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Preface
The purpose of this manual is to provide research-based
information and activities for high-quality interactive training and
writing programs in Adult Basic Skills. Much research and
experience precedes its writing. The manual’s efficacy as a
reference encourages customization to meet your needs.
The field of writing research specifically for adult learners is
minimal. However, we have integrated available research in
writing, actual classroom experience with adult learners, and
feedback from instructors in the field to write this manual.
Chapters 1 through 8 contain narrative, research-based
information to provide background knowledge.
The training and teaching plans in chapter 9 are provided to
enhance training, teaching, and learning. These plans are only
samples of the types of activities that can be used for effective
writing instruction and training. Use this manual in conjunction
with the Adult Basic Skills Professional Development Training
Manual: Effective Training to plan training activities that give
participants first hand experiences in how to teach writing based
on students’ needs. During training, discuss adapting the activities
to reach a variety of writing levels within the multi-level classroom.
Instructors and trainers are encouraged to remain abreast of
current research in the field and to conceptualize adaptations to
the information and activities found in this manual. To assist in
this endeavor we have included a bibliography of all works cited,
works consulted, and Web links in chapter 10. At the time of
writing, all Web site links were active. Due to the ever-changing
world of technology, Internet sites may change or be deleted. You
may wish to supplement these resources with your own. Two
appendices are included. Appendix 1 provides information and
sample essays for scoring essays using the GED scoring rubric.
Appendix 2 is a guide to writing research papers. Both appendices
provide valuable materials for teaching and training.
This manual is the 12th in the Adult Basic Skills Professional
Development Instructor Training Manual Series. The content of
each manual is intended to enrich the user’s knowledge base and
provide opportunities for professional development. For a complete
listing of training manuals, videos, and CD-ROMs visit our Web
site at www.abspd.appstate.edu.
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Chapter 1
Why Teach Writing?
“Writing today is not a frill for the few,
but an essential skill for the many.”

--National Commission on Writing
in America’s Schools and Colleges

Both students and their prospective employers are aware of
the value of learning to write well in job settings. According to
Hennessey and Evans (2005), “21st century employers continue to
demand workers who can clearly organize information and
demonstrate acumen in reading, writing, speaking, and listening”
(p. 262). Ninety percent of mid-career professionals cited the “need
to write effectively” as a skill “of great importance” in their day-today work (Light, 2001).
Obviously, all students should be equipped to meet the
writing demands of the workplace. There is an increased demand
for at least basic levels of writing skills for all workers (Brandt,
2001). In addition to basic skills, workers need to meet the writing
demands of their specific job duties. However, students should
strive to do more than simply achieve minimal writing competence.
The attainment of writing skills will always be a “work in progress.”
Writing may require knowledge, but the process of writing is a
skill. Although some aspects of writing can be condensed into a
science, writing will continue to be an art. Writing can always be
improved. Writing requires practice and practice improves writing.
When the National Commission on Writing in America’s Schools
and Colleges (2003) says, “Students will be better prepared to take
advantage of the many opportunities for post secondary education”
(p. 17), the implication is that helping students become better
writers will help open doors to advancement in their jobs and to
other career opportunities.
Of course, improved writing skills have value far beyond the
workplace. According to the National Commission on Writing in
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America’s Schools and Colleges (2003), “Students will be better
equipped to observe, think, and make judgments about the many
complex and demanding issues that come before them as citizens”
when they are “armed with new writing strengths” (p. 18).
Writing is a vital skill in modern society and in the workplace.
It is a skill highly valued by adult learners. Unfortunately, far less
research has been undertaken on the teaching and learning of
writing for adult learners than on reading (Kelly, Soundranayagam,
& Grief, 2004).
The National Institute for Literacy developed Equipped for the
Future, a report that includes adult learning standards to guide
instruction and assessment and improve the quality and results of
adult literacy programs. The standards define the knowledge and
skills adults need in order to successfully carry out their roles as
parents, citizens, and workers in the 21st Century. Equipped for
the Future (1995) found that most adult learners do not recognize
the role of writing in their lives. Writing is too often viewed as part
of the job, without recognition of its aesthetic values. Why do adult
learners want to improve their writing ability? The analysis of the
Equipped for the Future data states that adults have four
fundamental purposes for learning:


They want to gain access to information so they can
orient themselves to the world.



They would like to give voice to their ideas so they will be
heard and can have an impact on the world around them.



They yearn to make decisions and act independently.



They want to build bridges to the future by learning how
to learn in order to keep up with the world as it changes.

Many adult students fail to recognize how improved writing
contributes to the achievement of each of these fundamental
purposes for learning. Writing allows adults to gather and use
information, to manage resources such as telephone messages, to
seek and receive support through letters, and to build
communication through personal and other stories. Writing gives
permanence to thoughts by making them available to others.
Writing certainly helps adults make decisions and act
independently so they can give voice to their thoughts by writing
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editorials, letters, and notes (National Commission on Writing in
America’s Schools and Colleges, 2003).
While exercises in descriptive, creative, and narrative writing
help develop students’ skills, writing is best understood as a
complex, intellectual activity that requires students to stretch their
minds, sharpen their analytical capabilities, and make valid and
accurate decisions. As students begin a lifetime of learning, they
will find that writing is liberating, satisfying, even enjoyable.
Hence, adult learners should be given many opportunities to write
in the classroom, not only in adult high school (AHS) and general
education development (GED) but also in beginning Adult Basic
Skills (ABS) and English as a second language (ESL).
Allowing students to practice writing in multiple contexts
and situations:


shows students the many applications for improved
writing skills,



helps students gain comfort with and confidence in their
writing, and



provides the practice that is so essential for improving
writing skills.

Remember, the more opportunities students have to practice
writing, the better writers they become. The goal should not be to
“fit in” an adequate amount of writing instruction and practice;
rather it should be to maximize the number of opportunities for
students to practice and improve their writing skills.
One reason that writing should not be viewed as a separate and
distinct instructional topic is that writing is not a linear process.
Writing cannot be taught as a series of sequential steps that, when
learned, bring students to an ultimate mastery. Every writer has
room for improvement, and every student needs to see how
improved writing skills can enhance general learning and problemsolving abilities.
If Adult Basic Skills writing curricula are to foster the
“growth of goal-oriented problem-solving skills, we need to
acknowledge that students will learn at different rates and in
different styles. We need to find ways to encourage them to decide
on their own topics and purposes for writing and to see one
another as resources” (Gillespie, 1999, p. 7). According to the
National Commission on Writing in America’s Schools and Colleges
Chapter 1-Why Teach Writing
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(2003), writing is how students connect the dots in their
knowledge. Writing is more than a way for students to demonstrate
what they know; it is a way to help students understand what they
know.
While reading may be the key to basic skills, writing is the
heart of the matter. Reading enables readers to read words to
others and to be a passive recipient of information. Writing,
however, sets the learner free. Writing allows writers to express
their own views and has a liberating influence as the learners are
given latitude to express their thoughts and personalities. Writing
should be recognized as a skill that is just as valuable as reading.
Because everyone has a unique personality, each student
has a unique writing voice. Writers’ unique voices are heard
through their original thoughts and personal feelings and by their
particular way of seeing and interpreting the world around them.
Therefore, the goal of writing instruction should be to encourage
freedom of writing style, not to teach writing formulas. Although
certain types of writing require certain items and sequences, and
even adherence to certain style conventions, writing is much more
than learning to follow those conventions and formulas. Instead,
the Adult Basic Skills instructor should encourage the expression
of personality, as well as thoughts and ideas, rather than just
facts. Instructors must recognize that style development requires
practice and patient guidance, as well as organized instruction to
enhance the opportunities for both.
Memorizing and reciting poems, folktales, speeches,
sermons, soliloquies, and songs may seem archaic; however
memorization helps students internalize different oratorical and
poetic styles. Teaching students oratorical and storytelling
techniques can foster their knowledge about how words and
sentence structures are used for dramatic effects. Even
memorizing a joke helps students think about style.
Good writing demonstrates the ability to organize thoughts;
provides convincing and elaborated responses and arguments; and
uses rich, evocative, and compelling language. Essentially all Adult
Basic Skills students fall far short of this standard. The National
Commission on Writing in America’s Schools and Colleges states,
“when asked to think on paper, most students produce
rudimentary and fairly run-of-the-mill prose” (2003, p.17).
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Instructors of Adult Basic Skills writing certainly have their
work cut out for them. The National Commission on Writing in
America’s Schools and Colleges (2003) argues that few writers,
regardless of grade level, demonstrate adequate writing skills.
Their writing invariably reflects a limited grasp of the importance of
extended or complex thought. Their responses rarely show
fundamentals of form, content, and language. Few student writers
are able to organize their thoughts and provide supporting details
while using grammar, spelling, and punctuation that are not an
utter disaster. In fact, all too often the readers are not able to
understand what the student is saying.
According to the National Assessment of Educational
Progress’ 1998 Writing Report Card for the Nation, most students
(75%), even at grade 12, are producing relatively immature and
unsophisticated writing. More than 1 in 5 continue to produce
prose with a substantial number of errors in grammar, spelling,
and punctuation (United States Department of Education, 1998).
Faced with this scenario, many instructors fall victim to the
temptation to give up on their students and lower their
expectations to a woefully unacceptable level. High expectations
are not always met, but low expectations are seldom exceeded.
Furthermore, low instructor expectations cannot be hidden from
students. They erode the low levels of self-confidence already
present in most, if not all, adult students. It is imperative for Adult
Basic Skills instructors to first and foremost build student
confidence and self-esteem. This axiom applies to writing
instruction and skill as much as it does to math and other areas.
Enhancing the students’ confidence in their writing ability must be
the instructors’ top priority.
“Writing competence builds confidence. Writing is a complex
(and enjoyable) form of learning and discovery. More than a way of
knowing, writing is an act of discovery” (The National Commission
on Writing in America’s Schools and Colleges, 2003, p. 14). Search
for opportunities to praise writing skills. Use criticism sparingly to
help students build skills without destroying self-confidence.
Writing can be an effective tool to help students become
active participants in their own learning. “Writing is most effective
when used to encourage critical thinking and communication
skills” (Hennessy and Evans, 2005, p. 272). Improved skills in
critical thinking and communication give writers tools for
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evaluating their own writing, which puts them on the road to
construction of improved writing skills. With this degree of selfsufficiency, students begin to see themselves as independent
thinkers, and as a result, their self-confidence soars.
Experienced writers demonstrate strong control of Edited
American English writing conventions such as punctuation,
spelling, capitalization, paragraph breaks, grammar, and usage.
They use those writing conventions to enhance communication.
Their writing contains few minor errors and their errors are not of
sufficient magnitude to impede readability. How do writers become
that experienced? Obviously, they practice writing in an
environment that provides guidance and constructive feedback.
The Adult Basic Skills classroom can provide that environment.
Students become better writers when instructors:


maximize opportunities to practice and enhance writing
skills,



provide timely guidance tailored to the writing ability of
the individual,



give constructive feedback that encourages improvement,
and



help writers build self-confidence.

