(a) a list of some of the key features of that text;

(b) a list of skills and strategies that could apply to the reading of
that text.

NOTE: skills may vary, for example, from one form to another, or from
one classified advertisement to another, It will, be necessary
therefore, for you to determine what skills are appropriate to the text
you have chosen.

Task 1 Understanding the information required in a library application form

THE COUNCIE OF T Gty OF SYDNE Y

N CITY OF SYDNEY PUBLIC LIBRARY MEMBERSHIP APPLICATION

\.... PLEASE WRITE ALL PARTIGULARS IN BLOCK LETTERS

P

TIiTLE {(MR/MRS/MISS/MS et ) [.._... ot —m— _]
SURNAME . .
GIVEN NAMES ... .

STRLET NUMBER and NAME

SUBURB . ......... . . , POSTCODE
. ]
PHONE NO. ... . ... DATE OF BIRTH sEx Moo | [ ]

EMPLOYER/UNIVERSITY/SCHOOL /etc

ADDRESS
SUBURB - POSTCODE
L2
Reprinted with permission from the Council of the City of Sydney
Reading and Writing Aascastnent Kit 6 7 Sue Hood and Nicky Solomon 12
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(a) Key features qf text: contextual clues
logo
layout, dotted lines
typed print

key words
surname, given names
street, suburb, phone, etc.

specific information to scan for
any of the items on the form, or
instructions on how to write (e.g. BLOCK LETTERS)

(b) Skills to look for: confidence in approaching the task:

ability to identify the type and purpose of text through the use of
contextual clues;

. ability to recognize key words and phrases;
abllity to predict meaning before readvertising;
abllity to predict meaning while reading;
ability to scan for specific information;
ability to work out the meaning of unfamiliar words.

5€

Reading and Writing Asseasment Kit Sue Hood and Nicky Solomon 13




Task 2 Understanding an appointment card

[ Dr. Freda Mills
B.D.S.(Syd.)
Dental Surgeon

2 200m Wed - [1"0d

253 2122 1st Fl. N.Z.I. Building
999 Pitt St
Sydney, 2000

376 5998 EM!ERGENCY AFTER HOURS ]

(a) Key features of text: contextual clues
layout, size, typed print

key words
dental
dentist’'s name
time, date, phone number

numbers
time, date
telephone number, postcode

specific information to scan for
the time of the appointment
the address of the surgery
the number to ring in an emergency

‘ possibly unfamiliar words
emergency
abbreviations, e.g. Fl.

(b) Skills to look for: confidence in approaching task:

ability to identify type and purpose of text through use of contextual
clues;

ability to recognize key words or phrases;

ability to understand numbers,

ability to identify letters of the English alphabet;
ability to predict meaning before reading;

ability to predict meaning while reading;

ability to scan for specific information or words;
ability to work out the meaning of unfamiliar words;
ability to understand the meaning in detalil;

ability to adapt reading strategies to the task.

Reading and Writing Asseasment Kit Sue Hood and Nicky Solomon 14
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Task 3 Understanding a report qf an injury in the workplace

[T NOTICE OF INJURY
NJ8[254] Workers Compengetion Act 1926, ea emmended {§ection 53(4])

Industry: Public Utility
Entries should, if practicable, be mada in ink

Section (i): To ba completed by injured Worker in block letters.

1
Sumamae of Other namaes
Injured Worker MATYOVC q ECAGE
Private Aadress
29 Perciwval RD, STAMMORE Post Code 200 ¥
Stafi No. I Age Occupation
o781t | BE MRV TENANCE  MmAan)
2
. Operstion in which Worker was Engaged at Tima of Injury
ONLEADIN G OI/PEDS & FrITIAGS  Faoas TARLChk
in} . f In;
Date of inpry _!_\_"/_"_‘l_._'/‘__g 1 Time of Injury __[Q_:{S_:._m,m

Address 8t which Injury Occurred
Feabrnen ST |, Kogrrew

Nature of inpry
AHT KNEE —~ Sevewe PAIN

Causeof inury ' -
THeE OAC IN Tha "R  Sypooenvey SHIFTED |

Aneee CIPES Fr OFR Truck HITTIVGE ME oA RAGHT KweES

Remarks
TAawe s To DacY eal (AT 2 OIAT ELYY

Gl CESUME o V< rowo®y 7T Nov

| Signature Q\' \M&&Q)\C/

Addrass

p— dr— B

Reading and Writing Asseasment Kit 8Sue Hood and Nicky Solomon 15
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(a) Key features of text: contextual clues
layout, boxed lines
typed print

key werds

injury
surname
nature of injury

numbers
date, time
address
staff number

specific information to scan for
any items on the form, e.g. time of injury
where to sign

. Important details
nature of injury
cause of injury
remarks, e.g. when will he return to work.

b (b) Skills to look for: confldence in approaching task:

ability to identify type of text and purpose through the use of
contextual clues;

ability to understand the organization of ideas in a text;
ability to recognize key words and phrases;
ability to understand numbers;
ability to predict meaning before reading;
ability to predict meaning while reading;
ability to skim for the general idea;
ability to scan for specific information;
. ability to work out the meaning of unfamiliar words;
ability to understand main ideas;
ability to understand the meaning in detail.

Reading and Writing Asscssment Kit G ! Sue Hood and Nicky Solomon 16
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EMPLOYMENT:

AVON GRAPHICS

Are seeking o letterpress printer
to |oin our growing company This
person woulo anOy good condi.
tions with 3 pusnbiiity of advanca-
ment. Guillotine exparience would
be an advantage. For ln%ulrlﬂ ph
Wayne Burnham, 550 1

02120470

BATCH MAKER

Reguired for Mt Kurlneﬂ Coy
! erience of paint ma %‘lnd

our matching would
conuderoble advantage. However,
consiseration wid 3130 be given to
applicanty  with initiative and
ambition. The job wili aiso inciude
suth  responsibiities as  raw
materiais Inventory. atc.

Hours #re Monday to Thyrsday
Jam-3.4Spm—Friday Tem.2pm.
Waga negotiadie.

Please phona for iMarviaw on:
457-9733
03220900

SICYCLE MECHANIC Previous en-
perience necessary. must of pleasant
nature 13; ,r‘ourbo Rd.
Greenacre. 789 §

03130408

GOSCAT OPERATOR
2 vears expecience minimum, class
3 licence. Backhoe enperience l
some mcchanlul knowlodg’
lenﬂ. Ph: 923 2016 B®M or

411 4637
03221991
SODY BUILDER requirad tor body
truck firm at SmithHeld. enperience
in buttding t: to&: & vans essentiat
Prease phone 604 0840 after B 30
3227

80DV BUILDER 13t class m«pﬂ
soon req for assembiing & weldi
alym llpolnn milm Good wnu
conds. : Panther £ 3
W.run Rd. Smithtleid 604
02234842

BUILDING
INDUSTRY

SCHEDULING

Humes ARC s
Austrahas leading
supplies ot remfore ing
steel anl woemesh
products A vatan y
eaists v our Lideornbe
othc e fur 3 scheduter
1y envisdpent that the
s esstul appicant
it be 4 mahure persun
who Nas exlensve
viperence 1 the
buiiding and
wonstruchion industty
Good tomimunn ation
Shabls aruf 3 wilhingness
to solve probiems

(2

CETRCOM!

SOUTHERN SUBS

4:( STAR

PERSONNEL

BOOKKEEPER
ALEXANDRIA axp on combuter.
ised systams some axp in payroil
pmv cash, ruonl‘o cash books
Suit 0.45

ALEXANDRIA yre. SOme
oBOOKNKEEPER '.':.'" n« Soury mgmv negot.
1 (] on )
i"'é mature experi@nced pars I 'xh" KINGSFOR
Phone 570-7098 643-3874 LN 121 umzu
ALFRED HAIK’ 01223000

MURSTVILLE
Sulte 12/10 Woodvlile 5t,

YER 1o footl
Hurstille Ln 771 SoICSLAYER 1or gyse footings

307 383800772 1

2322034

BLIND FITTER

VERTICAL, VENETIAN/HCLLAND BLINDS

03327240

A leading Decor Company has several positions
avallable for sub-contract Blind fitters.

Requirements are commonsense, & related trade
background. a presentable work vehicle and a
desire to make money.

A training period on wages, t0 learn about our
exclusive syvstems will be provided.

If you cannot cope with a high work load—don't
apply!

For an interview please phone Tony on 648-3334.

03221903

BOOKKEEPER
HOME CARE SERVICE OF NSW
WAVERLEY/WOOLLAHRA BRANCH

E.E.O. EMPLOYER

The Home Care Service is a statewide commu-
nity based organisation which provides practical
assistance to families and individuals on the
basis of need.
The Waverley,Woollahra Branch is an extra
large branch with over 700 clients and approxi-
mately 90 field staff.
The bookkeeper is responsible to the Branch
Manager for the maintenance of all financial
records within the branch.
DUTIES INCLUDE:

Receipt of cash.

Control of all financial records.

Custodian of all accountable documents.

Wage preparation, records and

BOHERMAKERS

Soriermakers requires ‘"ﬂ. tly for

eneral fabrication work in the ship

viiding industry.

A%pllconu must have thelr compla.
indentures of uc A\mum

radesmans’ Rights na

it you are nmmud contact the

!mol;mml Officer on 618 nm

after 7.30am on Tuesdey.

COCKATOO DOCKYARD
PTY LT

INCORPORATED IN N.3.W..
A membder of tha A.N.). Grous.

[ [
Sydaey N.3.W. 2000.
We ire sa saual opportunily

‘ompany. aree

1 LLOW
s "s‘o’u‘%um T A

SLE
(1 HIH. 112 %

Community weifare otganisation
requires 2 axp bookkeepen

Duties Include wi ledm cash
books. financ returns et
K3iamazog exp Is desired. Banefits
include 35 hr  week. travel
allowance. Relladic -ahitle req.

683-3188

Atter 9am Monday for interview.
ACTION STAFF LN 627

IIICKLAV!" LA.OU
Wastarn suburds. Pho = :010
-nnua

BOOKING CLERK/
DISPATCHER

18 veers plus  Castarn Suburbds.
hpmcnndp mth taiephone, Good
knowledge of Sydnay ared. Servike
attituge & must. Motor $paies oOr
acLessories nnrrunu an adven:
uf Phon T NARE.
7 49389 Mond" trom Sam,
3120010

BOOKKEEPER

CENTRAL COASY
Furntture retali anp required. $400
W Perm 1 osition. Plesse p!
(0a3) 24-2572 after Sam Mon.
STAFF FORCE h

€3237088

BUILDING QUALITY
ASSURANCE
OFFICER

RICE DAUBNEY ARCHITECTS are
seeking,

QUALITY ASSURANCE OFFICER
with & background in building or
Architecture related to _on-Mte
construction suparvigion. The suce
semul [] |;tmum wlil be rnmublo
or quality assurance inspac
and reporting for a major heaith
bulldin currrntl; under construc.
tion in Sydaay. This appointment is
for an on-site position during the
period ol construction. and an 0p:
ronunilv existy for continunity of

volvemant with further nrelem
It you know you heve the right

lities to participate in the con.

aul 9 growth and development of
pur successful practice Contatt Mr
Simmons at:

RiCt gAUINIV ARCHITECTS
Nth Sydne

(" No; ares (81) 1! m
3227438

The Home Care Service of New South Wales is an Equal

Opporturnty Empioyer. The City of
wnttenwgumfotﬂ’npos?!m

Branch invites

Responsibie fo: Branch

Responsible for: Maintenance of alt tinanciat records in
the Branch.

DUTIES:

{1 Vi

and maintam subsichary records.
Ledger,

produce Aged Tral Balance

and foliow up outstandsng acoounts.