As stated earlier, writing not only allows students to demonstrate
what they know; it helps students understand what they know.
Adult Basic Skills students must be afforded the opportunity
to acquire critical thinking and communication skills that will
serve them—and their communities—for a lifetime. “Adult literacy
learners have the ability, the need, and the right to be more than
simply consumers of other people’s words” (Gillespie, 1999, p. 7).
According to Gillespie, “Our challenge as teachers of writing is to
move beyond seeing writing as simply another skill. The
application of research on writing can give us valuable tools to help
adult literacy learners to become creators of language: to make
words their own” (1999, p. 7). The following chapters explore that
research and provide tools to help instructors enhance the
teaching of writing.
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Chapter 2
Reasons for Writing
“The more you read, the more you learn. The
more you write, the more you develop.”

--John Hewitt

The previous chapter addressed the question, “Why teach
writing in Adult Basic Skills classes?” A more fundamental
question is, “Why do writers write?” Identifying reasons for writing
can help the Adult Basic Skills instructor enhance students’
appreciation of the value of writing and identify contexts for writing
instruction. Insuring that students have written for the complete
gamut of reasons increases the likelihood that all students will
have an opportunity to find a comfort zone; that is, a type of
writing which inspires them to excel.
There are 3 major types of writing. Each is a valuable skill,
and the instructor should strive to put aside personal biases with
regard to the relative value or sophistication of each. The three
types are:
1. functional writing,
2. narrative writing, and
3. expository writing.

Functional Writing
Functional writing meets many workplace requirements. It is
used to complete job applications, write business letters and
reports, and record job log entries. Although some people disdain
this type of writing as not being sufficiently creative and argue that
it prepares students for menial roles and dead-end jobs that
require little thinking or extended writing (Tollefson, 1989), it has
applications for Adult Basic Skills students, including ESL.
Without training in how to complete job applications, write letters
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of application, and complete job related reports; Adult Basic Skills
students may not even get, or succeed at, the dead-end jobs.
To avoid a frequent criticism that functional writing merely
prepares ESL students for menial labor, the instructor should
encourage ESL students to progress toward other, more advanced,
applications of writing. Of course, all adult students should master
functional writing to enhance their chances for success in their
jobs and careers.

Narrative Writing
Narrative writing allows students to express their own
thoughts and ideas. This type of writing can be as short as a
sentence or as long as a book. Obvious examples of narrative
writing are fictional stories, letters, diaries, and journals. In
narrative writing, students get to focus on putting their thoughts
on paper. It is the most free form of writing; therefore it is an
excellent way to practice, and evaluate, the writer’s ability to create
logical and coherent writing products.
In narrative writing, students describe action by breaking down
that action into moment-by-moment replay. They have the
opportunity to provide sensory details to construct a picture.
Students may use dialogue to reveal a character’s personality,
internal thoughts and feelings, or to provide background information.
The goal of narrative writing is to get readers to feel like they
are living the narrative product. Readers need to know how things
look and sound, and sometimes they need to know how they smell,
taste, or feel. The writer should strive to make the story true to life,
so readers come as close to experiencing the actual sensations as
possible.
Similes and metaphors are often necessary to introduce
items that are likely to be unfamiliar to readers, allowing readers to
relate to events in their backgrounds. Most narrative writing is rich
in similes and metaphors.

Expository Writing
The goal of expository writing is to develop an argument or
reach a conclusion based on research or writings of recognized
authorities. Most high school research papers qualify as examples
of expository writing. In expository writing activities, students learn
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to locate multiple sources of information in books, on the Internet,
and from people in their communities. Students must be taught to
critically evaluate the credibility, accuracy, and relevance of
information, including separating fact from opinion. For example,
equal weight cannot be given to information from the New York
Times and the National Enquirer. Students must also be taught to
cite sources so their readers can make their own judgments about
the credibility of the information.
Students must learn how to summarize source material and
when citations are required so they do not fall victim to plagiarism.
Expository writing requires skills in locating relevant information,
and in judging the quality of that information. The explosion of the
Internet has made this an even more critical skill, since one, if not
many, Internet sites support practically any possible position.
Teaching note taking and summarization skills cuts down on
plagiarism by helping students learn to translate ideas into their
own words.
Instructors must teach students to use multiple sources, not
only to insure credibility, but also to reduce the temptation to
plagiarize. Making credible and accurate arguments also requires
knowledge of prospective readers’ backgrounds and levels of
understanding.

Opportunities for Practice
How should an instructor provide opportunities for students
to practice each type of writing? Since there are multiple options
for each of the three types, the number of combinations of
classroom focus is quite large.
Functional writing opportunities should include writing
short answers, such as a job application form, and writing a letter
of application and other business letters. Conventions such as
mechanics, spelling, and grammar can be introduced as part of the
writing process after students have mastered forming sentences.
Narrative writing may be practiced in letters, stories, or
journals. Journaling gives students an opportunity to practice
writing that is more personal and less structured. Students may
write their thoughts about class, write ideas for assignments, keep
track of their progress, or record thoughts on specific readings
completed in class. Keeping a journal not only helps students
improve their writing skills, it also helps improve their thinking
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and reading skills. Journaling allows students to develop an
awareness of their own voice and an opportunity to experiment
with verbalizing their thoughts in writing without fear of their
journal entries being graded or evaluated as a final product.
When journaling is used, students should be allowed to write
freely without concern for spelling, grammar, or punctuation. The
writing focus should be on learning to express thoughts and ideas.
Expository writing can be as simple as asking students to
research and answer a question with a short paragraph. Students
can then advance to research papers of varying lengths.

So Why Write?
Why should Adult Basic Skills students write? They should
write to learn how to write. They should write to develop and
enhance their writing skills. They should write for personal and
professional development to improve their writing skills in each of
the three types of writing. In doing so, they will augment their job
skills and expand their career options.
Job skills and career options are an excellent reason for
enhancing writing ability, but improving self-expression is also a
good reason for developing writing expertise. Being able to convey
thoughts to others via written words can contribute to
interpersonal relationships in ways that are varied and invaluable.
However, the most compelling reason for writing is to develop
thinking skills. No other activity does more to expand cognitive
abilities. Writing disciplines thought processes and organizational
abilities, increases language mastery, and expands each person’s
world as it helps that person learn to think.

10

Chapter 2-Reasons for Writing

Chapter 3
Approaches to Writing
Instruction
“Students who take pleasure and pride in using written
language effectively are increasingly valuable in a world in
which communication across space and a variety of cultures
has become routine.”

--Conference on College Composition and Communication

Experts have developed a variety of instructional approaches
for teaching writing. The goal of this chapter is to introduce and
describe a range of approaches to writing instruction to give Adult
Basic Skills instructors food for thought. Becoming familiar with
the variety of approaches that writing instructors have developed
allows the Adult Basic Skills instructor to select the approach or
combination of approaches most suited to individual students or
specific groups of students. It also gives the instructor the ability
to modify instruction as writers improve and the classroom
environment changes.
Savage (1993) categorized writing instruction into five
approaches. They are:
1. assimilation,
2. self-expression and meaning-making,
3. affirmation,
4. access to powerful discourses, and
5. social change.
Some might view this list as ordered, with higher numbers
representing increasing levels of sophistication. However, placing
value judgments on the writing approach introduces the risk of
designing writing instruction to match the instructors’ personal
preferences and biases rather than to meet the needs and goals of
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the students. Each of the five categories of approaches has merit
and each can be totally inappropriate for a given situation.

Writing for Assimilation
Writing for assimilation is designed to teach behavioral and
functional approaches to writing. ESL writing is often this type, or
at least begins with writing for assimilation. This type of writing
emphasizes what students can do with language. It is concerned
with behaviors and performance demanded in particular domains
or roles and does not focus on grammar. For example, students
may work on writing tasks required for a specific job or filling out
job applications. Doing so enables learners to function more
effectively in their daily lives and to meet the practical demands of
work, family, and community life.
ESL students may write for assimilation so they can succeed
according to the expectations of American society. The term
“assimilation” applies to ESL students in that having the ability to
perform writing tasks associated with specific contexts, norms, and
societally defined roles facilitates assimilation into the American
mainstream.
The broader application of writing for assimilation is for
“assimilation” into a workplace environment that is ever more
demanding and dependent on written communications and
records. Hence, this approach to writing instruction should not be
overlooked or discredited. There is more to life than work, but job
and career advancement can have a major impact on the other
aspects of life.

Writing for Self-expression and Meaningmaking
This type of writing is sometimes called the cognitive
approach to writing. While some advocate the exclusive use of this
approach, the makeup of an Adult Basic Skills classroom often
makes other approaches desirable, if not necessary. In particular,
students may not be ready to jump into writing for self-expression,
and the practical value of writing for assimilation should not be
ignored.
The cognitive approach is sometimes called “the process
approach” to writing. When this approach is used, writing becomes

12

Chapter 3-Approaches to Writing Instruction

“a way of making sense of experience or discovering what one
thinks rather than performing functionally useful tasks”
(Auerbach, 1999, p. 3). Personal narratives are a logical place to
introduce this type of writing. Literary forms such as poetry may
also be incorporated. While instruction focuses on writing to create
meaning, the instruction can also address form and conventions if
the emphasis on expressing one’s thoughts is not sacrificed.
Advocates of this approach argue that increasing accuracy evolves
through drafting, revision, and editing (Auerbach, 1999). In
addition, instructors can incorporate mini-lessons about relevant
linguistic points. Free writing in journals and authoring extended
narratives are applications of this approach. In dialogue journals,
students write about thoughts, experiences, reactions to texts, or
issues of importance to them, and teachers respond to the content
of students’ entries by sharing experiences, ideas, and reactions as
well as model correct usage (Peyton & Staton, 1996).
The message this approach sends is that learners’ lives and
voices have value and can become the vehicle for language
acquisition as well as self-discovery (Auerbach, 1999). Hence, there
are multiple advantages of incorporating writing for self-expression
and meaning-making into Adult Basic Skills writing instruction,
including the potential for enhancing students’ self-esteem and
self-confidence.

Writing for Affirmation
Literacy ethnographers argue that the cognitive view of
literacy and process approaches assumes a universality to writing
that is not borne out by research into actual literacy uses (Street,
1984). Research shows that ways of acquiring and using writing
vary from culture to culture, from context to context, and that they
always depend on who is using them, under what conditions, and
for what purposes (Barton & Ivanic, 1991).
The goal of the affirmation approach is to start with what
students know and how they use writing in their current jobs and
day-to-day lives. Writing instruction is then designed to build on
that base knowledge, to enhance existing abilities rather than to
introduce entirely new writing environments. The point is to build
on what people know, and to incorporate their local cultural
knowledge into schooling, drawing on what Moll (1992) calls their
“fund of knowledge” (as cited in Auerbach, 1999, p. 4).
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Classroom applications of this approach seek out ways to
apply writing to the local population and culture or cultures. For
example, Latino students might write about their heritage and its
applications to American society. This approach may be used to
promote the native language as a vehicle for cultural maintenance.
Students in a Hmong project in California decided to learn to read
and write in Hmong to preserve their first language and pass along
oral histories to their children (Kang, Kuehn, & Herrell, 1996). “The
message in this approach is that learners’ cultural knowledge and
ways of using literacy are valuable and can become a bridge to new
learning. Writing is a vehicle of social and cultural affirmation”
(Auerbach, 1999, p. 4).

Writing for Access to Powerful Discourses
Delpit (1995) argues that what is important is not voice in
itself but teaching the discourse of power. She favors explicit
instruction in the rules and standards that are valued in the
dominant culture.
This approach reflects a determination to teach student
writers how to function in the “culture of power.” The focus of this
approach is learning to write in a manner that blends with
American writing, and that does not “label” the background of the
writer. Further, students are encouraged to write like “the bosses”
to give them a better chance of advancing to that level, and like
elected officials so they might consider running for office.
The classroom application of this approach may include
analysis of examples of American writing, such as newspaper and
magazine articles and letters to the editor, leading to development
of parallel writing products. According to Auerbach, “the message
sent by this approach is that mastery of the genres of power will
yield access to power” (1999, p. 5).

Writing for Social Change
Giroux argues that a “student’s experience has to be
understood as part of an interlocking web of power relations”
(1987, p. 177). Social change advocates say that the genre
approach makes the mistake of claiming that acquiring the
discourse of power will actually lead to gaining power (Luke, 1996).
In fact, they say, experience, history, and research show that other
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factors such as gender, ethnicity, and race are equally important in
determining success. The writing for social change approach
argues that all writing pedagogy has an implicit political stance,
whether or not it is acknowledged (Severino, 1998).
Advocates of the social change approach criticize other
approaches as “empty promises.” Their argument is that other
approaches seldom, if ever, reach their stated and implied goals.
They do not believe that affirming one’s culture is adequate. They
believe the focus should be on social issues and on actions that
can lead to changes and improvements.
Further, advocates of this approach believe students should
learn to write via analysis of their experience in relation to broader
economic and political relations. Students would do that by
drawing on the social context of their lives and advocate for
change. For example, a parents’ group used their class to explore
their fears and concerns about what was happening in their
communities. They wrote a book not only describing their
experiences but also analyzing what was happening and why, and
distributed the book in their community to prompt further dialogue
(Orellana, 1996). According to Auerbach, “the message this
approach sends is that writing can become a context for exploring
critical social issues and a tool for taking action to improve the
conditions of one’s life” (1999, p. 6).

Implications for ESL Instruction
According to Auerbach, ESL writing instruction often draws
elements from each of the above approaches. There is widespread
consensus within the field of ESL writing about several points:


focus should be on meaning rather than form
(grammatical correctness) to encourage writing
development;



instruction should stress writing for real reasons, to real
audiences, in order to promote authentic communication;



writing should be contextualized and that context should
be meaningful and relevant to learners;



learners need some degree of overt instruction, which
includes talking about writing, substantive and specific
feedback, and multiple opportunities for revision;
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social and cultural variation in writing practices and
genres need to be taken into account; and



all writing pedagogy reflects a stance about the learner in
relation to the social order.

The most important consideration is that instructors “need
to be conscious of implications of their practices and of the power
of the messages that their pedagogical practices convey”
(Auerbach, 1999, p. 6).

Implications for the Adult Basic Skills
Classroom
Adult Basic Skills students have many (and varied) needs,
but there are two that are so prevalent that they should always be
addressed. Most Adult Basic Skills classrooms include students
who are there to enhance job skills. Additionally, they include
students who have low levels of self-confidence and self-esteem.
Because self-confidence is so often deficient in Adult Basic
Skills students and is so vital in job and career advancement as
well as other aspects of life, students should be guided and
encouraged to find a writing context that inspires success. When
students achieve small successes, they build on those to attain
greater successes. As their self-confidence grows, they are
encouraged to advance to new forms and types of writing, which
enables a higher quality of life.
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Chapter 4
Effective Writing
Instruction
“Although direct instruction is crucial when working with
adults, learning is likely to be most efficient when the tasks
are personally meaningful and instruction encourages
students to apply emerging skills and concepts to activities
that are integral to their daily lives.”

--Sawyer and Joyce

Adult Basic Skills students must be armed with writing
strengths to be better equipped to observe, think, and make
judgments about the many complex and demanding issues that
come before them as citizens, workers, and family members.
However, far less time is commonly spent on teaching writing than
on teaching reading and math. A report of the National
Commission on Writing in America’s Schools and Colleges (2003)
refers to writing as the “neglected R.” Writing should be a priority
at all levels of Adult Basic Skills. Writing involves many complex,
interwoven layers. Written communication demands
understanding of the context, knowledge of the audience, and the
ability to use appropriate conventions for that audience and
context. Teaching and learning writing is easier when layers are
broken apart.
There are five features of effective writing:


developing and maintaining focus,



organization,



development of support and elaboration,



appropriate writing style, and



conventions.
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The five features of effective writing provide objective criteria
for assessment and permit writing instruction to be directed on the
right feature at the right time. Each feature should be given equal
instructional priority. By allowing students to focus on one feature
at a time, they are provided more opportunities to succeed and
become critical readers of their own writing and the writing of
others.

Developing and Maintaining Focus
Focus is a topic or subject established by the writer which
provides a foundation for the writing product. Focus should be
established in the prewriting phase of the writing process; however
it may be strengthened and narrowed through thoughtful revision.
To establish focus, the writer must consider and select goals for
the writing effort. Once desirable goals have been identified, the
writer is able to establish a single focus, which should be
sustained throughout the writing product. Establishing and
maintaining a single focus keeps the writer on topic. Focus drives
the other four features of effective writing and guides the
organization of the continuing writing effort.
Writers must realize that establishing a focus involves more
than choosing the main idea. Establishing focus is an on-going
and evolving process. To produce a focused writing product, the
writer must understand what he/she is writing about, as well as
the reason for writing. What is the main point to be conveyed to
the reader?
Once the topic has been defined, the writer should strive to
understand who the readers will be and what readers hope to gain.
The most important thing to know about prospective readers is
their background knowledge, so the writer can include appropriate
details written at a suitable reading level.
To establish focus, writers need to know and understand
their topics. Research and thought allow writers to develop that
understanding; the instructor should carefully and patiently guide
these processes. Isolating a single focus is the key to staying “on
point,” which greatly reduces the likelihood of producing a
rambling written piece.
Goal-setting is an essential part of establishing focus. The
key to effective planning is to establish goals for the writing effort.
During this planning phase, writers develop and isolate a focus for

18

Chapter 4-Effective Writing Instruction

their writing product. To help students navigate the murky waters
of writing, they can be taught to use RAFTS. This acronym reminds
writers they should plan based on the “Role” their product should
play, the intended “Audience,” the “Format” the product should
take, and the writing “Topic.” RAFTS is plural to remind writers to
use “Strong verbs” to describe actions.
Although focus is identified early in the writing process, it
should be continually assessed. Assessment allows the focus to be
“sharpened” to a refined point. Good writing is exceptionally clear,
focused, and interesting. It holds the reader’s attention. Main ideas
stand out and are developed by strong support and rich details
suitable to the audience and purpose. As the writing effort
progresses, continual evaluation and assessment of the focus
keeps the writing effort centered and assists with the refinement of
the writing piece. Writers are able to evaluate and assess their
efforts to stay on focus by asking questions such as:


What is the most important point in the piece?



Does the piece stay focused on the most important topic
or main event?



Are there any ideas or events in the piece that do not
strengthen the main focus?

This approach allows for quick identification of ideas and events
that are not pertinent to the focus. Even though the initial focus is
usually strengthened throughout the revision process, the focus
must be identified early for planning to progress smoothly.

Organization
Organization is the structural framework for a piece of
writing. Even with maintenance of a specific focus, the writing
effort can fall victim to poor organization. Ideas will not make
sense if they are not arranged in some order. Something has to
come first, something has to go last, and several things usually
end up in the middle, one after the other, in a logical sequence.
Good organization helps the writer maintain focus and bring the
main idea into focus for the reader.
Good organization allows writing to follow a logical
progression and ensures completion of ideas introduced in the
writing. Logical progression is greatly appreciated by readers,
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whereas lack of organization frustrates readers. A good beginning
initially reflects good organization. A good beginning will reveal the
purpose and introduce characters, the setting, the topic, or the
thesis of the piece.
The writer should strive to grab the reader’s attention in the
opening sentence or at least in the first few sentences. Readers
want a beginning that catches their attention and makes them
want to read more. The writing student needs to consider several
ways of doing that, ranging from dialogue or flashback to jumping
into the action.
Once the writer has grabbed the reader’s attention, the
reader is introduced to important aspects of the writing product,
whether those are characters, arguments, the setting, or the topic.
This framework orients the reader to the purpose of the writing
and alerts the reader to writing style and mood.
In a well-organized piece of writing, the middle will follow a
specific genre. Some genre options are:


sequence,



description,



cause and effect,



comparison and contrast, and



problem and solution.

The sequence genre puts items into time or space order, or
perhaps into numerical order. Writing modes that fit this genre
include personal narrative, imaginative story, and realistic fiction.
Description is used to describe the characteristic features and
events of a specific subject, such as “my horse” or a general
category, such as “horses.” Cause and effect is used to show
causal relationships between events by using such words as
“if…then,” “as a result,” and “therefore.” Comparison and contrast
is used to explain how two or more objects, events, or positions in
an argument are similar and how they differ. Problem and solution
requires writers to state a problem and come up with a solution, as
in informational writing or realistic fiction.
Strong endings are just as critical to effective writing as
strong beginnings. Writers must decide how to wrap up the writing
so that audiences are left satisfied. The reader is most likely to
remember the ending. The ending is the conclusion of the writing
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effort, and whether happy, sad, or simply logical, should leave the
reader satisfied. Even circular endings, which loop back to leave
readers in the same place they began, must leave readers feeling
that the conclusion was a logical place for the writing piece to end.
Even when the reader is left hanging, or wanting more, the reader
should be able to see the logic of the ending used.
Good writing will also be reflected by cohesion. Cohesion is
created by the use of transition words that show relationships
between different sentences and ideas and causal and logical
relationships between words, sentences, and paragraphs. The table
below provides examples of cohesive transition words.

Cohesive Transition Words
Spatial Order

above, below, beside, nearby, beyond,
inside, outside

Time Order

before, after, first, next, then, when,
finally, while, as, during, earlier, later,
meanwhile

Numerical
Order

first, second, also, finally, in addition,
equally important, more or less important

Cause and
Effect Order

because, since, for, so, as a result of,
consequently, thus, hence

Comparison
and Contrast
Order

also, additionally, just as, as if, as though,
like, similarly, but, yet, only, although,
whereas, in contrast, conversely,
however, on the other hand, rather,
instead, in spite of, nevertheless

General to
Specific Order

for example, such as, like, namely, for
instance, that is, in fact, in other words,
indeed
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First-rate organization includes convincing and elaborated
responses that include the use of correct, evocative, and
compelling language. Organization enhances the focus and its
development; the order and structure are compelling and moves
the reader through the text easily.
Students can assess the organization of their writing using
questions such as:


Does the piece have a clear beginning, middle, and end?



Does the piece have a strong beginning that hooks the
reader?



Does the piece have a strong ending that fits the focus?



Are the ideas and actions connected to each other?



Can the reader follow the piece logically from beginning to
end?



Is it complete? Does it feel finished?