(m) Mantsin Branch Cash Book

BEST COPY AVAILABLE

¢ 3

IUM!IHI. ulouonn M.'ml 'lr(‘:
¥ certitica
93! 2308 o.r (L1 ] “7

eunou

" BUS DRIVER
Experienced drivers with Class 3. 4
or $ kenu required tor Suburban
Apply Mon-Fri after
m {0 JOS Vmorlo Ad. Rydsimare
03223008

BUS DRIVERS

Casupl and rmaneat _ staft
iﬂulrwc‘c'l'l‘i ‘; :;ﬂs Drivars
ience. am:12n

Neorth & Wastorn Bus

BUTCHER

Self Imptoyment Op-
portunities column

ll - SKHLLED

thao to wonl
wml &4 nnuum m
e of Lﬂ"n“lsluhm

3398 lor further ww'.‘f?'
03230399

50n3 0 t team.
Attracti wm & tonmlom. F
9 Neil Su 3 on
b &M.’&?um.o

CABINITMANKER IN‘TA
umm cmny rnulrﬂ lhlnn

ﬂ(ﬂ(ﬂ th I.Ourh ‘04 4’077

CABINETMAKER

Req. for furniture manulacturer.
Tradesperson only. Ph 602 8181

CAR DETARER tatual. ru‘ulr

iaroe pave
.. .ld’:ommmt posmon Mun
T i asos etk ok 8 smv

CAR W R youth nndod to

wWoth cors. bugy mu q’ mul\

have current Heonca. Ph 11 180

CARPENTE nnmon woru 1)

ares, must witl

mlﬂmwn on. lmmmt
tart, 9O0d wanes, 708 1212

03231302

CARPENTER Experienced in office

w rtition mmuduu & mmmlon
motubh lmtv ot nm.

ork.
n‘ﬂb" e Sat °l!7 zssz s«:‘
3226849
CAR U fitied ¢
n 20. v'urol“:hh llh::ldt.n‘tﬂn

IIng construction roau to
a:'rv outa urmv of bull TN
st have own trampart. Wiliing to
wotk innes nonh wnmn wb

wrbs.

wapes. Ph (NS)TI 5572 ol ho’uorl

0azeel
SARPENTERS wanted, 10 experl-
Seors, Hirg wars '°o?°.'§oﬁ"~'3£$’
Ph (042) ;l

w318
CARPENTERS AND JOIKERS

v AselL
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(a) Key features of text:

(b) Skills to look for:

Reading and Wriing Assesament Kit

contextual clues
layout, columns, typed print
bold-print headings. logos

key words and phrases
Employment
names of jobs
suburbs, phone numbers
requirements, e.g. experience, driver's licence

numbers

salary
phone numbers, times.

Specific information to scan for
the salary, the contact number
the location, etc.

possible unfamiliar words
abbreviations, e.g. a/h., suit,, exp., hr, p.w.

Important details
specific qualifications required for a job
duties involved in a job
how to apply

confidence in approaching task;

ability to identify type and purpose of text through use of contextual
clues;

ability to understand the organization of ideas in a text;

ability to recognize key words or phrases;

ability to understand numbers e.g. time, phone number address;
ability to use punctuation to construct meaning;

ability to predict meaning before reading;

ability to predict meaning while reading,;

abilivy to skim for the general idea;

ability to scan for specific information or words;

ability to work out the meaning of unfamiliar words (including
abbreviations);

ability to adapt reading strategies to the task;
ability to use reference skills;
¢ alphabetical order
e categorical organization
ability to understand the main ideas;
ability to understand the meaning in detail;
ability to understand information not explicitly stated.

Q q Sue Hood and Nicky Solomon 18



Task 5 Understanding a semi-formal letter from a real estate agent

P.O0.Box 1295

Paddington

NSW 2021
B&J WILLIS & COMPANY

PTY. LIMITED
(EST. 1896)
REAL ESTATE AGENTS
144 OXFORD STREET, PADDINGTON

17th July, 1988
Miss Miller

3/94 Surrey Street
Darlinghurst NSW 2010

Dear Miss Miller,
RE: Lease 3/94 Surrey Street, Darlinghurst,

It is now more than 12 months since your rent was increased and due to increased
costs, rates, etc. the owner has no alternative but to increase your rent to the current
market value.

As from the 13th August, 1988 the rent will be $150 per week.

However, should you not agree please advise us in writing giving one month's notice
so that we may make alternative arrangen.cnts to re-let the property.

Yours sincerely,

(Ms) P.M. Willis
‘ Property Manager

LS

Reading and Writing Assesament Kit Sue Hood and Nicky Solomon 19
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(a) Key features of text: contextual clues
layout of letter, ‘Dear...’

letterhead paper
typed

key words
name of estate agent
own name and address
rent, increase, 13 August $150

numbers
dates, addresses, amount

specific information to scan for
the amount to be paid
the date of the increase

possibly unfamiliar words
. lease, property, aiternative

important details
the reasons for the increase
the alternative to paying the increased rent

(b) Skills to look for: confidence in approaching task;

ability to identify type and purpose of text thirough use of contextual
clues;

ability to understand the organization of ideas in a text;
abllity to understand relations between parts of the text;
abllity to understand sentence structure;
ability to use punctuation to construct meaning;
ability to recognize key words and phrases;
. abllity to understand numbers, e.g. address, date, amount;
ability to read fluently;
abllity to predict meaning before reading;
abllity to predict meaning while reading;
abllity to skim for the general idea;
abtlity to scan for spectfic informatton;
abllity to work out the meaning of unfamiliar words;
ability to adapt reading s.rategies to the task:
abtlity to understand main ideas;
ablility to understand meaning in detall.

Q Reading and Writing Asacssment kit G G Sue Hood and Nicky Solomon 20




Task 6 Understanding a gas bill

NGAS

AGL Sydney Limited (Incorporated in NSW) CUSTOME- NU“{‘
P.O. Box 2107 Norih Sydney , NSW 20539
157.8140071

AGL Sydncy Limited
P.O. Box 2107 North Sydney , NSW 2059
Tel. (02) 922 8C00 Account Enquiry
(02) 922 8888 Service And Appliance Repairs

SERVICE ADDRESS

' MR D. AVVENEVOL AVVENEVOL & SONS
16 TIMOR STREE]T 22 TIMOR STREET
’ DARLINGHURST DARLINGHURST

NSW 2010 NSW 2010

PLRIOD U1/07/788 - 30/09/88J

i PLEASE NOTE INCREASE IN PRICE OF GAS
i EFFECTIVE FROHM JANUARY 1 , 1988
VISIT YOUR LOCA'. GAS CENTRE TODAY AND
SEE THE NEW AGL EXCLUSIVE ROOM HEATERS
Meter Reading Factor Daily Average Tariff Block of Rate in Cents
Present | Previous This Year |Las! Year Code Consumption ANMOUNT
6308 52641135.9537 15 14 |E£CO 1325 MJ 1.%330 20.31
|
|
[Amount ) )
s FINAL DATE FOR PAYMENT | 10-10s88] TOTAL DUt 20.31
i
et GAS INSTANT CONTROL SAVES ENERGY
Date Received

671
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(a) Key features of text: contextual clues
logo, layout

key words
gas, total, own name and address

numbers
dates, phone number address, amount. customer number

specific information to scan for
the due date
the address to send it to
the customer number

important details
what to do if you want a receipt

(b) Skills to look fo." confidence in approaching the task;

ability to identify type and purpose of text through use of contextual
clues;

ability to recognize key words and phrases;
ability to understand numbers;

ability to predict meaning before reading;
ability to predict meaning while reading;
ability to scan for specific information.

Reading and Writing Assessment Kit Sue Hood and Nicky Solomon 22
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FACING EVICTION: The Chelmons with Maria, 4,

By SUSAN TAYLOR

NON-ENGLISH-speaking
migrants in Sydney's west are
being discriminated against by
eslate agents and ripped off by
landlords, say housing officials,

They say some landlords play on
the tenants’ poor knowledge of
English to make them sign their
rights away on forms they do not
understand.

Landlords are cheating tenants
out of their bond money and
getting them to unwittingly agree to
carry out vital repairs.

Eloise Murphy, of the Fairfield-
Liverpool Tenants Advice Service,
said a basic communication prob-
lem was the first stumbling block
for migrants.

“It is difficult to prove, but some
agents discriminate against non-
English-speaking applicants
because the market is so tight they
can afford Lo be more exclusive
when they pick as a tenant,” she

said,

“Tenants are asked to sign a
range of documents. They are often
asked tosign another form, without
reading or understanding it. and
that’s the bond claim form the
lenant is supposed to sign at the
end of the tenancy.”

Two meetings held recently by
the service in Fairfield and Liver-
pool raised more tales of rip-offs.
They included:

® Tenants of a 17-year-old
block of flats in a “terrible condi-
tlion™ believing rhey have to carry

.oul major repaiss.

Migrants ripped off

@® Two non-English-
speaking families in the
same block having to
share one stove because
the landlord refused to
mend the other one.

@® A Chinese man who
found he had signed over
the whole of his $360 bond
to his landlord.

® A Chilean mother-
of-three whose landlord
refuses to do repairs to
lcaking bedroom, which is
unusable when it rains.

Mary Anne Veliscek.
migrant resource worker
with the NSW Tenants
Union, claims the tribunal
system, where tenants citn
complain about a rent
increase, is unfair for
non-English-speaking
people who have to
delend themselves against
more articulate estate
agents.

She wants information
on bonds and leases made
available to non-English-
speaking tenants in sev-
cral languages lrom cstate
agents.
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(a) Key features of text: contextual clues
layout, headline,

typeset in columns, photo

key words
migrants ripped off, discrimination, cheating
landlords, estate agents, tenants
non-English speaking
bond money, repairs

specific information to scan for
in which area of Sydney?
particular cases, e.g. the Chinese man

important detalls
the reasons why migrants are vulnerable
the specific problems that have arisen

‘ possibly unfamiliar words
rip-offs, discriminate,
articulate, stumbling-block

(b) Skills to look for: confidence in approaching the task;

ability to identify type and purpose of text through use of contextual
clues;

ability to understand meaning in pictures;
ability to recognize key words or phrascs;
ability to use punctuation to construct meaning;
ability to read fluently;
ability to predict meaning before reading;
ablility to predict meaning while reading;
ability to skim for the general idea:

. ability to scan for specific inforination,;
ability to work out the meaning of unfamiliar words;
ability to adapt reading strategies to the task;
abflity to understand the main ideas:
ability to understand the meaning in detail;
ability to detect the attitude of the writer.
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Task 8 Understanding a personal message

b (S o
(p:.\.u\, F
YOU"‘ \DC v~ AN\«
‘R\nej \r\fw\ as Soon G /C;_J

83\‘.«\ o~ SNUIY . )5
Urie,n\" /

3 \ V\f\/,
(a) Key features of text: contextual clues

layout
handwritten

key words
names
brother, rang, urgent

numbers
phone number, time

specific information to scan for
who wrote the message?
what's the number to ring?
what time was the message taken?

possible unfamiliar words

. urgent.

(b) Skills to look for: confidence in approaching task;

ability to identify type of text and purpose through use of contextual
clues;

ability to recognize key words or phrases;

ability to understand numbers;

ability to predict meaning before reading;

ability to predict meaning while reading;

ability to skim for the general idea;

ability to scan for specific information:

ability to work out the meaning of unfamiliar words,
ability to adapt reading strategies to the task:
ability to understand the main ideas:

ability to understand the meaning in detail.
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(a) Key features of text: contextual clues
layout, pictures, prices

typeset

key words
names of items, e.g. tea bags, chocolate
prices of items, e.g. 59¢, 1.99

numbers
prices, quantity, weight, number

specific information to scan for
the prices of specific items,
e.g. how much are the tea bags?
the number of items for the price,
e.g. how many cartons of juice for $1.99?

‘ (b) Skills to look for: confidence in approaching task:

ability to identify type of text and purpose through use of contextual
clues;

ability to understand meaning in pictures and diagrams;
ability to recognize key words or phrases;

ability to understand numbers e.g. price, quantity;
ability to predict meaning before reading;

ability to predict meaning while reading;

ability to skim for the general idea;

ability to scan for specific information or words;

ability to work out the meaning of unfamiliar words;
ability to adapt reading strategy to the task.

Reading and writing Asscasment Kit ’) 5 Sue Hood and Nicky Solomon 27




Task 10 Understanding a letter from school

WIMBERLEY PRIMARY SCHOOL May, 1987

Dear Parents,
Term 2 Family Contributions

Family contributions for term two are now due and we hope that you will
support the P & C's major fund raiser once again.

This year ve have already spent $7000 on replacing and adding .0 the
computers with more bills to come. This means that a good response to the
family contribution scheme is essential if we are to continue to fund
the day to day expenses as well as make major purchases.

The naxt major project is a new photocopier for the Chisholm building and
the continuation of turfing of areas of the playground.