By asking these types of questions, students are better able to
critique and revise their written work.

Development of Support and Elaboration
The goal of development is the creation of mental images for
the reader. This requires clear descriptions of concrete and specific
details. Readers should be able to find answers to essentially all
the questions they formulate about the situation, setting,
characters, or items relevant to the writing piece. Hence, the writer
must carefully analyze which details are relevant to content and
focus.
One key to good writing is providing sufficient detail.
Sufficiency is more dependent on quality of details than on
quantity, and quality is largely a function of writing to provide a
rich description. This is especially true for narrative writing, where
sufficient details are provided by in-depth descriptions of all
appropriate items. That is, enough descriptive details must be
provided for readers to construct a picture of the story in their
minds.
Expository writing introduces another dimension to the
concept of sufficient detail because the writer must find enough
information to support the purpose of the writing and the reader
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must be convinced that the detail provided is credible and
accurate. Therefore, documentation is an essential part of
expository writing.
In addition to sufficiency, detail must meet the test of
relatedness. Every detail provided must have bearing on the
subject and must contribute to the focus of the writing piece.
Extraneous and irrelevant information causes confusion and
detracts from conciseness, thus decreasing reader interest. A well
written, richly detailed description is of no value if its relevance to
the writing piece is not apparent. Narrative writing should include
concrete details that contribute to the picture provided by the
narrative. Expository writing should include information that is
relevant to the writer’s goal, and the information included should
strengthen the writer’s ability to meet that goal. Of course,
irrelevant details are to be avoided in both narrative and expository
writing.
Learning to write in sufficient and related detail is both easy
and challenging. It is easy when writers learn to critique their own
writing from the readers’ point of view. Since that task is easier
said than done, this is a challenging assignment that one can only
master through practice. Until beginning writers develop skills at
evaluating their work from the readers’ perspective, they need
feedback from the instructor and from peers.
Students must learn to think like a reader which means they
must read their own writing from the readers’ perspective, filling in
the gaps for an audience that is not physically present. In oral
language, conversational partners can ask for more information as
it is needed. In written language, writers must learn to provide
those conversational prompts for information on their own.
Concisely stated, the quality of narrative writing depends on
description and organization of rich detail. The quality of
information writing is largely determined by the inclusion of
credible and relevant supporting detail.
While exercises in narrative and information writing help
develop students’ writing skills, “writing is best understood as a
complex intellectual activity that requires students to stretch their
minds, sharpen their analytical capabilities, and make valid and
accurate decisions” (National Commission on Writing in America’s
Schools and Colleges, 2003, p. 13). Students can assess the
development of their narrative writing using questions such as:
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Is the story developed with specific details that are related
to the main event?



Do all the details move the story along?



Does the story have enough elaboration so that the reader
can see and feel what is happening?

To assess the development of information writing, students might
ask questions such as:


Is the essay developed with specific information such as
facts, statistics, etc. that is related to the main topic?



Does all the information support the main topic or main
argument?



Does the essay have enough information to fulfill the
reader’s needs and/or persuade the reader?

If students are to make knowledge their own, they must
struggle with the details, wrestle with the facts, and rework raw
information into language they can communicate to someone else.
In other words, students learn through their writing.

Appropriate Writing Style
Style is the way writing is tailored to fit the specific context,
purpose, or audience. Style is usually considered to be the territory
of literary writers. Novelists, such as Ernest Hemingway and
William Faulkner, and poets, such as Emily Dickinson and Walt
Whitman, are well known for their distinctive literary styles.
Journalists, scientists, historians, and mathematicians also have
distinctive styles, and they must know how to vary their styles to
fit different audiences. For example, the first-person narrative
styles of a popular magazine like National Geographic are quite
different from the objective, third person expository styles of a
research journal like Scientific American, even though both are
written for informational purposes (Cali, n.d.). Student writers, too,
must be able to vary their style of writing to fit the specific context,
purpose, and audience.
Good word choice is an important aspect of writing style;
however it does not mean using big, fancy, and unusual words.
Choose words that the audience will understand. The writer should
know what the chosen words mean and know what the readers will

24

Chapter 4-Effective Writing Instruction

“think” they mean. The student should learn to use a thesaurus to
find strong active verbs, concrete nouns, and precise adjectives
and adverbs. Allow the student to identify vague, generic words in
writing and brainstorm livelier alternatives. Students may envision
the setting they are describing and use words that convey vital
elements of that setting. As Patricia O’Conner writes, “If you ride,
think of a horse’s gait: walk, trot, canter, gallop. If you are musical,
use your toe or an imaginary baton to mark the tempo: adagio,
andante, allegro, presto. Think of an oncoming train, the waves of
the sea, wheels on a cobblestone street” (As quoted in Cali, n.d.).
Writers must be concise and precise, choosing the exact word to
convey meaning. They should use precise words to help the reader
visualize the sentences. Adjectives should be used sparingly and
adverbs rarely; instead nouns and verbs should do the work.
When writers write, they write in phrases and sentences.
Fluency is the flow and rhythm of those phrases and sentences.
Writing needs to flow smoothly from word-to-word, phrase-tophrase, and sentence-to-sentence. To enhance sentence fluency
writers should use sentences with different lengths and rhythms to
achieve different effects. Combining sentences is one way to help
students develop sentence fluency, moving away from short,
choppy, simple sentences toward longer, more complex, fluid
passages. This activity helps students learn to tighten up and
rearrange sentences to achieve different effects. Sentence fluency is
enhanced by carefully choosing words, avoiding redundancies, and
selecting specific rather than vague words.
Everyone has a unique personality, therefore each student
has a unique voice that makes their writing unique. Writers make
their writing unique by letting their voice come through, including
original thoughts and personal feelings and their particular way of
seeing things and interpreting them. Voice is evidence of the writer
behind the message. Voice illustrates the writer’s enthusiasm for
writing and the individuality and personality of the writer.
The best way to teach students about style is to have them
listen. Listening to good writing, read aloud, helps students
develop an ear for different styles. The best writers have a
distinctive style that readers can most appreciate when they hear it
aloud rather than reading silently. As students develop an ear for
different styles, they can compare the styles of different authors in
the same genre, examine how writers change their styles for
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different audiences, and consider which styles are most effective
for different audiences, genres, and contexts.
Reading aloud and discussing picture books, poetry, and
plays helps students develop an ear for language that they can
transfer into their writing. Instructors should include activities
such as reader’s theater, choral reading of refrains, and echo
reading that give students the opportunity to rehearse the writer’s
style and cadence. Reading aloud helps students become aware of
the effect of word choice, sentence structure, and voice on the
audience.
An effective writing style is one in which the words convey
the intended message in an interesting, precise, and natural way
that is appropriate to the audience and purpose. Also, the writer
employs a rich, broad range of words that have been carefully
chosen and thoughtfully placed for impact. The writing has an
effective flow and rhythm. Sentences have a degree of
craftsmanship, with consistently strong and varied structure that
makes expressive oral reading easy and enjoyable. Students can
self-assess the appropriateness of their writing style by asking
questions such as:
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Are strong verbs used to describe actions?



Are adjectives and adverbs used to make the piece more
specific?



Are words used that evoke strong images and fresh,
original expressions that are purposeful and effective?



Is the language appropriate to the purpose and the
audience?



Does sentence structure enhance meaning by drawing
attention to key ideas or reinforcing relationships among
ideas?



Does the piece include a natural, fluent sound?



Does the piece sound good when read aloud?



Does the writing reflect the writer?
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Conventions
Conventions are the surface features and mechanical
correctness of writing (spelling, punctuation, grammar, and usage)
and sentence formation. Writers use conventions to enhance and
clarify the meaning of what they write. Conventions guide the
reader through the writing by telling the reader when to stop, when
to go, when to speed up, when to slow down, and so on (Peha,
2003). Additionally, conventions make writing easier to read by
putting it in a form that the reader is comfortable with and
expects.
Fifty years of research into grammar instruction confirms
what many instructors have long suspected: when it comes to
improving writing, traditional grammar instruction simply does not
work. Hillocks, in his 1986 meta-analysis of twenty-five years of
writing research, draws the most unequivocal conclusion when he
concludes that traditional grammar instruction was the most
ineffective method of improving writing. However, rather than
eliminate instruction in conventions, put conventions in their
proper place in the writing process—at the end, where they can be
considered only after students have revised their writing for focus,
organization, development, and style.
Since mechanics do not exist in oral language, students
must consciously learn how mechanics function in written
language. Speakers do not have to be conscious of the spellings of
words but writers have to spell words correctly and may even have
to use different spellings for words that sound the same but have
different meanings. The same holds true for punctuation. At most,
speakers only have to think consciously about intonation and
pauses, but writers have to decide when to use a period or a
comma and how to indicate that they are quoting someone’s exact
words.
Word walls, words posted on the wall, are an effective
strategy for teaching students the correct spelling of highfrequency words, homonyms, and other frequently misspelled
words. Students may also use individualized word folders to help
with words they tend to misspell. Students should learn to utilize
dictionaries and spell checkers to check for correct spelling.
Beginning writing students can learn the basic functions of
punctuation marks and capitalization during shared reading and
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writing lessons. As books and stories are read aloud, the instructor
can point out and talk about why the author used different
punctuation marks. Instructors can model the use of punctuation
marks during shared writing activities, encouraging beginning
writers to use appropriate punctuation in their own writing.
Usage refers to conventions of both written and spoken
language that include word order, verb tense, and subject-verb
agreement. Instructors should talk about why authors use
particular word orders, adjectives, or verbs in their writing to help
students understand the conventions of Edited American English.
Beginning writers edit their writing using simple editing
rules such as subject-verb agreement, verb tense consistency, and
pronoun usage. As students increase the range of genres they
write, they also learn that different genres tend to use different
verb tenses: past tense for narratives and recounts of science
experiments; present tense for informational reporting,
instructions, recipes, and explanations; and future tense for plans
and proposals.
More advanced writers begin to use nominative, objective,
and possessive pronouns appropriately. They can extend their
knowledge of appropriate usage to different dialects, comparing
informal, ethnic, and regional dialects to standard Edited American
English usage and explore usage in different contexts and genres.
Sentence formation refers to the structure of sentences, i.e.,
the way that phrases and clauses are used to form simple and
complex sentences. In oral language, words and sentences cannot
be changed once they have been spoken. The physical nature of
writing allows writers to craft their sentences, combining and
rearranging related ideas into a single, more compact sentence. As
students become more adept at expressing their ideas in written
language, their sentences become longer and more complex.
Problems with sentence fragments and run-on sentences are
usually related to difficulties producing more complex sentences.
Sentence combining lessons teach students alternative ways to
combine simple sentences into more complex sentences, using the
correct punctuation. Run-on sentences also provide a good
opportunity to teach nouns, verbs, and coordinate conjunctions,
helping students divide run-on sentences into self-sufficient
complete sentences.
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Teaching conventions in isolation is ineffective at best
because students need opportunities to apply their knowledge of
conventions to their writing. The most effective way to teach
conventions is to integrate instruction directly into the writing
process.
Attention to conventions too early in the writing process,
however, can interfere with students’ development of automaticity.
Students need the ability to automatically juggle the many physical
and cognitive aspects of writing—letter formation, spelling, word
order, grammar, vocabulary, and ideas—without consciously
thinking about them.
Experienced writers demonstrate strong control of the
conventions of Edited American English, i.e., punctuation, spelling,
capitalization, paragraph breaks, grammar, and usage to enhance
communication. Students can self-assess the mechanics, spelling,
and grammar of their writing by asking questions such as:


Are sentences complete? Are there any sentence
fragments that need to be completed? Are there run-on
sentences?