The family contribution scheme is now K-6. The money is used for the benefit
of every child from Kindergarten to Year 6 and we hope that you will support
the P & C in its efforts to provide better facilities # - your children.

For your interest details of all incame and expenditure are presented at
every P & C meeting,

Suggested rates are as follows:
Single child - $15.00 Family - $20.90

Please send your contribution as soon as possible - a receipt will be
given to your child to take hame to you.

with thanks,
The P & C Executive

Reading and Writing Asscssment Kit ’} 6 Sue Hood and Nicky Solomon 28
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(a) Key features of text: contextual clues
layout of letter (‘Dear...", etc.)

typed.

key words
Wimberley Primary School
P&C, family contributions
single child, $15
family, $20

specific information to scan for
how much has been spent so far?
what on?
how much is a family contribution?

possibly unfamiliar words
contributions, income, expenditure, turfing

. important dr’ails
why contributions are needed
what the next project is

(b) Skills to look for: confidence in approaching task;

ability to identify type and purpose of text through use of contextual
clues;

ability to understand the organization of ideas in the text:
ability to understand relations between parts of the text;
ability to understand sentence structure;
ability to use punctuation to construct meaning;
ability to recognize key words or phrases;
ability to understand numbers;
ability to read fluently;
. ability to predict meaning before reading;
ability to predict meaning while reading;
ability to skim for the general idea;
ability to scan for specific information or words;
ability to work out the meaning of unfamiliar words;
ability to adapt reading strategies to the task;
ability to understand the main ideas;
ability to understand the meaning in detail.

77
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2. Illustration of

procedures
(a) Recording
miscues
olal wauj / on mouj '
SIGHT WORDS STOP v ONE WAY NO SMOKING
£
POLICE - AMBULANCE |FIRE
OPEN TELEPHONE ¢ AIRMAIL

SIGN/LABEL TRADING HOURS

Y e s em wn > e —

v’ v’
MON.-THURS. 9am-10p.m
. ree. v -
FRI. & SAT. 9am.-11p.m.
SUNDAY - 10 a.m.-10 p.m.

AR MAIL
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PROFILE SngNE% ’
F NAME Lt pate 0.5 €
LEARNER TYPE 2
DESCRIPTION OF TASK: (Comment on type of text, complexity "o st socia lwovds
clarity, familiarity, etc, and attach copy if possible) N cgvfllld‘ e, with~
cggr‘opmod”e \e:f‘he.r‘lng fogos
SKILLS (Mark those appropriate to the task) COMMENTS

Confidence ‘ot veviy uval vvxoj'\”cw Xeko. ks o aguecs

ofTer~ e o a’t’tw‘ﬁ v d lavouasa
obvxovs\u\ Words oW ¥k d (./ rexe \Con F’bu\?é"d \o

Skills H’\\S

o4 05 )
» identify English script Co LA
. o identify type of text and purpose —~ Covstu ol cluee \\o)‘,\md v fo tnc;d‘\‘ Lo

» understand organization of ideas in the text of Sore 8\%"“

* understand relations between parts of the text

e understand sentence structure wov'o\g wso.v\é%\ (~- ) Showed o

* understand punctuation vels \n\* \S VA Mon e 0 ¥ m\j.\—

* recognize key words and phrases -<°,\ Q S P . Y (‘e S

\ W\eanrya\ v\\de

¢ understand meaning in pictures/diagrams '\o(‘ o
¢ understand numbers %

« identify letters of the alphabet \ ,Cw. o — QDTQd PRy
Ww\dev‘s’tc "a[\?)uc% And st \:rcw\)
Wovrd.
Strategies
¢ read fluently
* predict before reading
* predict while reading
e skim
. * scan
» work out the meaning of unfamiliar words, using -—“f ried a NS aﬂnc\( un%uccegs—
semantic clues ‘:} with ‘open| 'one Loa
syntactic clues
grapho-phonic clues - used COV\‘\Q‘A‘\U.OL\ o\oe& '\'o QOLT
» adapt reading strategy to the task meanino of Hire !
¢ use reference skills ooy LWige -vo (QSPOY\SQ.
» adapt strategies when meaning is lost
Comprehension
emain ideas (QCC%V\\SQC’ oooust M\'C O’(‘ J\-\'\Q
emeaning in detail S\%V\S\ wWoerds,
eimplicit meaning '
sattitude of the writer
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GENERAL
COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

Laeks S*Y‘OC\Q \QS. Q@( \)ﬁed;ck'\éw\ oawvd
corfidence Yo ke viges ,
Needs I Qosure Yo vor T th\\%\/\

(™ conted )

To use ghoit | cortextuchzed texdls Wit

Lo AV Covaewil [2.0. Shap sl vxS Aud
\oboelg aduqﬁ\sev(v\e%x S\’)qp Nilial
—5 d%vdo P Corfdence avd rektok

— 6 develep shvoten les Lor m:l\
_t?\m%\ be{_:(\g%\\@m \n%g

— develep MQS\QS Lose woor \L %O\IH‘\/\Q
reaning o LNEGEMINGC orde
(@-omrc? 3r0><‘\‘ua| clues fromthe

reoning Stthe Surrouhd m% TQ)d‘)
_.H\

— + O dQ\IQ/\
vy ot Qm“ io see xé OWA (:mﬁs am,

—-QOWV\\\ \Oof' .
— s beconne. formaliowr watia Some. Gomimon

INSY-N) s'\g\r%x Wavrds wA Corvait

__ o breaden knowled vl
it Ay
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Reading and Writing Asscesment Kit

EKC

Aruitoxt provided by Eic:

S-—do:l— Sanj— ke.

2/120 Bourke St.,
East Sydrey

29th May

Dear Allen,

©
"\Otd had ndwrﬁ"’e '(Q,f'-? e
How are you? I'm/somny I /haven't written for /so long. I've

letter let
been very busy at work [Hoing alot of ove¢me—— but/thmgs/

letter b T

are/ gettmg a little/ﬁit%etter /410W

- ©

is

We hav<¥ just/moved to a new flat. It's/great. It has a good
eagd m,d.‘ftov-\

—> clean
\iew of@ city, and it's close to the staticn. We are very/

happy here.

™
/Say ‘hello’ to your/family for m’g and please write back

soon.,
All the best,

Martin.

—— — e

Sue Hood and Nicky Solomon 33



READING
PROFILE SHEET N NOOF pATE 201 Qb
LEARNER TYPE __ D

DESCRIPTION OF TASK: (Comment on type of text, complexity %\ﬁo}( \f\d\ \Q‘,\YQ\(‘
clarity, familiarity, etc. and attach copy if possible) e \‘*QV):d SN (3) 4{\';\ Q{QQ(’

N. Loy Ney™ YOO WOy

b tag +S¥>e ot Aot )
SKILLS (Mark those appropriate to the task) COMMENTS
Confidence Not \/eruj coradaont bud wild W\CB'\”CB Toke o
X ’

Skills

* identify English script mSQd”‘HmS as a (’QYSOM\ letierGrom
. « identify type of text and purpose V%

e understand organization of ideas in the text

e understand relations between parts of the text

¢ understand sentence structure. Mﬂe, oé"d'\e, ﬁ'ruc’)\)(‘e.s ad (iw*ase,
« understand punctuation leved | but not ot

« recognize key words and phrasesy’ man Q Se‘“* e Q"’"’ — s0 umable

[ o4
e understand meaning in pictures/diagram tf\c‘:\sféa M—Efs\);c\?nb?f\i g

¢ understand numbers | uwhb )n
shtutimn
¢ identify letters of the alphabet _g‘;f view '’ tua \‘hoh
Lo sowgfhwwﬂ“w Col@ﬁ@d
. . ity
Strategies iom% C%r_-\u.hkh ok forow WioreEsions - bt muci~
eSOV [
« read ﬂuently/ \ o+ %ﬂd wvi wovrd Duward

Loy bota eadts of tovtenst molev and
e predict before reading v \.Q-&Lv;f‘QSS\Q\f\S. commm LRty ol

e predict while reading. <
Ity \M:a»js Wt \g\;: URSS sL,\bS\‘\\\Md O
e skim & S‘Y OS\ \OCXQ,
. e scan \ J{—‘\e A (Q% %‘ QOg ?Sﬁe\&xc\p\nd \‘\‘\%v\ jc}j\é\(fn

e work out the meaning of unfamiliar words, usmg\
semantic clues.” sew~avhe £leld
syntactic clues
grapho-phonic clues — %u\os\\‘\'\.o\’ on
e adapt reading strategy to the task = m, g g\@\k mC ,
e use reference skills @ or\gvv‘od wovdl |

e adapt strategies when meaning is lost

Sorre subehluTion “%
Leorn Bron spoken bvgua 2

Comprehensilon

emain ideas v ?\dz.ed u.,P MAVN \deag, OY\\A«B l
emeaning in detail -

eimplicit meaning |
eattitude of the writer

Reading and Writing Asscssment Kit Sue Hoed und Nicky Solomwn 3¢
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GENERAL — w&wh vess bud ret pickim on
COMMENTS & Uoes, ard wrablo 48 vm%
wWnen W\Qp@ro?hoi@, suoertrulieng e

— ok\e o Yre wran 1deag - but not
deroiled vwaean W-OB

POSSIBLE & use ?@cgpmﬁ\ \afere avd messaoes

o OB?J%%(':I‘}II‘;%(; —To O\@\)doP QA CudOreNess ot \r\ow—pngj
Gre oroomzed ona Wwihast cortaAl
\S a@ OCYQ,-,

e tecore Losvahone uottia awrb@rio&'Q
WS | OXPrRSS10NS OO SentanCe.
Srucioves, .

— Yo o\@vo/\QQ -C\uo_y\cxﬁ \a (QOAW\C\

— To develop éVrojoﬂ\QsQof‘ ,
PrRRANCTVING, YRON V\(;T_
QX WVAVAL Ls—Hne 63\

— +o develop Srvuienies for Looro
ovt the v»i(\)ecxn'wgw%c{ untamal v )

WovdS
® _ us‘wﬂvﬂne somanstie conbat(the.
meanino, Fthe w“rcundmﬁ
Kodt, e topic) |

— 05 T S % dC— G }LQ)QL th
e siplechi Srdotlie s

— ‘.‘:’.‘ﬁ\é@\n% ofex~ Grd mﬂdv\f‘ﬂ N,
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AO

English AMES provide’s morning, afternoon and evening classes at

regional education centr@ and in your/§gtlg_gp_.

Course@ include programme@ for new arrivals, long-tgrrm
residents, and classx@ with home language support. Thére
writi(r;é conversation and English for work. Other special
courses may be /.1 .smge@ Where possible students x;.:ith
common needs and interests are _ggg#gd together, e.g.

o people seeking work, women with small children,
shift-workers, the/ eldex@ Thhe?e are also facilities for

individual study.

chdven over...
‘{ul courses are free. Free childcare is available at some
OCAV\-ea
locations. For more information or fo enrol in a class

contact your nearest regional education centre or

community co-ord.

Reading and Writing Ass ssment Kit Sue Hood and Nicky Soloemon 36
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READING

PROFILE SHEET e (ndipeo DATE.S.€1

LEARNER TYPE LL

drot descryion of NES,

DESCRIPTION OF TASK: (Comment on type of text, complexityCowiees, £y m Mx\'\or\
clarity, familiarity, etc. and attach copy if possible) b\fbdr\\)TQ Nt 3\_&,\)‘30 lj
ot uod cloeg . (fowk\ﬂ A\ a5y Wit

oo 1on
SKILLS (Mark those appropriate to the task) COMMENTS
Confidence 8:00\
Skills
‘ » identify English script

« identify type of text and purpose
¢ understand organization of ideas in the text
» understand relations between parts of the text

¢ understand sentence structure .~ a ' '\ .
« understand punctuation i— ¢ PPTOPY e P)»U\\a\ + VA O\Ni\ QW

* recognize key words and phrases +~ unfanihar bt ' dald cave '
¢ understand meaning in pictures/diagrams

¢ understand numbers

¢ identify letters of the alphabet

Strategles reod fuemtlv withfewhediid ong . Sbﬂ:uzd oV
e read fluently o Ww€oma\aK wavde

» predict before reading Subs\\td@d SN —G:r‘m G'G EOJV\ lomau

« predict while reading »’4 RROQ ovey *V‘(OLW\\\ \av~ U)Qrdg 1ol ib

QO
e skim
() . :can Sulogh S reod avd ek\\dmv\ o a‘r\‘m

« work out the meaning of u mm‘-“g\’\‘\b ™Mean

semantic clues \ oae Qu\c,har\' P
syntactic clues SKApped over ow\d CQO\d on

grapho-phonic clues Srvaseions of ux)Y'dde 3& reflect
 adapt reading strategy to the task ':\)f'cﬁuhc,\o»"ﬂom OC\U\FQS coYf-correddod
« use reference skills lWhere rmigcues Lo @jn‘i&d‘ lcnlbj

o adapt strategies when meaning is lost 'W\‘\PQS.S.\b\Q,

miliar words. using

Comprehension

emain ideas v~ nchQd wP mMann 1deas — Sonre de'OL\\ \OS\—
emeaning in detail becow\ of limiked \O»V\(}\»\O\SQ_

eimplicit meaning
eattitude of the writer
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GENERAL RoJd qu Cov\C\dM\ . oble fotromafer Some

COMMENTS sw Hom 1 R wﬂ—av*o\ anQraLLj
reod -éor nean
More. ‘fac): wdﬁ?\ﬁm@f\ ll@/\ OCreSS O
\/Ourle onres O\Jt” all h@x‘fo become.
\\L Cé’z'\ SOW\Q, el ow Learures

o(‘f‘hQSQ/a nres-—ano\ %) to process
Maanima mrQQ@C\C\@/\M

POSSIBLE o use more formall Qﬁ wrliontods (¢ (Such ag
OB’{‘I%%QI‘IRTNE(& Semi-formal {4 letters Y‘onffs,
® brochures, neluspaper aﬁhdeg>

—T d@uala’) On anareness ofthe waaj auch

avw-ed

_ 15 batome familiar withthe WQ,
»ocabu/\arj and chu cn“ureg

— 4o bamm@—ramd\ar (}Ulﬂ"\ QQ bOOrdg
o N Qs.snons ‘Por
Yoxts aml Coﬁ?@r# anaQ

— > dQv \QS*CQ(‘
\J\V\ m(—l:\\/\w% b@fm@\t Lolq e

)
® - Sk m3 —Qx *H\Q et 5

workmcxcnf—ﬂﬁo, W\Qcm mﬁ ot
nearmthay wordg

- rQSKdM% “or dadon led mean mg
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(b) Cloze

My Life in Sydney

Reading and Writing Asacsament Kit

When I was in Korea, I longed to be in Sydney. I had
heard that it was the most beautiful city in the world—and
it really is.

When I first arrived I was afraid of everything, because I
couldn’t speak any English or even understand what
people said. Also the way people lived was so different to
the way we lived in Korea.

Now, six months later, things are getting better,
although I still worry about a few things.

My main fear is that I won't be accepted by Australians
because of my different race, my different facial features,
and my accent.

The English language is my second biggest problem,
even though I studied English at high school in Korea for
six years for four hours a week. My English isn't good
enough for me to join in conversations with Austraiians, to
read books and magazines without using a dictionary, or
to get the sort of job I'd like.

Sometimes | miss my family back home. I don't have
ary family here, except for my husband. Still I guess I'm
luckv because I have many Korean friends. I hope I will
soon have soine Australicr. ones too.

Sue Hood and Nicky Solomon 39
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My Life in Sydney

Reading and Writing Asacssment Kit

When I was in Korea, Ilonged to be in Sydney. I had
heard that it was the most beautiful city ‘n the world—and
it really is.

When I first arrived was afraid of everything,

I couldn't speak any or even understand
what said. Also the way lived was so
different the way we lived Korea.

Now six months , things are getting better, I
still worry about few things.
My main is that I won't accepted by

Australians because my different race, my

facial features, and my

The English language is second biggest problem,

even _ I studied English at school in Korea

for years for four hours week. My English
isn't enough for me to in conversations

with Australians, read books and magazines

using a dictionary, or get the sort of

_TI'd like.
Sometimes I my family back home. don't
have any fanily _______, except for my husband. I
guess I'm lucky I have many Korean T
hope I will have some Australian ones too.

Sue Hood and Nicky Solomon 40
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My Life in Sydney

(1) When I was in Korea, I Jonged to be in Sydney. I had
heard that it was the most beautiful city in the world—and

it really is.
t
(2) When first arnved was afraid of everything,
ard | couldn't speak any ‘Qngﬁ%r even understand
what —H-\ez said. Also the way St lived was so
different __ - the way we lived _Th _ Korea.
o cosforn

(3) Now six months oer , things are getting better, btﬁ 1
g

still worry about few things.
onother
(4) My main ’“‘\ﬂ% is that I won't accepted by
Australians because my different race, my

facial features, and my_ 4eq

(5]  The English language is 4 second biggest problem,
. even'“"c‘-'g! I studied English ﬁt%g, ‘Cg?oh Korea
for __‘61 __years for four hours week English
isn't enough for me tourders conversations
with Australians, _S© __ read boo egd magazines
wderglord using a dictionary, oru @ get the sort of

Toadher 14 like.

(6) Sometimes 1 W+ W= my family back home. N\ 2 ) don’t

have any family . except for my husband. bui' 1
guess I'm lucky ,awel have many Koreanﬁlerd
hope I will _ have some Australian ones too.

Reading and W/riting Asecsement Kit ' Sue Hood and Nicky Solownon 41
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READING .
PROFILE SHEET |, pate.b9]
LEARNER TYPE L \029/ oo
DESCRIPTION OF TASK: (Comment on type of text, complexity (Joscr 03\ of | \ng,\ Nr\ﬁ@v\

clarity, familiarity, etc. and attach copy if possible)  Avgtvz 0., (Q ry stk WOY'd
de)d@d) famthior contertt

SKILLS (Mark those appropriate to the task) COMMENTS

Confidence

Skills aotisfoctory use o con %lehS
(ol S8, but because

. :gzntify English script e ﬂ / A P“ ra.Q doQS ot

¢ identify type of text and purpose bock 1o QY\LJ"H"\M

e understand organization of ideas in the text 6

« understand relations between parts of the text v+~ 1nalusions S Sermcudl CQl

e understand sentence structure — bu"r no? syntacticall

¢ understand punctuatiofi an ved %d ey’ < rqag) ohg})—,ep

* recognize key words and phrases v~ j

es/diagramis—

¢ understand meaning in pict
¢ understand numbers
¢ identify letters of the alphabet

most 1nelusions relaiefro-fhe"hplc oélicd
Yooro oA —

aﬂbg\?\a Sowagpdz,w‘%wp k"ﬂ

uSual\j oK. x0ept para b, ‘but’

Strategies

e read fluently

» predict before reading

e predict while reading v~

¢ skim

¢ scan

* work out the nieaning of unfamiliar words, using
sernantic clues v~
syntactic clues X Pmaniy mclugions dontll wto Sevhence shrudiore.
grapho-phonic clues

¢ adapt reading strategy to the task

* use reference skills

* adapt strategies when meaning is lost

Comprehension

emain ideas v’
emeaning in detail
eimplicit meaning
eattitude of the writer
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GENERAL
COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

(Vcked the aqetof the m and Lag
able 16 dubghlote. man S H~acd were
Sevv\ovd\cox(\\-[ ar Pv’b()ﬂ 2 — bul unable

“o e —He cun~factic COV\“*J)(% +o wor k.

Ou;'f m.tSS.lV'\'g Wov*ds,

o dc;udoe Ao nessd ofF sevtance
=ruciuve (Q.g. gu.bJ verb o\gr@ca mavﬁ‘
?@GOS\'\'\@V‘\SB

13 vae SQ.V\"\QX\C_Q_ S\‘WLAC’*UWQ—\_O \"“@\9

f'\:»r:ed'\c:k W\-Q.QV\\V\%O‘: \Amgawx\\\bur
wold s

/\/@ a\ave,\o? OwOvNnesS Q‘é%f volal
0‘@ ?(‘ov\ouvxg W \W\\LM% X

+Q%Q;H\Qr
/lg Uae. OOV oL woritVanm fsev\res

‘o becora axtve C M=
cFaw‘\”\auk\a(‘ Looduvres

Reading and Writing Assessment Kit
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My Life in Sydney

(1)

(2)

@ 3)

(4)

(6)

(6)

Reading and Writing Asecssment Kit

When I was in Korea. I longed to be in Sydney. I had heard that it was

the most beautiful city in the world— and it really is.

g— . Q’

When I first arrived _L was afraid of everything.beca\ig_ I couldn't
‘ 've::?l Q (th

speak any E”g, SLbr even understand what <sai . Also the way

Qusfil G lived was so different&@_ the way we lived "\ Korea.

Now six months '/af €/, things are getting better, b‘-ﬂL I still worry

about _ad  few things.

My main P!Ob% that I won't bé_ accepted by Australians

because d my different race, my facial features, and my

e e

(out look) Asian

> @yes

The English language is th second biggest problem, even‘ii’_dgjl

-
studied English at lhe school in Korea for _S'X years for four, T
"

U
hours P__Q"' week, My English isn't %C’Od enough for me ltq : l

in conversatioi.s with Australians, l read books and magazines

using a dictionary, or E get the sort of I'd like.
% rformdlions
L

Sometimes I my family back home. don't have any
famnily her: € | except for my husband. bu? I guess I'm lucky

I have many Korean ' om'.s* IThopel wﬂl& have some

Australian ones too.

Sue Hood and Nicky Solomon 44
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READING

PROFILE SHEET _ (. ., oare.b. g

LEARNER TYPE __ 2
ag‘vde»‘f wn‘f‘l'o,v\

DESCRIPTION OF TASK: (Comment on type of text, (.omple.xity g&, g ot \ife wWx%volio

clarity, familiarity, etc. and attach copy if possible) 1 S"‘usor d d oloted )
formdiar gplC-
SKILLS (Mark those appropriate to the task) COMMENTS
Confidence
Skills
CﬁQ-—*.o uso. QQYer' Cd"QS’ Ve,
« identify English script Govicec o limk. idaos Inthetext.
. ¢ identify type of text and purpose
e understand organization of ideas in the text

"~ Q‘ngvds £it ap ropna’f Wio

 understand relations between parts of th g’(YudeQ, ors
* understand sentence structure 'go & a5

¢ understand punctuation v’ Q% m @: | ﬂ _fb
* recognize key words and phrases In some. ces (zﬂn" un

¢ understand meaning in pickures/djagrams Md’ lugf’ OhQ (A)OTd a‘t‘;ju&g

e understand numbers d T —

¢ {dentify letters of the alphabet Bbgo Cg’;{ d W\(ﬂ dor

-
, all words added mia‘l‘qd theTopic

Strategies — Srows an ur\dargfandmcjo@ kaj Lord
* read fluently M cach PO- raé’\

e predict before reading/ Qxceé' "\:OL\" Q. S. "\

¢ predict while reading

o woa. b,V out \

i

® . scan "\owe rwzd
* work out the meaning of unfamiliar words, using
semantic clues
syntactic clues v~
grapho-phonic clues
* adapt reading strategy to the task
¢ use reference skills
* adapt strategies when meaning {s lost

Comprehension

emain ideas v~
emeaning in detail v
eimplicit meaning
eattitude of the writer

Reading and Writing Assessment Kit Sue Hood and Micky Solomon 45
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Able o wrdergiomd e lad m detaul
coﬁ%ﬁ% Woerds odded WerQ. appra r\c@, s e conlert
ok e possaoe ovd affompted all gpaces.

wovdgdaddlacégxd d{\,& ol m ¢ Gt into “ﬁ’\Q
Q. ok Qo
mﬂﬁ ono,qwo md S }E Qﬂf 35 do®

POSSIBLE lo develop aumreness of sedence. tructore.

TEACHING oand ﬂ@x QV\IZCXhOh OING covitavts
® OBJECTIVES Such ag %90 Par O\r‘h clod Aormrod
\cTterg repor

Reading and Writing Asscsmnent Kit Sue Hood and Mcky Solomon 46

ERIC 9y




(c) Sequencing
Master text I.

Reading and Writing Aaseasmient Kit

14 Waratah St.,
Bondi 2026

12th June, 1987

Minister of Education
Parliament House

Deai Minister,

I am writing to express my deep concerr: regarding the
Government's decision to cut education funding.

In particular, I was disturbed to learn of plans to increase
class sizes and to abolish the free book allowance for
disadvantaged children.