Does the piece demonstrate Edited American English? Is
there subject-verb agreement? Is verb tense consistent?
Are pronouns used correctly? Are all words used
correctly?



Are punctuation, capitalization, spelling, and paragraphs
used correctly? Does punctuation make the piece hard to
read? Are capital letters used for the first word in each
sentence and for proper nouns? Are words spelled
correctly? Are paragraphs used appropriately?

Effective Teaching
The book, Best Practice: Today’s Standards for Teaching and
Learning in America’s Schools (2005), advocates the following best
practices in writing instruction:


Allow students ownership of the writing efforts by helping
students choose their own writing topics and goals for
improvement.
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Use brief instructor-student conferences to guide
students’ writing progress and to teach students how to
review their own progress.



Provide instruction and support for all the features of
effective writing and spend class time to guide students to
produce effective pieces of writing.



Model writing for your students as a fellow author and as
a demonstration of the processes of effective writing.



Allow students to learn grammar and mechanics in
context, at the editing phase, and as items are needed.



Allow students to write for real audiences and publish
their work for the class and the community.



Make the classroom a supportive setting for shared
learning by valuing students’ ideas, collaborative group
work, and peer-critiquing that give responsibility for
improvement to authors.



Increase students’ motivation to write through sharing of
first drafts with peers in a conversational atmosphere that
focuses only on content.



Use constructive and efficient evaluation that involves
brief informal oral responses, grading of a few polished
pieces, focusing on a few errors at a time, cumulative view
of growth and self-evaluation, and encouragement of risk
taking and honest expression in each writing piece.



Use writing as a tool for learning across the curriculum.
Teach writing in all subject areas not just during
“language arts.”
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Chapter 5
The Writing Process
“Writing, when properly managed, is but a
different name for conversation.”

--Laurence Sterne

The writing process is made up of the different stages a
writer goes through to develop a piece of writing. Students often
see writing as an impossible task. Teaching the writing process
helps the task that initially looks impossible be broken down into
smaller, manageable pieces. It is also helpful for students to see
and understand that all writers, from beginner to professional,
experience the same process to develop a piece of writing, be it a
note, letter, report, article, essay, story, or novel. Teaching these
writing strategies and techniques helps students see that writing is
not some magical thing that only some people can do (Nash,
2004b).

Prewriting
Prewriting techniques are used to gather ideas and help in
choosing a purpose and an audience. The purpose of prewriting is
to engage students in the writing process and help them discover
what is important about the subject. Prewriting consists of
activities writers do before they actually start “writing.” Prewriting
helps the writer to establish focus. Focus includes identifying the
topic, identifying the purpose for writing, identifying the intended
audience, and generating ideas about the topic.

Identify the Topic and Purpose
To help identify the topic and purpose for writing, teach
students to ask, “Am I writing to inform, to persuade, to describe,
to be creative, or to express myself?” Informative writing usually
takes the form of a technical paper or report. Persuasive writing is
usually a letter or an article written to convince the reader to
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change their opinion or to take action. Creative writing involves the
creation of a literary work such as a poem, short story, or novel.
The writing may be expository writing in the form of an essay. Selfexpression may be a journal entry.

Identify the Audience
To help students identify the audience, teach them to ask to
whom are they writing. Is it their teacher, their peers, a family
member, their supervisor, a letter to the editor, someone in public
office, etc.? The answer to this question determines whether the
writing will be formal or informal.
Formal writing uses only correct language, no slang, and no
contractions. The tone is more rigid. However, it does not mean
overly long sentences or using words that are difficult for the
audience to understand.
Informal writing is more relaxed, contractions are okay, and
a slang word may even be acceptable. The tone is more
conversational. However, informal writing should still follow correct
usage of Edited American English.

Generate ideas
Teach students to generate ideas using as many of the
following strategies and techniques as needed:
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brainstorming;



focused free writing (i.e., nonstop writing on an intended
subject to get out ideas and feelings);



making sketches or drawing diagrams;



mind mapping, clustering, t-charts, etc.;



questioning, i.e. writing down questions the audience
would ask about the topic and/or using reporters’
questions, i.e. who, what, when, where, why, how;



discussing ideas with peers;



reading other writers for inspiration and modeling of style
and organization; and/or



using catalysts (pictures, texts, quotes, etc.) to stimulate
thoughts and ideas.
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Before moving on to the next step in the writing process,
which is drafting, teach students to take time to organize their
ideas. Students should look over notes from brainstorming, free
writing, and/or discussion with peers. They should examine
drawings, sketches, and/or diagrams and look over anything else
they did during the prewriting phase, then organize what seems
important and relevant to the topic and subtopics. This is the
beginning of an outline. Subtopics should be organized into an
order that seems right to the writer. The writer can always
rearrange the subtopics during the drafting and revision stage or
include additional subtopics. However, teach students to keep
their focus and stay on track. Students may ask a question such
as, “Do all the subtopics support the main idea?” If the answer is
“yes,” then the student is ready to begin the drafting process.

Drafting
Drafting includes putting ideas on paper and exploring new
ideas. Drafting strategies include:


identifying the most important ideas generated by
prewriting activities and elaborating on them;



using the identified audience and purpose for writing to
guide the creation of a draft;



additional conferencing with instructor and peers to
refine and clarify ideas; and



considering various ways of organizing ideas, depending
on purpose and form, such as: chronological or step-bystep arrangement of ideas by time or sequence, order of
importance, comparison and contrast, cause and effect,
problem and solution, or pros and cons.

Teach students to use their outline or mapping as a guide to
begin writing a first draft. This first draft is often referred to as a
“rough draft” which means that the writer just lets the words flow
as they come to mind. When ESL students are writing, they may
not know a word or phrase in English; teach these students to
write in their native language and find the English word or phrase
at a later time. During this phase of writing, students should not
worry about spelling, grammar, or punctuation. The main idea
during the drafting phase is just to get students to put their
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thoughts on paper. They can correct spelling, grammar, and
punctuation during the editing and revision process. If students
have access to a computer, using a word processing program to
write the first draft will allow movement of ideas and make
corrections much easier.
Instruct students to read over their drafts to make sure they
have included all of their thoughts. It is sometimes a good idea for
students to take a break from writing and come back at a later
time to read their draft again before beginning the revision process.

Revising
Revising includes creating a structure that highlights the
most important points and considering clarity and organization of
ideas and feedback from readers of earlier drafts. Drafts reflect the
struggle to get words down on paper, they are usually rough and
incomplete. Revising brings the writing effort to completion. It is
the complex process of deciding what should be changed, added,
or retained. Revising strategies include:


reading text aloud to hear how it sounds;



getting feedback from peers about what stands out, if the
piece makes sense, and if the message is effectively
communicated;



asking a set of questions that may draw your attention to
various aspects of the writing. For example, “Is my
purpose clear?,” “Is my message clear?,” “Have I
addressed the needs of my audience?,” “Is my tone
appropriate to my audience and purpose?,” “Have I
included the right level of detail?;” and



making an outline and asking, “Is there a logical
organization?,” “Is there a beginning, middle, and end?”

Each time students read their draft they should look for
specific problems. For example, students should read it once to see
if it is well organized. If not, they may want to switch some
sentences or paragraphs around. Read it again to check for word
usage. As students read their own writing, they should read it as if
they are the audience. Teach students to ask questions such as,
“Is it clear? Do some points need more explanation? Does one
thought follow another in a way that makes sense?”
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Each time students read their own writing, they should mark
the changes they want to make, make those changes, and then
reread. Once students have all the words, sentences, and
paragraphs organized, they are ready to move on to the editing
phase of writing.

Editing
Editing includes correcting errors in sentence structure,
usage, spelling, punctuation, and capitalization. Editing involves
reading for conventions rather than content. The conventions of
writing are the generally accepted mechanics and usage of Edited
American English. Items to be checked during editing include:


sentence structure and syntax;



word choice;



word usage;



spelling;



punctuation and capitalization; and



appearance or polishing.

Spelling
Many students will need to learn new spelling rules to
improve their proofreading skills and the readability of their
written work. Written work that is barely comprehensible as a
result of poor spelling may predispose the reader to a negative
judgment of content quality (Isaacson, 2004).
The most effective way to learn to spell is self-monitoring and
proofreading one’s own writing. Students become more effective
spellers by:


analyzing their own spelling problems and describing the
spelling rules that give them trouble;



pronouncing words carefully, eg., accept/except; and



using mnemonic devices, eg., “stationery” where the “e”
stands for envelope.

According to Isaacson, “Development of more accurate spelling
within compositions is promoted by the use of analogy strategies
and ... An analogy strategy, applied when students attempt the
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spelling of an unknown word, relies on recognition of orthographic
patterns in words. Students are instructed to apply the following
rule: When words rhyme, the last parts are often spelled the same”
(2004, p. 51).

Punctuation and Capitalization
Punctuation and capitalization are not just sets of rules.
They help readers understand a text by helping them know how to
read and interpret each sentence. Students may improve
punctuation and capitalization by following strategies such as:


reading their writing aloud, to see where they would
naturally pause;



discussing various ways of punctuating text and how
punctuation affects the meaning;



remembering the purposes of punctuation—to mark
pauses (commas, semicolons, etc.), to set text apart
(dashes, parentheses), to note quotations, etc.; and



correcting a copy of a composition that has no
punctuation or capitalization.

Polishing and Publishing
Teach students to read their writing piece once again to be
sure they have made all the changes marked during the editing
process. This is called polishing. It is like polishing a car, it may
look ok but when it is polished, it really shines. Be sure that
students understand that their final copy should be as neat and
clean as possible.
Most writers like to see their writing in a publication.
However, for beginning writers, the ultimate reward is to see their
writing in a publication. Go beyond students sharing their writing
within the classroom. Seek ways to publish their writing in the
community. For example, the local newspaper might publish
student stories. Another possible outlet is a community magazine.
Other options include publishing a book of student writing or
publishing on a class or school webpage. The time and effort spent
publishing students’ writings is time and effort well spent as
students become more motivated to write and their self-confidence
increases in their ability to write with each publication.
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Cautions and Comments
Prewriting


Begin writing exercises by linking writing to class
discussion and content in which learners are currently
engaged. Writing should be a mode for expressing ideas,
not an end in itself.



Choose topics with students, not for them. As themes
emerge, ask students if they want to write about them.



Use concrete forms to generate ideas. Students can write
stories about photos, drawings, movies, documentaries,
readings, or other concrete forms that might provide a
place to start writing.



Expose students to a visual model of the writing they are
being asked to write, i.e., a piece of writing similar in
format, to help students structure their writing. Allow
time for students to examine, read, and discuss the model
before beginning to write their own piece.



Help students develop ideas:
-

Use key words and phrases to help students
develop ideas and vocabulary. Write ideas on the
board as themes develop.