These measures seem to be very short-sighted responses
to financial problems for several reasons.

Firstly, our future welfare depends on providing our young
people with the best possible education.

Secondly, by showing a lack of commitment to high
educational standards we will encourage a lack of
confidence in this country on the part of the international
community.

I strongly urge you, therefore, to reconsider this decision.

Yours sincerely,

95
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Master text II.

Reading and Writing Asseasment Kit

5 Johns Sticet,
Westmead
NSW 2145

15th September 1986

The Manager

Best Motors

12 Bathurst Street
Parramatta NSW 2150

Dear Sir,

I wish to apply for the position of Apprentice Motor
Mechanic advertised in the Daily Telegraph on 14th
September 1986.

Although having left school only last year, I have had an
interest in cars for some years. At school I took an elective
in car maiutenance and have been carrying out small
maintenance jobs on my parents’' car ever since.

Since leaving school I have worked on a regular part-time
basis at the Shell Scrvice Centre, Westmead, as a petrol
pump attendant and general assistant. I have recently
completed a pre-apprenticeship course in motor
mechanics at Liverpool Technical College. I am also a
member of the Parramatta Sports Car Club.

Enclosed is a copy of my résumé for your consideration,
together with copies of two references.

I hope vou will see from my background that I am
well-suited to this position. I would be pleased to attend
an interview at any time which is suitable to you.

Yours faithfully,

q (p Sue Heod and Nicky Solomei: 48



Student sequenced
text I

Reading snd Writing Asseasment Kit

14 Waratah St.
Bondi 2026
12th June, 1987

Minister of Education
Parliament House

Dear Minister,

I ain writing to express my deep concern regarding the
Government's decision to cut education funding.

Firstly, our future welfare depends on providing our young
people with the best possible education.

In particuiar, I was disturbed to learn of plans to increase
class sizes and to abolish the free book allowance for
disadvantaged children.

Secondly, by showing a lack of commitment to high
educational standards we will encourage a lack of
confidence in this country on the part of the international
community.

These measures seem to be very short-sighted responses
to financial problems for several reasons

I strongly urge you, therefore, to reconsider this decision.

Yours sincerely,

q 7 Sue Hood and Nicky Solomon 48



PROFILE SH&%
' name _ oddhe DATEL.S.Q]
LEARNER TYPE I
DESCRIPTION OF TASK: (Comment on type of text, complexity SQQU@”C —lefferof
clarity, familiarity. etc. and attach copy if possible) P" Qﬁ' d ora
cut o nces
SKILLS (Mark those appropriate to the task) COMMENTS
Confidence

Skills

wilow with theformod ot formol tolTers
e identify type of text and purposév’ rQCogmde la ‘\CgI!UfQS Yeh aS—-name.

- ore_
¢ understand organization of ideas in the text eelels S OPQV\YY\ ¢-clos

¢ understand relations between parts of the tex \&DYY\Q b’ﬂ/\.ﬂ@d@& O‘F ’H’\Q

¢ identify English script

o understand sentence structure 4 \"lCIFQ, ordor oé

» understand punctuation dQJQ Q. 6 Nneod m
e recognize key words and phrases SdeQmQ \Q)(P)a m.l an

e understand meaning in pictures/diagrams avd o cles Wk

e understand numbers e rot W%

e identify letters of the alphabet

GWCQCG)( O ok de@s\\ﬁe,\w\\:%
Q%. ';? 4 doo.s. not @CCﬁHISQﬁ'I’\Q.YdQ

Strategies A m IC_U\JQ "H’\OCIL i<
o read fluently dﬂMlS &XO,MP '\b' ation 0{‘
e predict before reading GY\CQM Y\O‘sf 0€ oW
« predict while reading S on. bect
e skim ’Foss,\b VQOt 1o
e scan \ /
o work out the meaning of unfamiliar words, using . & ‘H\QS*Q mMaaSurie S dOQ.S
semantic clues ho‘} (QQQ,\" h}gﬁ*fc}
syntactic clues gﬁ, \ (6
grapho-phonic clues ' ¢ } ard %}Q ld
e adapt reading strategy to the task r anR  -\S ot £ollow
e use reference skills b\/B ROZONS |
e adapt strategies when meaning is lost
Comprehension
emain ideas
emeaning in detail
eimplicit meaning
eattitude of the writer
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GENERAL  Hog Some Guareness oF \owpud offorerol)
COMMENTS |\ 4t budt is vt Quevalion uita e
he cordant of such Teds & xagn v2ed

Cond Unolcke o Lse ashesive. devices
Ao osgict v ovoel \\‘*OB“\V\Q/’\"QX‘{‘.

—

POSSIBLE lo Use avan X &k ‘*QQ?QQ ok -C@:"wwak
TEACHING lethors ol Ratferz of o@w\\'ov\‘ |
® OBJECTIVES ok protesl ~owvd Cm@d\wx"t

A CORL. ANA STheyr %rm\\‘\‘o,sd's
cadn o dvBrode \LQSSQjS
Bare) O\Q\#doe A w~AecEiov~3 v ol
e Prose Togie ove. ;@w@d
ond i cdeiicnlor the Use. S8

CANeS L0 . Adavices ok @EeronCe
oNg'e] QQY\S,W\G\'\OV\.
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15 Johns Street,
Westmead
Student seqxiggﬁg NSW 2145

15th September 1986

The Manager

Best Motors

12 Bathurst Street
Parramatta NSW 2150

Dear Sir,

I hope you will see from my background that I am
well-suited to this position. I would be pleased to attend
@ an interview at any time which 1is suitable to you.

Since leaving school I have wnrked on a regular part-time
basis at the Shell Service Centre, Westmead, as a petrol
pump attendant and general assistant. I have recently
completed a pre-apprenticeship course in motor
mechanics at Liverpool Technical College. [ am also a
member of the Parramatta Sports Car Club.

I wish to apply for the position of Apprentice Motor
Mechanic advertised in the Daily Telegraph on 14th
September 1986.

Although having left school only last year, I have had an
interest in cars for some years. At school I took an elective
in car maintenance and have bee. carrying out small
maintenance jobs on my parents’ car ever since.

Enclosed is a copy of my résumé for your consideration,
together with copies of two references.

Yours faithfully,

Reading and Writing Axsessment Kit Sue Hood and Nicky Solomon 52
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ING
PROFILE SHEET N LUIS DATE 2.8, 91
LEARNER TYPE _3
DESCRIPTION OF TASK: (Comment on type of text, complexity %g&"\g:\“% A"E
clarity, familiarity, etc. and attach copy if possible)
—\XSped owvdl ekt
mmqro D\r\%
SKILLS (Mark those appropriatc to the task) COMMENTS
Confidence
Skills
e identify English script "%W\\\\fo‘ witlthe "QOW*O(\ 0“\: &—’d\
. ¢ identify type of text and purpose Ve \aere <. ?\QCQW\Q,V\’\ O‘Q dOi\‘Q,

» understand organization of ideas in the text Qdd RAS™ oo, oK
¢ understand relations between parts of the te:xt~1 U CO m\\ O UJ'K\'\

g s s eaNeot S F Gene
¢ recognize key words and phrases S § M*Q’—bf o OW\\ Ohy
» understand meaning in pictures/diagrams S EOQQ ‘QC)(
¢ understand numbers \QTQ(" &\
» identify letters of the alphabet de. le \'Q*\\Q\’““\)V‘Qv\
ox \x w\\r\

i - r?@,. Q§.\‘s %r WOV LW
Strategies Y\Y\w\% N
e read fluently

e predict before reading

: z}r;crllict while reading z/ L:Buf "Hxl S ! M @ra l.
e [ s Srould refor T the
e work out the meaning of unfamiliar words, using P"’SW\ &\ O\\V‘Qadj
semantic clues WQV\JY\OY\Qd .

syntactic clues
grapho-phonic clues
e adapt reading strategy to the task
¢ use reference skills
e adapt strategies when meaning is lost

Comprehension

emain ideas
emeaning in detail
eimplicit meaning
eattitude of the writer

Reading and Writing Asecsement Kit Sue Hood and Nicky Solomon 53
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GENERAL  Unforliair wiin e appropnolie.
COMMENTS AN zohiow of cotet i a SO\O
ov\s\\'coﬁ O \ethoy—

POSSIBLE 1o use awvanely of Types of formnol
T ACHING \gtere w~clw vv% o QPF\\COC\"\QV\S,

° OBJECTIVES \'»QO\UQ.dS Lor S ot oW |

Cornm P\O\‘\V\J\_S e

~To do.vQ,\@—@ AN AU RYNES], ok oW
axe. O&Qh\?_e& 3 oL e
oo ot Presontcd e ot
Covhor<d — aﬁnrop OO Yo HAe

TYpe- of favt
ComMmmon oG, A3
D esadns.

d&\ma \QQJP(:Q_SS',
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WRITING
SUPPORT

Ilustration of
procedures

Task 1 You want to withdraw $50 from your savings account. Your branch is
Lakemba and your account number is 438640.
Fill in the accompanying form.

COMMONWEALTH SAVINGS BANK OF AUSTRALIA PLEASC USE DLOCK LT 117NS e
BRANCH ON" ivfo
WITHDRAWAL PASSBOOK ZCaiTov HIIH(e ‘st
Aie you about lo change BANK USE ONLY I ' bAGSBOOK /
® o nomeen > 307§
The passbook nust be produced with this receipl.
RECEIVED THE SUM OF ‘ ’ DATE........ T“WTe/QU wdl.
....................................... RAVIIY
AMOUNT INWORDS
G _ 0
o 1y Hdrkrtolos Klatis & o0

INITIALS FINAL
OF S8.0. — BANK USE ONLY — BALANCE
. Reprinted with permission from the Commonwealth Bank.

Reading and Writing Asacasment Kit / (o) 3 Sue Hood and Nicky Solomon 55




WRITING
PROFILE SHEET

NAME

Fatimmao

patet.6.2]

LEARNER TYPE

=)

DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student's
farnilfarity with the task) -t £l ! ww*c\ ok Wirtla drosany

Qwvt O

e oY WO Lot '\gi’r—\%g.\é

SKILLS (mark those appropriate to the task)

Confidence in approaching the task

e willingness
e hesitation

Coherence of message
e the overall clarity of the message

Script

e ability to write upper and/or lower casc
letters

* knowledge of the names of thic letters of
the alphabet

* fluency and consistency of script

Construction qof the text

e organization of ideas
order of presentadon of information
paragraphing
* layout
* register
appropriateness of vocabulary
appropriateness of sente 1ce structure
e cohesion
reference §.e. pronouns
substitution/ellipsis
conjunctions
lexis
e sentence structure
tense
word order
use/omission of articles
use/omission of auxiliaries
subject and verb agreement
use of prepositions

* spelling, accurate for the task
e punctuation, accurate for the task
e number, appropriate to their function —

e vocabulary, adequate for the task — un~Corlio Uit \’\'Qf‘-lf\@-mg
-t Su@ \Q

— SPQ/\\W\%

COMMENTS

vert \esilonst yeeded oGt of
ALV raﬁQm@vcﬁc

NRSSAGHR. ~st cleor

— MIXeg r ovd \ower
Cose. \Q;EE:Q

—_ Y\ Qov\é.\gﬁzn‘\‘ SCJI*\Qz\‘

e rEn i the
b;rong E)\QQJQ_

“\\j accurot\Q,
dote  wnliBin 'mccmgdtj

Reading and Writing Asscssment Kit
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Strategies

making notes
making a plan

rereading

extending

deleting
reorganizing

rewriting
¢ for spelling, e.g.

visual memory
word patterns

phonic knowledge
mnemonics

‘ syllabification
fluency and speed
use of dictionaries

COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

« for getiing started, e.g.