-

Use visuals, such as charts, maps, clustering
exercises, etc. Visuals help students organize and
integrate new thoughts and ideas with prior
knowledge.

-

Use free writing and/or free talking. Allow students
to write or talk in pairs for a few minutes and then
share ideas with the group.

-

Use interviews. Allow students to generate
questions and interview each other to get ideas.

-

Allow language choice. Since the goal is to use
writing to express meaning, students should be
given maximum opportunity to develop a theme
conceptually. For ESL students this may mean it
would be better to use their first language during
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the drafting phase or, depending on the purpose,
even the finished product.

Drafting


Use class time for writing so that students can become
models for each other. As they write, they can ask each
other for help and talk about their work.



Write with the students. Model good writing while
students are writing. This allows students to see that you
go through the same process to write. Share your messy
drafts and difficulties to dispel the notion that good
writing involves writing perfectly the first time around.

Revising


Decide whether to revise. All writing does not have to be
developed into a final piece. Just writing to get the ideas
on paper may be all that is required.



Revise based on purpose. If students want to develop an
idea or share their writing pieces, then revision is a
necessary step in the writing process.



Make revision a social process. Allow students to read
their drafts aloud and ask each other questions about
their writing. Reading their own writing aloud and asking
questions of their peers may give students additional
ideas for revision.



Focus on content and ideas. Help guide the writing
process by asking questions that will help lead students
to further writing. For example, “What point do you want
to make now?” Remember, however, that control of the
content belongs to the writer.

Editing
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Leave editing until the end. Allow students to express
their ideas the way they want them and then work on
editing. Working on editing earlier in the writing process
may inhibit the flow of ideas.
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Compliment good writing. Always comment on what is
good about each piece of student writing before making
any suggestions for improvement.



Edit selectively. Do not overwhelm students with
revisions. It is best for students to work on a few key
points.



Encourage self-editing. Allow students to identify problem
areas that they can monitor for themselves. Consider
making an “Editing Checklist” for students to use. A
sample “Editing Checklist” is provided at the end of this
chapter. It is suggested that the instructor modify this
checklist to better fit the requirement for individual
writing assignments.



Encourage peer editing. Allow students to evaluate and
edit each other’s papers. When using peer editing be sure
students understand that it is a way to help each other
improve their writing skills. Students must learn how to
give and receive constructive criticism in the form of
pointing out areas that need work or correction without
taking it personally.



Teach students to use proofreader’s marks when editing
their own paper and when peer editing. Basic marks are
shown in the chart on the following page.

Publishing


Allow students to share/publish their writing whenever
possible.



Use student written publications as texts for further
reading.



Use student writing in newsletters or student written
magazines.



Allow students to make a Web page to display their
writing. Your school may have a department that can help
your class get started.
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Editing Checklist
When revising and editing your writing, ask yourself…
 Have I stayed on topic for this assignment?
____ What is my focus/main idea?
____ Does my introduction prepare the reader for what follows?
 Is my writing clearly structured?
____ Does my piece have a clear beginning, middle, and end?
____ Does the piece advance in logical stages?
____ Does the piece stay focused on the main idea/event?
____ Does the piece have a strong ending that fits the focus?
____ Is it complete, does it feel finished?
 Are my paragraphs clearly connected and coherent?
____ Does each paragraph begin with a topic sentence?
____ Do the sentences flow smoothly and logically?
____ Does each sentence clearly follow the one before?
____ Is each paragraph complete or is more detail needed?
____ Are there adequate transitions between sentences and
paragraphs?
____ Are transitions varied or are they all the same kind?
____ Does the piece include a natural, fluent sound?
____ Does the piece sound good when read aloud?
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 Is my written expression appropriate?
____ Have I used direct and clear words?
____ Have I explained my ideas clearly?
____ Have I kept my audience in mind?
____ Have I said all I need to say so that my reader can
understand, or am I assuming they will 'know what I mean'?
____ Have I written complete, grammatically correct sentences?
____ Are strong verbs used to describe action?
____ Are adjectives and adverbs used to make the piece more
specific?
____ Is my use of tenses correct?
____ Have I used non-discriminatory language?
 Is my paper the correct length?
Too short:
____ Have I fully answered the question or task?
____ Should I include more information or discussion?
Too long:
____ Have I included only relevant information?
____ Is there any unnecessary repetition?
____ Is my written expression clear and concise, or is it too
'wordy'?
 Have I proofread and revised my written piece for errors?
____ Are capital letters used for the first word in each
sentence and for proper nouns?
____ Have I checked my spelling?
____ Have I used correct punctuation?
____ Is the piece legible and neatly written?
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Chapter 6
Types of Writing
“The value of keeping a journal is that we
remember our best hours and stimulate ourselves.”
--Henry David Thoreau

Writing instruction can be approached in a variety of ways.
Several types of writing can be used to teach the mechanics of
writing and help students gain confidence in their writing ability.
Since some types will be more attractive than others to individual
students, instructors must strive to introduce as many writing
contexts as possible.

Journal Writing
Students need to write a variety of texts and they need to use
different types of writing for a variety of audiences and purposes.
Journal writing involves keeping a journal or notebook of thoughts
and informal writing. Writing journals is a recurring activity that
can enhance writing development. Kerka (1996) described different
types of journals, which not only serve as a record of information,
but also as a stimulus for reflection and insight. According to
Kerka, benefits of journal writing for adult beginning writers
include giving them an informal, non-threatening context in which
to practice their developing skills and an avenue to find their own
voice. Garland (1999) described how the content of students’
journals could also be used as material for teaching grammar and
mechanics.
Keeping a journal not only helps students improve their
writing skills, it also improves their thinking and reading skills.
Journaling allows students to develop an awareness of their own
voice. Journaling encourages self-expression by beginning writers
as they experiment with verbalizing their thoughts without fear
that their initial efforts will be graded or evaluated as final
products. Initially, it is important for students to practice putting
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thoughts into words without being concerned with conventions or
reader reactions.
Journaling gives students an opportunity to practice writing
that is more personal and less structured. Students may write
their thoughts about class, evaluations of their own progress,
reflections on reading assignments, or personal opinions on
assigned topics. For example, students might write regularly on the
positive aspects of their lives and the world around them.
Conversely, they may record ideas for improvements in their world.
Journal writing may also help students gather ideas and
details they can use in more formal writing exercises and
assignments. Additionally, students may want to use their journal
to describe themselves and others, or thoughts and feelings,
without anyone making judgments. Students should be allowed to
write freely without being concerned about spelling, grammar, or
punctuation. If students get stuck, then suggest they write about
their present feeling of being stuck. Most of all, students should
have fun when writing in their journals; having fun with writing
can result in improved attitudes and self-confidence.
A spiral notebook or bound journal is usually the best place
to keep journals, unless the writer has ready access to a computer
and is comfortable with word processing. In this case, instructor
access can be arranged by using shared drives or by e-mailing
journal entries. Before students begin journaling they should be
assured that their journals will not be graded and that journal
entries will not be shown to others without their permission.
Remember that students may be inhibited from writing their
true thoughts and feelings if those thoughts and feelings can be
read by anyone else, including the instructor. In fact, they may be
most inhibited by concerns of instructor reactions. Usually it is
better for students to be allowed to share their journal writings
only when they feel safe and confident enough to do so. Students
should be told if, and when, the instructor plans to monitor and/or
read their journals. When journals are monitored, focus on positive
comments or suggestions for ways to use journaling more
effectively. Allow ESL students to write in their own language if and
whenever they prefer.
To get students started with journaling, provide class time
and general topics for their first few entries. Instructors may model
journaling by keeping their own journals and sharing them with
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their classes. Modeling can be expanded to other types of journal
entries to show different ways that students can use their journals
to practice writing, and express thoughts about school, home,
family, work, assignments, or anything else. Encourage students to
use their journals to write responses to specific reading
assignments or other areas they are learning in school such as
math, science, social studies, health, etc.
Kerka (1996) states that beginning writers need to be given
guidance to fully realize the potential of journal writing. The
instructor should make students aware of the variety of reasons for
journaling. Some reasons are:
1. self-awareness and discovery of self and the world around
them;
2. self-expression and discovery of their own point of view;
3. opportunity for growth and being aware of their own
personal growth;
4. finding meaning in their personal life;
5. developing mentally and spiritually;
6. keeping a diary reference of each day;
7. recording the good things in their life, major thoughts and
concerns, dreams, aspirations, goals, plans, and progress
toward their goals;
8. keeping health and exercise activity records; and
9. maintaining their personal historical record.

Collaborative Writing
Collaborative writing is a way to help students work together
to improve their writing skills. When students collaborate on
writing projects, the significance of writing as a process for
communication between writer and reader is repeatedly
emphasized. This interaction helps students gain self-confidence in
their writing abilities as they learn from each other.
Collaborative writing allows students to work in a more realworld situation. Most workplace writing is collaborative writing.
Professional writers do not work alone; they work with other
writers, editors, and co-workers to get clear, readable, and correct
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written communication. Realizing this inspires students to focus
on the interaction, as well as the writing skills they are likely to
need later.
To use collaborative writing effectively, begin with an activity
the students will think is fun and interesting. After discussing how
collaborative writing works, explain how students are to be divided
into small groups. Make sure they understand the assignment
before they separate into groups. If each group is working on the
same topic, describe the topic carefully and thoroughly, and allow
time for questions before the activity begins. However, the
assignment may be phrased as a general category of topics,
allowing the students within each group to discuss, select, and
clarify their own topic focus. It is important to explain that the
writing should occur through group discussion and interaction,
not by each group member choosing a heading from a groupgenerated outline and writing independently on that heading.
As with many other types of group activities, there is a risk
that more insecure students will not participate, or will not
contribute much because the most secure writer dominates the
writing. The instructor must supervise the writing groups
sufficiently to insure that this problem does not occur because any
student whose efforts are so overshadowed by the writing abilities
of another student will lose rather than gain self-confidence, thus
defeating the major goal of collaborative writing. To reduce the
chance of this problem developing, instructors need to evaluate
each student’s personality and carefully consider the composition
of each group. Of course, this problem is less likely to be
manifested within smaller groups, but the instructor must also
consider how many groups can be supervised carefully enough to
prevent domination by one group member.
If one student serves as the recorder for the group, or the
keyboarder if the group is working at a computer, there is danger
of that student simply letting others do the wording. The instructor
should watch the groups closely enough to insure that is not
happening, and suggest the recording or keyboarding role be
rotated when there is evidence of a problem.
Despite these cautions regarding group dynamics, Hodges
(2002) believes that collaboration can actually promote autonomy
and can make the process of revision more meaningful. Hodges
makes the contrast that, in individual writing the tension is
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between the writer’s thoughts and how to express them, but in
collaborative writing the tension is between what the individuals
want to say and the needs of the group. However, within the group,
this tension can be shared and discussed.
According to Bishop (1995), collaboration appears to help
learners combine their strengths, in contrast to the individual
learning situation where the focus is on the student’s weakness.
Porto (2002) suggests that collaboration also provides an
immediate audience and feedback from peers, which helps
beginning writers become aware of the need for a clear message.
The safe audience of a cooperative and supportive group gives
learners the security to take risks with their writing.
All members of the group should participate in the writing
process from prewriting to the final piece. After students have
completed revised drafts, groups may trade their writing products
for evaluation purposes. Before they begin evaluating and editing
another group’s paper, explain that collaborative writing is a way
to help each other improve, and for it to work they need to learn
how to give and receive constructive criticism without taking it
personally. Each group then evaluates and edits the other group’s
paper. When a group gets its paper back, that group revises its
paper based on the corrections and suggestions made by the peer
editor group, or prepares to explain why revisions and edits were
not accepted.
Initially, collaborative projects should be brief, one or two
paragraphs at most. As students develop their writing skills,
collaborative writing projects should increase in length. Students
may write about works of art, movies, places they have visited, the
community, their native country, family and community histories,
music or recording artists, and a variety of other topics. When
captured in print, these projects may serve to preserve and validate
their knowledge and practices of a group, language, or culture
(Gillespie, 2001).