« for drafting and editing, e.g.

identifying and correcting errors

morphemic knowledge

 to compensate for limited linguistic knowledge, e.g.
asking for assistance l d ) + T
copying from other sources - Couldn COPj Gecuro @Lj

ceneraL  Urfarnlav withvthetock avd-tihe.

i nAconaisioncie s

To becon~e Ll o i wEarmodion

COMMENTS

- o @N\d@mce e &FOQTW~3\

— vaoue. \deo of W~a ome.
wsrole ool \\'\\LL
“QS‘\W" Lortios !

o e reauivodd

Unformahar i $he Qg?o/\\ of
Yeou Woyde W\OS

(Qo\u\f“@d o baN\\L-Qﬁ ™S
To dQ\wJop QFQV\%Q, ot spallr Sotoaie

To betorne Dwalior tb\ %2
O’b \g\éde, \ UJ\ Qb.j words hQQdCd

To Scc:lo,udo@ QN Ore. -C\uoﬁ’r anrd Ctsv\gxg\mﬁ‘r
r\r\>

o fpere. %‘ﬁm%%

o\a'e, W\

Reading and Writing Asecasment Kit

EKC

Aruitoxt provided by Eic:

Sue Hood and Nic\y Salomon 57

105



Task 2 You want to enter this competition.,
Fill in the form and address the envelope.

AND, as a special alfer, {0 lucky Sun readers can win
5. set of six of these Australian recorded boovks. Just
complete and ‘send in the coupon below._

LU

s .
Fath
“

TR S S M G 2 e v e
* Siavv &/ ARG TLKING:BOOK. GIUERWAY .-
Name S M RA. flc Hﬂ(nl e

Address a&l_akem ba 9'”"681“ -
) TelNo............. ...... Postcode BE L/nan

The tirst 10 entries drgwn will sach tucoive a sot of 8 Australian rocordo

books incltuding Juty Motris rending Ethoel, John Malllon roading Louis

Stona’s Jonjhis, ono of tho valival novols sot In Sydnuy, Nay Barrolt

reading tha Honry Luwson shor) slories.

Entrios musl Le recoived no lator than Monday May 11 1987, Winnets

will io natitied by inail,

Send your enttivs lo: Tho Sun/RBC Talking Boold Giveaway
G.P.0.Box7031

1CRG/ 2006 Sydnoy. NSW. 2001,

® the s UP’RBOTO(kmﬁsoo}rgiveo
QP o Box 1o al

Syanoy swy Loa

Reading and Writing Asaessment Kit
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WRITING

PROFILE SHEET
NAME

SAMIRA

patell 6 .3)

LEARNER TYPE

8

DESCRIPTION OF TASK: (1nclude_commepts on purpose, audience, topic, setting student's
familiarity with the task) > €ill in o &x\mp\Q, Lorm and o Cop,j anoddress orto

an envelopo .

SKILLS (mark those appropriate to the task)

Confidence in approaching the task

¢ willingness
¢ hesitation

Coherence of message

Script

* ability to write upper and/or lower case
letters

* knowledge of the names of the letters of

the alphabet
* fluency and consistency of script

Construction of the text

¢ organization of ideas
order of presentation of information
paragraphing
e layout
* register
appropriateness of vocabulary
appropriateness of senterice structure
¢ cohesion
reference {.e. pronouns
substitution/ellipsis
conjunctions
lexds
* sentence structure
tense
word order
use/omission of articles
use/omission of auxiliaries
subject and verb agreement
use of prepositions
 vocabulary, adequate for the task
* spelling, accurate for ihe task

the form 1S coherant but the
* the overall clarity of the message /Qr\\LQ,{oPQ' < unaleay

—

.\ rre ula r
— Y NCTNR) g\‘ QV\T\‘

Envelope — \auoud Iha ropnale
b hc;js C\h%()&df&\@”\;

e punctuation, accurate for the task
* number, appropriate to their funcﬁN

COMMENTS

s — sSubors n LIy p\OC.Q_

oydlg

occorota onthe Lo FOCCUTETE.

o e :
‘ ywifhoul
(©pied Wi~ad M%uwlug?andm%

o pondit Qo ion

Reading and Writing Asecsament Kit
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Strategles COMMENTS

« for getting started, e.g.
making notes
making a plan .

« for drafting and editing, e.g. — o OO
rereading

identifying and correcting errors
extending

deleting

reorganizing

rewriting

« for spelling, e.g. _ and GAdRSS
visual memory —_— gpo/\‘\ LN YOV

word patterns Sror 0R (\3

morphemic knowledge
phonic knowledge
mnemonics
syllabification
. fluency and speed

use of dictionaries

« to compensate for limited linguistic knowledge, e.g.
asking for assistance
copying from other sources

GENERAL ——er r')o‘l“ ‘COM\\ \dr‘ M‘(\,\%\/\Q"\c@( ok 0@3(»@82\»‘(}
MME O ON or the. G ro@mocm,
co NTS \h out o\ Ve P\D

_— scr"\gﬁ‘ Prz_‘b\m%-— g\j;%“w%ﬁﬁcx\' \bv\\

e bt farmionr walintha

POSSIBLE approprote. \busLt for cadmes)
TEACHING OﬁPQv? . Qv‘é featores ok
OBJECTIVES apbeuiadtont ard vse of appreprioR
“Honcuotion

— 1o dQ\)Q,Qo? av~re Hoewl o Cbhélg‘]ba‘f
LSt

— ‘o di\%?gga @arge of S\DQA\VY*%

Reading and Writing Asscssment Kit Sue Hood and Nicky Solomon 60
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Task 3 You receive a small present from a friend.
Write a short note to say thank you.
- ~ .r -- . . . . -
— W57 7/50) Rozeny R0 ropscoT MEW 2020
mY DEAn. TI7O.. £ €7 You [poX oFf
e/ ET e VERRY - HAPY
THENK . Vghy —ppmel . ... SEE  Fou
LETTER - .
i S—TY L AP
@ e e e e e WZ_ -
L
®
Reading and Witting Assessment Kit ! Oq Sue Hood and Nicky Solomon 61
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WRITING
PROFILE SHEET

NaME _ HARY : DATE-RS R

LEARNER TYPE

DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student’s

familiarity with the task) —fo wrife a ~obe. 1o afren-d o ok N
Lor a Sv~a\\ pno_sey\"v

SKILLS (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

» willingness \/
¢ hesitation

Coherence of message

@ s the overall clarity of the message MSSGS‘Q/ = clear
Script :
¢ ability to write upper and/or lower case VY\CSS“'&S a uzF?QX QS
letters
* knowledge of the names of the letters of
the alphabet _q _\~ ’ )Y,
¢ fluency and consistency of script Mot o FlLevs SC""\\)
Construction of the text ‘F
] .
¢ organization of ideas \
order of presentation of information v S-é.unVWGQ N Corstent s e
paragraphing . ' .
¢ layout — ot "%W\\l Lar” i lOL Old' )
o * register dote  addvrese ' Deaard ,

appropriateness of vocabulary

appropriateness of sentence structure W~ a nahe

¢ cohesion : : X
reference {.e. pronouns \na o?r \O\JTQ +o &‘3‘“
substitution/ellipsis Su Qa no‘\‘e_
conjunctions
lexis

¢ sentence structure
tense — Uge ofF presant ! %@:i‘/ l’h§£®d
word order 0€
use/omission of articles
use/omission of auxiliaries
subject and verb agreement
use of prepositions

¢ vocabulary, adequate for the task '
¢ spelling, accurate for the task — waccurode %Qi UY‘dQFS\‘QVNdO\b\QI.
¢ punctuation, accurate for the task o¥ for a S-ISW\FIH’\QJ IC ader

¢ number, appropriate to their function

Reading and writing Assessment Kit Sue Hood and Nicky Solomon 62
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Strategiles COMMENTS

» for getting started, e.g.
making notes
making a plan _ _
* for draft(ling and editing, e.g. o oo =t <o ’}g_ Cot‘er\ o
rereading e p
identifying and correcting errors \ RN
extending
deleting
reorganizing
rewriting .
s for spelling, e.g. LS vicual me — but when

visual memory ~ . ke
word patterns UNSU- ('QSQY‘E. © \C. o

morphemic 'nowledge 2.0, c\eo\\et

phonic knowledge <+~ Thanko
mnemornics

syllabification
. fluency and speed
use of dictionaries
* {o compensate for limited linguistic knowledge. e.g.
asking for assistance
copying from other sources

— AT\ TV U@ﬁ\“ﬁ"\@.b : owt <6 \H(‘-O\“WO\.\
GENERAL réd’tte‘%/ I@T@%‘Z or QPFQ’P‘:X:"\Q ?unci\loj oA

COMMENTS w 04 l .
— reeds o d oMo
s%rcﬁig@es elop @ & SRE

i SEe- Koy Lords, Connmon To

‘s Corshaxt ,
— worirna e o eflectien of e shdonts

@ Spokes \amgua%Q

POSSIBLE /E US-Q,,’H’\Q corstat 04 P@(—w ~OROS, <+

TEACHING \ettens T do»ab% |
OBJECK'}IVES - A AVDNLRNCRSS 'S ; oxNe) \C:g?\j‘
- G awoveness of w o
~farahonbyy Lt eamne ke |\ Gornaos
e ge=d oeld OXP(RSS

_to qu\_}éﬂc%gga DR ot g?a/\\wwg
— To daug}\ o auaroness «F '\:a\
AR YN cLors.
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O

Task 4 You visit a friend. She isn't home.
Leave a note to say you will telephone her later.

L came your home ot #wo o‘clock ond L cov/on'd find

vou. T om going 4o call yeu a? sex O cbek When you

cameé home |

Reading and Writing Assessment Kit Sue Hood and Nicky Soiomon 64
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WRITING
PROFILE SHEET

NAME Hascan paTES 53]
LEARNER TYPE 2

DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student's
familiarity with the task) Leave arche+o a £riend who 1§ not o homL|+o
SouU vow Wil releprane. \ater

- v

SKILLS (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

e willingness
¢ hesitation v’

Col:erence of message

. e tlie overall clarity of the message LSS 03@, cleor
Script
e ability to write upper and/or lower case
letters
« knowledge of the names of the letters of
the alphabet .
e fluencv and consisiericy of script v~ -‘Cl vent scr P+

Construction of the text

* organization of ideas .
order of presentation of information v Sequannce. of lv{orwo& \6Y\
paragraphing Aeod - but ormited rames
e layout

e register
. appropriater: 'ss of vocabulary v Vocab avd sevstence srociun (SN

appropriateness of sentence structure veflect ats SPka \OMSUO%Q

e cohesion
reference i.e. pronouns
substitution/ellipsis
conjunctions
lexis

» sentence structure

tense — corfision betruaeon ‘P\'QSQK\' +
word order (Pag\-— LS OG‘CmO,‘<~\CQmQ'

use/omission of articles
use/omission of auxiliaries
subject and verb agreement

e of itions ,‘
use of prepositio se o@gamex— \Od\T\L
V'l

e vocabulary, ader:..ate for the task — - . :
ary T WWwAie ol oONS e
e spelliny, accuratr or the task ULy e ACO T~ \
e punctuation, accurate for the ta\sk\ . v 3 <
» number, appropriate to their function S?Q)\\ QCC.Q\"OCVQ
Reading and Writing Asscssment Kit Sue Hood and Nicky Solomon 65
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Strategies

o for getting started, e.g.
making notes
making a plan

o for drafting and editing, e.g.
rereading
identifying and correcting errors
extending
deleting
reorganizing
rewriting

o for spelling, e.g.
visual memory
word pcitemns
morphe:nic knowledge
phonic knowledge
mnemonics
syllabification
fluency and speed
use of dictionaries

* to compensate for limited linguistic knowledge, e.g.
asking for assistance
copying from other sources

——‘YT\O\V\G’E

. worite | orojer
O’Z\Dg—So

W\@.;QOSQS

COMMENTS

me Fo3llle V3N ol

GENERAL
COMMENTS
o Hhe Cortoct of ol
e oo B it dandap
OBJECTIVES ARSURN \Qr\ wWithh agpro r\a\’Q \awesit
— Q?P g vecoln ak&
\or\S.

wlohSin o@ QO’)[QV'CQ
reg (uWith adttovitheino Pagi‘“brﬁg)

rore- datoited
\\@Yb_\-g

Reading and Writing Assessmerit Kit
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Task B You won't be home when your children arrive home from school.
Leave a note telling them where you are, when you'll be home, and
what they can do while you are out,

B forrt

‘J owe Jo [ e ld AL
W;meﬁﬁkmwcf
Aome “nee omd alsta olinmin

f Tk

Reading and Writing Assessment Kit Sue Hood and Nicky Solomon 67
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WRITING
PROFILE SHEET

NAME Tala pate2 S €]
LEARNER TYPE —©

DESCRIPTION OF TASK: (include comments on purpose au(_i#ence topic, setting student’s
familiarity with the task) A m&le 1o the child r:evx toTel] Hhemn Lohere youare. -
when Yoo'll be horma v Lhost they cando.