Project-based Writing
A larger version of collaborative writing is a class project
designed to produce a single writing product. The project can
summarize a controversial issue, document a cultural problem or
practice, record a historical event, or evaluate a societal issue or
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trend. Of course, there are many other possibilities for writing
projects.
Stearns and Reid (2004) describe a project that grew out of
students’ interests and experiences that successfully inspired
students to take charge of their own learning. To investigate their
interest in the transition to college, students wrote letters to
schools as well as a final report on their findings. They also
obtained information via Internet research.
Stearns and Reid also describe a more sustained project to
explore the “important qualities of a good city councilor” (p.3). After
elections, students summarized news articles then wrote newly
elected councilors congratulating them and inviting them to visit
their class. When one of the councilors accepted the invitation,
students prepared questions in advance. When the councilor
actually visited the class, students asked questions, made notes,
and asked follow-up questions. After the visit, students combined
their notes and as a class wrote a newspaper article reporting on
the visit. According to Stearns and Reid, this project resulted in a
“pile of good writing: two summary and response pieces, an essay,
a formal letter, a set of interview questions, a set of interview
notes, and a published article” (p. 3). Later, using a research
article from Focus on Basics entitled “Helping Adults Persist: Four
Supports,” their students wrote essays applying the concepts of the
adult persistence portion of that study to their own experiences as
adult learners. Students then argued that they could work on
separate projects in separate groups. One group wrote on gay
marriages and another group wrote on the effects of violent
television programs on children. According to Stearns and Reid,
throughout the projects students showed energy and enthusiasm
for writing. Students reported that they liked the whole process
including drafting, peer editing, redrafting, and presenting final
drafts. In both collaborative and project-based writing, the
instructor acts as a facilitator (Smith, 1983). The instructor’s job is
to encourage and develop discussion and provide positive
feedback. Thus the instructor avoids taking control of the group
and becoming the source of knowledge.
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Writing Across the Curriculum
David Russell describes writing across the curriculum as
writing “between the individual student’s experience and the
collective experience that a discipline and its teachers represent”
(1992, p. 41). Parks and Goldblatt explain their focus on writing
across the curriculum as “engaging the world our students come
from and go to…we intend to add our voices, especially in the local
scene because that is where we teach, raise our kids, and pay
taxes. In this sense, writing and literacy instruction go beyond the
‘beyond.’ This is simply where we live” (2000, p. 604).
According to Parks and Goldblatt, “students are facing new
challenges in terms of what they must know in work and civic life.
Students may think they are looking for vocational training, but
they must be prepared for much more complicated demands than
job preparation” (p. 586). Students need abilities that will sustain
them through multiple career changes, new roles in marriage and
community life, and addressing crises in the environment,
economy, and social justice.
Miller suggests that writing is “a place where the personal
and the academic, the private and the public, the individual and
the institutional, are always inextricably interwoven” (1998, p.
267). He calls for writing and writing instruction that allow
students and authors to test discourses against one another and
thereby use language that demonstrates “an ability to imagine a
transformed reality” in lived experience (p. 284).

Timed Writing
As students hone their writing skills, they should be given
the opportunity to write within timed settings. Begin with short
writings and short time frames of 1-2 minutes. As students
progress in writing efficiency and level, move to longer time frames.
Students who are preparing to take the GED Language Arts Essay
test should be able to write an essay within 45 minutes. These
students should practice timed writing using pen and paper
similar to that provided for the actual test. They should also
practice writing on topics similar to those they may find on the
actual test.
During timed writing practice, students should be given the
opportunity to self-assess their writing using a scoring rubric such
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as the GED Scoring Rubric. Additional information on using rubrics
to assess writing is included in chapter 8.
When students are facing a timed writing test, practice with
them in class. Let students know that in the long run they will
most likely save time if they follow the “writing process” they have
learned in class. Suggest that students read the prompt several
times before they begin planning their essays. They should then
take a few minutes to identify key words that focus on the topic.
They should brainstorm ideas, write down or “map” the ideas, and
make a brief outline before they actually begin to write the essay.
Teach students to try to finish their essay with time left to read
what they have written so they will be able to make changes and
edits.

50

Chapter 6-Types of Writing

Chapter 7
Writing Research
Papers
“…when it finally comes time to write your first real research
essay—or "paper" as it's more commonly called—you may find
yourself confronted with confusion, resentment, panic, and a
touch … okay, let's be real … a heap of 'page fright’.”
--Online Writing Lab

Writing a research paper is an important “rite of passage” for
most adult high school students. The information provided in this
chapter is to help instructors guide their students through the
research paper writing process. A research paper guide for
students is provided in Appendix 2.

What is a Research Paper?
The main criteria for a piece of writing to qualify as a
research paper is its reliance on credible information in the
publications of other people. It is essential that the information
sources be credible and that those sources be cited appropriately
and properly.
Not too many years ago, the term “credible information”
could be defined as information from the writings of widely
recognized authorities in the field or information from publications
in refereed journals. To be published in a refereed journal, an
article had to be submitted for review by people chosen by the
journal editor for their knowledge of the published research in that
field.
Fortunately, and unfortunately, there is now a wealth of
information on the Internet. This is good because literature
searches are so much easier and more convenient. The negative
aspect of the Internet is that anybody can post a Web page to say
anything, and the number of unsubstantiated and downright
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biased-opinion Web pages far exceeds the number which are fair
and reliable. Therefore, it will be necessary to discuss “credible
sources” in much more detail in a later section of this chapter. The
term “cited appropriately” also requires a detailed section, partly,
but not entirely, because of the Internet.

Major Types of Research Papers
There are two major types of research papers: analytical and
argumentative. The type of research paper written is based on the
purpose of the paper.
The first type, analytical, is an attempt to create an unbiased
overview of what is known about a particular topic. The word
“overview” might be inappropriate for a very narrow topic where
details can be examined in greater depth. A spectrum of analytical
research papers exists largely as a function of the topic focus but
also depending on the length of the research paper. Obviously,
more detail on a broader topic would require a more lengthy
research paper.
The goal of an analytical research paper is to piece together a
logical and connected explanation of what is known about a topic,
often in a way that has never been done before. Obviously, it would
be inappropriate to select only those details that lead to one’s
preferred conclusion; the analytical research paper should
consider all the evidence, both in support of, and contradictory to,
a particular point of view.
The second type is the argumentative research paper and is
also known as a persuasive research paper. The goal of this type of
paper is to convince the reader of the validity of a particular
position or conclusion. One difference between this type of paper
and an analytical paper is that the student can be more selective
in presenting evidence that supports the contention made in the
argumentative research paper. Most adult high school students are
required to write an argumentative research paper.
There is also a major difference in paper format. In an
argumentative paper it would be appropriate, and probably
desirable, to put the conclusion or position to be supported at the
beginning of the paper. That conclusion/position is appropriately
called a “thesis” or “thesis statement.” The format of the analytical
paper would be different because the conclusion would be placed
at the end, thus following the analysis of all the evidence.

52

Chapter 7-Writing Research Papers

Assigning a Topic
Should you, the instructor, assign a specific topic to each
student, allow students to choose, suggest a list of specific topics,
or simply state a category from which students can develop and
select a specific topic? The answer depends on the level of the
students and whether you want them to focus on research or
writing.
Unless you make a specific assignment, the student can,
and should, invest many hours in researching different topics prior
to choosing one. Their topic choice would then be based on their
interests and on the comparative availability of information.
Remember, that when the student gets to choose a topic that is of
particular interest, that interest can inspire the writing effort and
turn drudgery into fun.
The following discussion on how to write a research paper
begins with topic selection. Topic selection will not be a part of the
process if the instructor assigns specific topics.
Before considering how to present the process for writing a
research paper, there are other considerations regarding the
assignment. How to write a research paper will be discussed after
some of those considerations are presented because they affect the
approach students should take.

The Research Paper Assignment
The first question students will ask is “How long should the
paper be?” The instructor should base the answer on several
factors, which require careful consideration before the assignment
is made.
Of course, it is a lot of work to write a long paper; however,
very short papers may be even more difficult to write. Writing a
good short paper requires good summarization, organization, and
condensation skills. If students have not yet developed these skills,
their short research paper will be incomplete and possibly shallow.
In other words, their short papers are likely to lack depth.
The instructor should consider the topics and think about
how much depth and summarization is desirable. Those
considerations also help determine the number of references
required. If a large number of references are expected, students
will have to do a lot of organization and summarization, or their
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paper will reflect heavy reliance on one or two references with
practically no information from the other references.
Is assigning a long paper realistic? Will the students be able
to devote the necessary time to writing a good, long paper? Will the
instructor be able to devote adequate time to assisting students
with the writing process, editing drafts, and grading? It is
important to set realistic expectations for yourself and your
students.
Another important consideration is how much time you want
students to devote to topic selection, as opposed to having their
topics assigned or choosing from a short list. The range of topic
choices will determine the time required for topic selection. Be sure
that all students clearly understand the assignment. Even if
students do not ask, be sure you answer questions such as:
1. Should the paper be a neutral issue analysis, or should it
be persuasive?
2. Will the instructor assign the topic or define a narrow
category of possible topics or do students have
considerable leeway in choice of topic?
3. How will students choose topics? How much investigation
of different topics is appropriate?
4. What are appropriate deadlines for each phase of this
writing effort?
5. How will this writing project be graded? What is the grade
breakdown? It is important for students to understand
exactly what the grader will be looking for when scoring
the paper.
6. How will students develop a focus?

Forming a Focus
The focus of the research paper is a function of the selected
audience and the writing approach that is assigned or chosen. It is
developed through discussions and brainstorming with the
instructor and other students, and through research into the
selected topic or topic options.
In most cases, instructors should identify the audience as
part of the research paper assignment. Otherwise, many students
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will assume they are writing to the instructor only, or choose the
other extreme and write to society in general. An alternative is to
require students to submit a “my audience is …” statement for
instructor comment before they get too far into the writing project.
Forming a focus is a necessary prerequisite to gathering
information, so it should receive a lot of attention during the prewriting phase. Advise students to do a preliminary topic
exploration and take notes while they are investigating potential
focuses. Those notes should include bibliographical information in
case it is needed later.
Teach students to look for choices for a focus as they
research. Choosing a focus or combining ideas to form a focus
completes the effort.
The completed focus should identify the audience and the
writing approach. Defining writing goals, in terms of presentation
of the chosen topic, enables the writer to enter the research and
writing phase both knowing what to look for and with a concept of
how the research paper should be written.