SKILLS (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

¢ willingness
* hesitation v

Coherence of message
. * the overall clarity of the message hwessq@p_, e chear

Script

* ability to write upper and/or lower case
letters
* knowledge of thie names of the letters of

the alphabet "‘Q’AAQVTZ' ~ COVWSIS'{' QrﬂL

* fluency and consistency of script CLra1uL. sc,hqo‘f

Construction of the text

¢ organization of ideas '
order of presentation of information + ideas el O'ﬁﬁu" rzed
paragraphing

* layout

® * register v O\\DPQ:F“OJQ’ v eSSAX )
appropriateness of vocabulary v
appropriateness of sentence structure
¢ cohesion
reference {.e. pronouns
substitution/ell{psis
conjunctions

lexis
* sentence structure — reklection o@ ‘%‘Ud%'{"s Spolcw 10.»’03“&3:;:\
1

tense +‘oinse — pres - fect gona,
word order of 'to! im bu

use/omission of articles MUQ +o Finisis
use/omission of auxiliaries To cook.

subject and verb agreement

use of prepositions \_— k
« vocabulary, adequate for the task ———— 1Han &"1’\%@}3 UV\M\" e o

* spelling, accurate for the task -@ A Houwnks!
e punctuation, accurate for the task > o Lull Vinank jau ’
e number, appropriate to their function accoroteo

Reading and Writtng Assessment Kit Sue Hood and Nicky Solomon 68
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Strategies

e for getting started, e.g.
making notes
making a plan

« for drafting and editing, e.g.
rereading

extending
deleting
reorganizing
rewriting

» for spelling, e.g.
visual memory
word patterns
morphemic knowledge
phonic knowledge
mnemonics
syllabffication

. fluency and speed

use of dictionaries

¢ to compensate for limited linguistic knowledge, e.g.

asking for assistance

COMMENTS

identifying and correcting errors o @Y \dexQQ,

GENERAL
COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

copying from other sources

— obe. o Yordle Be togk.
Com?o:\o)v\-\c\

\ho\'\ooﬁed

T Lse the ailfiad of lanoer, mare Jdehiled
Poersorcd MesSIaoes \oTers to

_develop aogeAver UGS
Forse. MarLivmoy 10 Vex o8

]/é e ’CQYY\\\.\QF\. 3 Cbl"g\d@/“c-‘l
ot oM —ELormal biskers 1N
\eier mrmﬂ ~oq WoIt2 e o 2dhaol

[cito to

o Y

Reading and Writing Assccement Kit
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1Y 1uswsseesy Jungum pue Fupeny

0L UOWO[O5 AN pU® pooly NG

._..l«{he.wr eaf.c/__z._ii'_ﬁz.l"._spmg"mqq_f

Deae. Ruth . o
ﬂ\w _.-\é‘ous...w gor_ you - Qoo.e,Q», : Q&T‘re..‘r‘ du.sT Gy
aw;'\:d when . T veed  ~~ove. _sopor’f’.q(rowu a %aod.
NNV A e L i e g e e e e .
%. G I caoT.'-. here _ém.-_-.-Z%&e\;\.a.;. T lod - g)cm& i‘e\& od .
lnlecese [wrvewatens . 8lcpovec, . I ap-mdea’__.__&.da«( Sl
| w&‘gnf_ iy\.._MAL.._ugs., Wﬂi‘m-w.mmé’up_ pQ_a_.e_ge .
oNOw v e ._mdw;_l«'ﬁ._,..z-%gﬂ.ﬁ Tell vou-Tlhemn every
thing worKouT. pecfeels Us L \ied planed. 47 The
rosattl Tlian Léuirag. aned o feieneds.. plece.. T’ ng. . .pOOk'l.n:y
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WRITING
PROFILE SHEET
NAME “blanda DATE(4-F 27
LEARNER TYPE Y-
DESCRIPTION OF TASK: (include comments %%n p/t;?;ose‘.étjdiencg\.r topic, setting student's
familiarity with the task) 7o wnfe. re alatter Grorm~ ariend. how
Y howe s@,ﬁ&d ﬁ% (Wing P Aoshvolia .
-
COMMENTS

SKILLS (mark those appropriate to the task)

Confidence in approaching the task

¢ willingness
¢ hesitation

Coherence of message
e the overall clarity of the message

Script

» ability to write upper and/or lower case
letiers

* knowledge of the names of the letters of
the alphabet

» fluency and consistency of script

Construction of the text

e organization of ideas
order of presentation of information
paragraphing

e layout v

o register 7
appropriateness of vocabulary
appropriateness of sentence structure

¢ cohesion
reference i.e. pronouns
substitution/ellipsis
conjunctions
lexis

* 3entence
te..se

subject and verb agreement

rmessace clear

— Mmore ’Par‘ajrt){)h\rj e d LﬁglP

“proncun < gon-\@;)f\w\@‘g Orh\_ﬂTQDp

word order / . 4
use/omission of articles o _@r Sorre COT‘G Sron ko
use/omission of auxiliaries gce IONS Q.13 SooN as 4 ontheother ard!

use of prepositions—r seme copfsiony IR < acwrga, forthe tagk —
e vocabulary, adequ?te for the task bocl Sove. wo could b learm~t
e spelling, accurate for the task
e punctuation, accurate for the task — ’f‘@«r\d_a".*{b;)r\dmm thowghit + 2 .&Cfs
e number, appropriate to their function wifh U oL Wich Couldr e cor »V\ﬁ

!O.V\ ugc'f;q’ lr‘r.nqﬁular
Samehimes omitted
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Strategies

making notes
making a plan

rereading

extending

deleting
reorganizing
rewriting

e for spelling, e.g.
visual memory
word pattermns

phonic knowledge
mnemonics
syllabification

@ fluency and speed

GENERAL
COMMENTS

POSSIBLE
TEACHING
OBJECTIVES

e for getting started, e.g.

e for drafting and editing, e.g.

identifying and correcting errors

morphemic knowledge

use of dictionaries

¢ to compensate for limited linguistic knowledge, e.g.
asking for assistance
copying from other sources

COMMENTS

— SOrC | Jend (Leation~ ogd‘ge

srell
Qrrors < a‘h‘@mP?'g od sele covection

— Some LI Flaome_ erforance.

\ qobe rment? Y &W /

Able. do handle g Type & wﬁfh%ﬁ'bsli
ODMPQ'OA/\ < Wil doneo.
Mainn needs “relode. to Sentance Strudtore.

To vsethe corthast of ’PQI‘SS)'\O/ lettar wrz’fmj
—1.? dovelar o arechor auareress of

Sersionee clure. + now Sewilonces
Can ba apbroueted (imthie kot
— WA @ and QT be_ormuTled
~ Ny Wit Some
':h}? d% —?Om,.,m\m;:\ Se aotadt
— to Bouelop aomacter auafaress of
— T d«Qu-QJO(D _Sh‘odteﬂl’és = m +-
€ corcechion of Spo.\\w\cﬁ .
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Task 7 Imagine you are about to travel to another city.
Write a telegram to a friend who lives there to tell her when to meet
you at the airport.

Denn Sevrn, o
\/ will be #i sor J'czf'wvs' V-3 B0 facscline sl
and 4""“"""1 l< d,w o F af'a’ﬂ‘jm s (our Cixmpe 1<
/\0‘»?—’2'&}94 2l m Sperte &a‘be /
'9(4 / ?qya«', /«J(‘d ?ﬁn(@lc_/ - -

| e e O Lo ZF_T.G7
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S

WRITING
PROFILE SHEET

namME On dee pATES3.©.¥7

LEARNER TYPE é?

DESCRIPTION OF TASK: (include comments on purpose, audience, topic setting student s

familiarity with the t are. Qlbout 1o anasther aty. Wrife
o tywoq?f)ffkﬁlgo%nem ‘f;::u't'el\ms\an hy))nat- you qr‘—r’[«e OurJ)o

SKILLS (mark those appropriate to the task) COMMENTS

Corifidenc: in approaching the task

o will'.igness
¢ hr.sitation v

Coherence of message ) CJ
() « the overall clarity of the message «~  NGIN ideos are ciear

Script
« abllity to write upper and/or lower case

letters v
* knowledge of the names of the letters of

the alphabet
« fluency and consistency of script v’

Construction of the text

* organization of ideas — included o !o‘f of IYY‘QJ'QVOW#'
order of presentation of information \nforvmedion
paragraphing

* layout
. e register
appropriateness of vocabulary . .
appropriateness of sentence structure — 1NQ PPmPﬂdtQ, -&r‘ & tol ran~
« cohesion veed il sertences rotirer than

reference i.e. pronouns obbrevioded _QDm
substitution/ellipsis

conjunciions
lexis

¢ sentence structure o ncUS\OH o@ J ¢’P‘“ l ‘t‘Qn" ‘G.PY:\V Qd'

tense
word order + Yoo
use/omission of articles
use/omission of auxiliaries
subject and verb agreement
use of prepositions
e vocabulary, adequate for the task
e spelling, accurate for the task  ~~
¢ punctuation, accurate for the task
e number, appropriate to their function
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Strategies COMMENTS

* for getting started, e.g.
making notes
making a plan
+ for drafting and editing, e.g.
rereading .
identifying and correcting errors No @uUdeniLe
extending
deleting
reorganizing
rewriting
» for spelling, e.g.
visual memory
word patterns
morphemic knowledge
phonic knowledge
mnemonics
syllabification
. fluency and speed
use of dictionaries
* to compensate for limited linguistic knowledge, e.g.
asking for assistance
copying from other sources

GENERAL Onfaniovr itk Hhe neda o dobroodsie
COMMENTS \Ow\@ uase. here oo the ways of
dow-é‘ojg.o o) E%‘\—\Xff = Y

Asws cortuosion Litta tongeg

POSSIBLE To Lse contadt of prrsormd g Such ag
TEACHING Posicards + persoral tafters | | og
OBJECTIVES Telegronms s

— become Larmlar Wil Waug of
Obbaz,o\afrrwi)) sotonee. &uOJDRQ/
12 ?r\a\\'g\/\

39 W~ Tk (Coat, trosaent
v s Rl
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Task 8 Imagine you want to apply for this job (advertisement given).
Write a job application letter.
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WRITING
PROFILE SHEET

NAME CQ\""YY\QV\

DATER. 5.87

LEARNER TYPE

DESCRIPTION OF TASK: (include comments

familiarity with the task) +o write,
‘= o

L

on purpose, audience, topic, setting student’s

!ob omaxhov\ \erter w eSPONSe.

SKILLS (mark those appropriate to the task)

Confidence in approaching the task

 willingness
¢ hesitation

Coherence of message
¢ the overall clarity of the message

Script

¢ ability to write upper and/or lower case
letters

* knowledge of the names of tlie letters of
the alphabet

e fluency and consistency of script

Construction of the text

¢ organization of ideas
order of presentation of infermation
paragraphing .~

e layout v/
* register
appropriateness of vocabulary
appropriateness of sentence structure
* cohesion
reference i.e. pronouns

* number, appropriate to their function

- SO unnecessan
covses Conbusion

substitution/ellipsis \ \ Qt NG
conjunctions \ %5\- \S " :*‘Oh b}
lexis “\ (\;SCS} Somme. &:cLPQX WO

¢ sentence structure
tense
word order -Car \\\\Og(“ u)tTt\ Lo CoOMmmMmaors
use/omission of articles ._O,\J,Q‘DQSS\OV\Q ! \m\cm@mpard
usg/ omission o{, auxiliaries > hear
subject and verb agreement ;
use of prepositions c‘)d\)Qr"[' 1Zed W\

» vocabulary, adequate for the task . 5.1- \ ace ura‘hQ_,

* spelling, accurate for the task — }%o SU‘(‘(\;%Q’V\ g ™ \sgPQ’H_

* punctuation, accurate for the task SOML. ‘j :

COMMENTS

Wj 'lr\éomsochd\

\h@orm‘\;\ O .\‘; ‘Q,SQ)A*QOP
e sSrale

WA e A
but @epr g;;t\agh \S ouess

%rm\ < u‘r\r\QQ-Q&saru\Jj
Werdo, ot hivynes Uolmeém.
oS CorlOSIoN.

/ﬂ:\evw, are aleo rratancas
. ot e too Ww~Eorval

cilion !
et

Reading 1nd Writing Asseasment Kit

A

Sue Hood and Nicky Solemon 77



Strategiles

* for getting started, e.g.

making notes
making a plan

¢ for drafting and ecditing, e.g.
rereading
identifying and correcting errors
extending
deleting
reorganizing
rewriting

o for spelling, e.g.
visual memo:y
word pattemns
morphemic knowledge
phonic knowledge
mnemornics
syllabification

. fluency and speed

use of dictionaries

e to compensate for limited linguistic knowledge. e.g.
asking for assistance
copying from other sources

GENERAL

I
COMMENTS vires %

rb.s@\“ro:hon -
- ConbEoSi&A cé

— oo Werd

o QOB O

Sewg awar«enes& ok Hhe kinnd of informalion

W{ormad with ov.ertj ol

COMMENTS

na:ta, oroer

\lccd“lov\ \sttor
séq&‘har—- Y

POSSIBLE
TEACHING
OBJECTIVES

— un{am.ltar“ Loth Sorme. Common

formulaic bQ)‘LPnQ&g)OhS 1o vse 1N
Such corihadls’,

)O dO/U»QJO "Camx\\ardi&j Wi~

Oeg'o Y"\O«TQ &LPRQSQOM -@o;—- A~
A Contery — Hrroudgia Hhe tee of

odgle
To devclop g’wvchogl@.. for AraSiing
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Jo deuvel

oS DR ot SPQJ\W\%
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Task 9 You are looking for a job.

Write a letter outlining your education and work experience to send
to a number of companies.

20" vy | 1487

/26 CANTERBURY RD
CANTERBURY N.S W 2185
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WRITING
PROFILE SHEET

name Moy DATERL. 5.7
LEARNER TYPE B >

DESCRIPTION OF TASK: (include comments on purpose, audience, topic, setting student's
familiarity with the task) To it ol convassirmo, Etfer o a COMPQHLJ.
sk, QployY wt .

SKILLS (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

« willingness v
¢ hesitation

Coherence of message

roase. ot Hhe lelier 18 ot clear
. e the overall clarity of the message UV\’hF{ _H/\:SQ/ g of Hhe. Second lqgf
'powuﬁm (:)Lw .

Script
e ability to write upper and/or lower case

letters
» knowledge of the names of the letters of

the alphabet

» fluency and consistency of script v 'Q UQV\'t corkive. K P?'“

Construction of the text

"ot rde:'lo?l?feigee:tsau n of informatio — ‘hO‘ r‘ﬁﬁ@d’@, praor og
o ) ) n §> - ‘
paragraphing \fs?r-e hon ot \_véo‘d— Some,
Y Uhh@OQSSO\rxj COW wf(@:ma':5>
¢ layout . ]
o * register % Too formal ‘awbroce
appropriateness of vocabulary And ouverly ‘el ' s lad T
appropriateness of sentence structure Lrouine uﬁdﬁzr- & Ccuc@ ke
* cohesion et hedp ! k’]o
reference i.e. pronouns &
substitution/ellipsis
conjunctions ¢
lexds enerolly seund
« sentence structure ~— 9 _‘j . -C .
tense — SQY\QPQ.\\.B ?ool - SO E. COMT OIS W USQ_
word order ot QZOLS_T\/S . P\“Q@.‘ /
use/omission of articles (\ ‘
use/omission of auxiliaries \VQ beo o PﬂW\O\ﬂ,S'lQG.CL\Qr;
subject and verb agreement .
use of prepositions /auoane,.o@ Soe. Q N \
« vocabulary, adequate for the task QPRI IONS QA . OPP'UCJ&ZU

« spelling, accurate for the task S . 2 O\:‘PUCS
« punctuation, accurate for the task v}y un\(‘O rithay L Som thor

« number, appropriate to their function £onmiud lone. 'ﬁj PQ_, ?f@ﬂnﬁ’ o~
O3SLY: .
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Strategiles COMMENTS

» for getting started, e.g.
making notes
making a plan
« for drafting and editing, e.g.
rereading
identifying and correcting errors «~
extending e
deleting vl
reorganizing
rewriting
e for spelling, e.g.
visual memory
word patterns
morphemic knowledge
phonic knmowledge
mnemonics
syllabification
() fluency and speed
use of dictionaries
* to compensate for limited linguistic knowledge, e.g.
asking for assistance
copying from other sources

Unlarmalionr i Hhe @ roJe oraarization
Comﬁgsll of gucwl«:\ lkéTT‘e re — What %&T-&o ud<e
and nA LIS rder. |
UVTQ)M\\\Z)\(‘ Wt Hhe o rqu(dl‘@
CQﬁ\lS.TQF 4 Some of -\ﬁr\g) hQJp—Ru
VYN ulone @LPY‘QSS\QHS,

POSSIBLE k> Lse. modae ot so\o a@p\\@x@h \attere
TEACHING — ootiA CONJOSS Y
OBJECTIVES — P FRSpONSe ods.

douglep O OLARNRES G\ZW o
ﬁ(’oi’uo,v‘?{P oo ohon YRaIgter,

C’ommo‘ﬂ B @msgiomg
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Tesk 10 You purchased a new shirt from a department store. At home you

noticed that it was damaged. You tried to exchange it but with no
Success.

Write a letter of complaint to the manager of the store.

Deay. (Nanager,

lose week, T bought cnew TAYeSS

Buk It4 oo biq It‘tﬂa-a*w{lt 1o owe .

Mhem T lmunhk Ak, 1 camk onotice Hat

S Todoy 1 wemk Ko the store ofmt L l:.oucp)wt

I savd Fo the cole syl , buf she Cant: Chcmge the
ey one, have damaged .
. ‘Zw\'\opgo I ‘\P You ahdln change +the d‘heyO\'\e
Pleone Change ik,
SIS ,E\/’:m-tomev W king .
Bnd I oQco hope thic thing B3 cnever hoppem anathey

dustomey
That’}l be \oe-t{-.w fov Your company

6 Anyway I ke to. change oy dress

— Pom Yo customeyr -
1U ke » chomge. ik rgx cwow, bux T hadewo trme

Heading and Writing Assesament Kit Sue Hood and Nicky Solomon 82

/3]




WRITING
PROFILE SHEET

NAME EJU N Ja DATE &87

LEARNER TYPE L

DESCRIPTION OF TASK: (include comments on purpose audience topic, setting student S

famulanty with theéask) \/oum"lvj ashirt frora o Qg&_{ ment otore. thg.—\ l t home.

wou nohced ituwos (ed toaichange it~ hodi no Syceess . eroé

Da(v\ +hO Drg, manaaer'

SKILLS (mark those appropriate to the task) COMMENTS

Confidence in approaching the task

¢ willingness
* hesitation /

Coherence of message

ho‘f‘ dear
. « the overall clarity of the message CorE'usion Obygté' Problew\g of rot
-FIlT'maj + ot b@wﬁ QA cyad

Script

¢ ability to write upper and/or lower case
letters

* knowledge of the names of the letters of
the alphabet

* fluencr and consistency of script /

Construrtion o) the text

« organization of ideis net clear ono sLéIS A Ooes not haue clear
order of presentation of information 1daa of e *\Q Mum,o(:?m?n 6
paragraphing torole To annﬁ anawd line '(o‘ouarj

sextence.,
» layout ot ag it forn-al lElTer — budt 1s ghill 1 draéf Lore.,
. e register X —— Sorn~e. lang. Too wEoreo) @a. '@vxjwo.j

appropriatenc-s of vocabulary
appropriater.ss of sentence structure

e cohesion - :
reference i.e. pronouns X Sorehimmes  onmited
substitution/ellipsis
conjunctions conrlosion of tavses. EfRises wEmscd
lexis insteool of past— wi~ol cases FUHL AN TN

e sentence structu “tha vwaasso
tense Zsoblor- wm,\ Inomdfmcj PQPor-"md caol
word order \ { e
use/omission of articles Y scmdlmes \no-pp \ot\-o.. f'ﬁ

FO )‘H-»ed“w.r o 1€

use/omission of auxiliaries or orutred wo, \ ckanﬁa.

subject and verb agree t
use of prepositions o : L3O e o~

* vocabulary, adequatc for the task — E <i hs umc(: oiuf:\ ;:,\zo_r ol

* spelling, accurate for the task 3 S - j

¢ punctuation, accurate for the task
e number, app-opriate to their function
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4 Strategies COMMENTS

« {or getting started, e.g.
making notes
making a plan

e for drafting and editing, e.g.
rereading

identifying and correcting errors

- extending
deleting ~
reorganizing
rewriting

« for spelling, e.g.
visual memory
word patterns
morphemic knowledge
phonic knowledge
mnemonics
syllabification

‘ fluency and speed

use of dictionaries

» to compemnsate for limited linguistic knowledge, e.g.
asking for assistance

copying from other sources

GENERAL Unfaniliow with, lellers of CQMP\QL»\+— t tarrs of
rzction of deas ~ .|$+\Qy' o
COMMENTS "¢ oppn=d | reqisher, key arassions
Quracts < 1A ho\v{:\\vl.-\o\ mpev:\o,d S?QQOL\.

POSSIBLE “To uvse the contad of Lormal leTlors — &Ad\af._loJTo,cs
TEACHING € complot wit

OBJECTIVES  _ o devtlap an cwsntaness of Hhe appropriodl,
ovaprzothon of deas

— Yo o Lomalhor el Somme. cormrar
pnessiona |\ voeb wohar “

B dwaﬂo@ O CanJA RARSS OQ"H'\Q——G‘S\D(OQD(\OUQ,
oG st

— daueto CorédQX\QQ_ \'h 1320 Ul 'uJ.o::\\' SQ.R*O«'\QL
To ® SR

Stradlone. — o,spadodbv) _portad o
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GLOSSARY
Coherence : the sense a message makes.
Cohesion: the way a text {s bound together to create a whole meaningful unit.
Cohesive devices or tles . the linguistic elements (i.e. conjunctions, reference system, substitution or
ellipsis, lexical cohesion) that hold the text together.

Contextual clues : the non-linguistic features (e.g. pictures, diagrams, logos, colours,
headings, layout, bold-print and the physical setting) that provide
meaning.

Drafting : the process of getting ideas on paper.
Editing : the process of changing and developing ideas while drafting, or after a
draft has been completed.
. Ellipsis: where the part of the *.xt that refers back is left unstated,
e.g. Theyre going o1.t, but I don't want to [go out]'.
Graphophonic clues: clues from the letters, letter combinations, and the sounds they represent.
Key words : content words that provide important clues to the overall meaning of the

text.

Lexical cohesion : the relationship of vocabulary items to the same semantic fleld through
reiteration or collocation.

Miscues: errors made when reading,
Mnemonics : ways of remembering rules or spelling patterns.
Morphemic knowledge : knowledge of word roots and inflections, such as suffixes and prefixes.
Phonic knowledge : knowledge of letters, letter combinations, and the sounds they represent.
Prediction : making informed guesses about the meaning of a text before and while
. readlng.

Reference skills : being able to locate information where it has been organized systematically

(alphabetically, numerically or categorically).
Reference system : the words used to refer to objects, individuals or places mentioned
elsewhere in the text.
Register . ' the characteristics of the language used to signify a particular genre.
These will depend on
¢ fleld—the content area
¢ mode— the channel of communication
¢ tenor— the relationship between the reader and the writer.
Scanning : locating specific information in a text while ighoring the rest.
Semantic clues : what we already know about the toplic (from the text and our own
experience).
Sentence structure : the grammar at the sentence level, i.e. how words are organized to

construct meaning.
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Skills :
Skimming :
Strategies :

Substitution :

Syllabification :
Syntactic clues:

Tasks :
Visual memory :

Word patterns:

Reading and Writing Assessment Kit

what abilities you need to have in order to do something.
looking quickly over a text to gel a general idea of what it is about.
the processes used in order to do something.

words used to link parts of the text by referring to objects named elsewhere, e.g.
‘If | buy a new car, you can have the old one'.

breaking the word into syllables and dealing with each segment individually.
clues from the sentence structure (i.e. the grammar).

purposeful real-life activities where some communication takes place.

recalling the way a word looks, including its length, shape and letter sequence.

groups of words that have similar sound-symbol correspondences, such as eat/
Leat/meat.
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