Preparing Students for the Research and
Writing Phases
The Gallaudet University Writing Advice Training Guide (n.d.)
lists many topics to be reviewed before training new staff. The
following topics were chosen from that list as most important for
instructors of adult high school students:


The Process of Writing a Research Paper,



Formal Three-part Outline,



How to Gather Information and Organize Your Research
Paper,



Guide to Different Kinds of Essays,



Guide to Introductions and Conclusions,



How to Avoid Plagiarism,



Guide to Paraphrasing, and



Words that Introduce Quotes.

It continues with four strategies for teaching how to write a
research paper:
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1. Help students narrow focus and look up topics on the
Internet.
2. Help students develop and organize details by using prewriting techniques (brainstorming, outlining, mapping,
jotting notes).
3. Help students develop an introduction, a thesis
statement, and a topic sentence or conclusion.
4. Help students add supporting details or summarize if the
paper is heavily quoted.

Gathering Information
Gathering information involves two parts: discovery and
research. Explain to your students that the discovery phase is the
most important part when trying to select a topic or narrowing the
focus. One important consideration is how much information is
available on the topic. The answer to that question will be a
valuable guide for narrowing, or possibly expanding, the topic and
focus. Students who believe they simply cannot find enough
information to write a paper should be instructed to come to you
for guidance on locating additional information or choosing
another topic.
After the topic and focus have been chosen, it is time to do
the “library” research. Emphasize to students that it is essential to
record complete bibliographic information for all sources. Some
instructors require a particular format for this information and
require the student to submit these “note cards.” Even if students
are not required to submit their bibliographical note cards, the
instructor should discuss good formats for recording this
information so that students do not find themselves with
incomplete information during the writing phase.
Instructors should also teach students how to use Internet
search engines. Of course, it is likely that at least some students
will be more skilled in search engine use than their instructor; this
might be one of those times when the instructor might enlist a
student helper. Something that is likely to happen, and which
must be avoided, is overwhelming novice computer users with
rapid, “of course you know how to do this,” demonstrations. The
instructor who is not proficient in search engine use should be
honest about that, as it will quickly become obvious to proficient
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students. For the instructor, however, not being proficient in
search engine use can serve as a blessing in disguise. One of the
hardest things for anyone to do is demonstrate computer
applications in the slow, deliberate, step-by-step manner the
novice computer user really needs. Students are usually afraid to
display their ignorance by asking for too many repetitions and
explanations, so the less experienced instructor is in a position to
ensure that everyone understands each step. After all, a class may
include students who have never used a computer and do not even
know how to turn one on.
Be sure to advise students that the steps in writing a
research paper may overlap. During the information gathering
phase, students begin to organize their notes and look for a good
thesis statement, which serves as the major contention of their
research paper. Information gathering is also a time to clarify and
refine the focus of the research paper. Doing any or all of these
things while gathering information can pay dividends by helping
the student search for relevant information and discard the
irrelevant.

Credible Sources
The instructor needs to spend some time discussing
appropriate sources with students. There are multiple sources that
are intuitively credible, such as textbooks, journals in which
experts publish research findings, and Internet sites such as
http://www.nih.gov, which is maintained by the National Institute
of Health of the Federal Government. National Enquirer and other
checkout counter tabloids are obviously not credible, and many
Internet sites are just as bad or worse.
Sources which are intermediate in credibility may be
acceptable to some instructors, but not to others. Students deserve
clear instruction regarding where the boundary between credible
and less credible sources will be drawn for each specific
assignment. That instruction should include where specific
examples fall; Newsweek, Time, and other popular magazines
should be used as examples. If some newspapers, such as USA
Today and Wall Street Journal are acceptable whereas others are
not, students should be completely informed about newspaper
sources. It is also appropriate and desirable to provide numerous
examples of acceptable television programs and Internet sources.
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Preparing to Write
The Internet Public Library for Teens (Teenspace, 2005)
identifies four components of preparing to write:
1. analyze and organize information,
2. construct a thesis statement and try it on for “size,”
3. weed out irrelevant information, and
4. do an information search to fill in the gaps.
Beck and Mingo (2001) in their article Process of Doing a
Research Paper, describe and illustrate the use of a preliminary
map, versus making an outline, for organizing information.
Students must be given instruction on all of the above
components, and on these, and possibly other, options for
organizing information.
The most important goal during component 1, analysis and
organization, is identifying how various bits of information relate to
each other. A good map or outline does that, although students
must be advised that preparing more than one map or outline
helps clarify relationships. Results of multiple attempts at
organization can be compared for logic, conciseness, and potential
value as a writing guide, and the best can then be chosen.
When done properly and in sufficient detail, a good outline
or map helps students avoid plagiarism by emphasizing their roles
as writers. However, great organization does not make plagiarism
impossible, so avoiding plagiarism is a very important instructional
topic.
During the organizational process, it is likely that some
information appears disconnected or irrelevant. Advise students
that it is not too late to modify their focus, assuming they have
adequate information for a refined focus. In fact, students only
need to feel that they will be able to locate adequate information in
a follow-up information search, which is usually desirable so it is
component 4 in the above list. Deciding which information does
not fit the organizational outline or map, or the revised thesis
focus, completes component 3.
Component 2 of the above list, the thesis statement, should
be a one-sentence summary of the main point of the argumentative
research paper. For an analytical paper, it is more properly called
the “research question.” Identifying and defining the paper’s main
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point gives the writer a frame for the writing process. Defining
what the writer hopes to prove gives direction to paper
organization, wording, and arguments. In the finished product, it
serves to alert readers to the goal of the paper and to focus readers’
expectations. For these reasons, the thesis statement is often
described as the most important sentence in the paper.
The Internet Public Library for Teens (Teenspace, 2005) states
that the thesis statement “is a single sentence, usually in the first
paragraph of the paper which:


declares the position you are taking in the paper,



sets up the way you will organize your discussion, and



points to the conclusion you will draw.” (p. 2)

These points emphasize the value of a well-written thesis
statement. Before jumping into the writing process, both the
outline or map and the thesis statement must be carefully
reconsidered to verify that they are complete and appropriate. It is
often necessary, or at least desirable, for writers to make revisions
at this time to better match the thesis statement and the outline or
map.

Writing
All good writers draft and revise; in fact, they usually draft
and revise several times. The rough draft, or first draft, should not
be considered “untouchable.” Not only may it be incomplete in
some areas, some paragraphs or even sections may ultimately be
discarded. The first draft is primarily to get the information on
paper or on the computer in a logical form. Beck and Mingo (2005)
suggest writing as if you are writing a letter to a friend, and tell the
friend all you know about the topic.
It is important to keep track of sources when writing the
rough draft. Students should be advised to include references in
their first draft; that is always easier than trying to identify quotes
and themes from important sources later. At the very least, writers
should indicate in the rough draft where each reference will be
cited. However, including more complete citations is more efficient
than locating those references later, even if adequate information is
properly recorded on note cards.
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Some revision of the rough draft, and some correction of
major errors, may provide a more readable basis for the true
revision process. However, writers should not confuse the
correction of those major errors with the final editing and
proofreading process, or confuse this “revised” rough draft with a
final product.

Revising and Editing
Once students have readable products, suggest they enlist
the opinions of others. For example, students can ask fellow
students to read the paper and make general comments on logic,
organization, and readability. Instructors may volunteer to read
rough drafts and make suggestions. If you do so, make it very clear
to students that the rough draft will not be graded, and that you
will only be functioning as a guide. After making that promise, it
will be important to resist the temptation to mark spelling and
grammatical errors in the unedited draft.
Inform students that writers can also give themselves good
feedback by rereading their rough draft after some time has
passed. Unclear sections are more obvious after one has forgotten
what comes next. Of course, rushing to complete the paper before
the deadline negates that option. The authors highly recommend
that students use an “Editing Checklist” for self-editing their
research paper. A sample “Research Paper Editing Checklist” is
included as part of the student guide to writing research papers in
appendix 2.
An important part of the revision process is checking for
accuracy. Explain to students that they should revisit the most
important references, or at least the note cards, to make sure
sources were not misquoted or misrepresented.
Advise students that as writers they should evaluate each
paragraph for appropriateness in terms of inclusion, relevance,
and location in the paper. They should ask themselves if
paragraphs can be improved by combining and/or condensing.
Conversely, a rough draft paragraph may include more than one
major idea and need to be separated into two or more paragraphs.
Once the student is satisfied with paragraph organization
and flow, it is time to focus on individual sentences. It is at this
stage that one should examine sentences for standard Edited
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American English usage. Beck and Mingo (2005) list the following
proofreading guidelines:


subjects and verbs agree,



verb tenses are consistent,



pronouns agree with the subjects they substitute,



word choices are clear,



capitalization is correct,



spelling is correct,



punctuation is correct, and



references are cited properly.

Of course, students should analyze each sentence for flow
and readability. Since corrections made when following the editing
guidelines affect flow and readability, these steps need to be
considered together. However, inexperienced writers may need to
evaluate one proofreading guideline at a time to avoid overlooking
errors in one or more categories.
Purdue University has an “online writing laboratory” called
“OWLS.” A site such as this can be helpful in the earlier stages of
the writing process and can be especially beneficial at this point in
writing the research paper.

Citing References
Students should receive clear and complete instruction on
the instructor’s preferences and expectations for citing references.
The most widely used and accepted manner of making citations is
illustrated throughout this training manual.
This manual uses one of the most commonly accepted styles
for educational writing, the Publication Manual of the American
Psychological Association. However there are other publication
manuals that are widely used such the MLA Handbook for Writers
of Research Papers, 6th edition published by the Modern Language
Association of America, the Chicago Manual of Style, 14th edition
published by the University of Chicago Press and the Manual for
Writers of Term Papers, Theses, and Dissertations, 6th edition also
published by the University of Chicago Press. Even though all of
these manuals are similar, they differ in how references are cited.
Most adult high school programs use the MLA style for
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documenting and citing references. It is important for each
program to decide on a style that is to be used for all research
paper assignments and then teach students how to document and
cite works based on that style.
Many adult high school English classes require a “works
cited” section as part of the research paper. The works cited in the
paper are listed in a “works cited” section at the end of the paper.
The paper may also include a reference page and bibliography.
Sources listed in those pages may include, but are not limited to,
works cited. Both the reference page and the bibliography can be
used to identify relevant sources that were researched during the
planning and writing of the research paper, even if those sources
were not cited. The difference between “references” and
“bibliography” is that a true bibliography should only include
books. It is, of course, important for students to be advised
whether the instructor wants to see a “works cited,” a “reference
page,” or a “bibliography” and taught how to meet those
requirements.

Abstracts and Summaries
The requirements for an abstract are conciseness and
brevity. An abstract should include the thesis statement and
provide enough additional information for the reader to make an
informed decision about investing the time to read the entire
paper.
Preparing an abstract is an excellent exercise in
summarizing and condensing information, as well as identifying
important information in the paper. However, the instructor must
weigh the time required for instruction on, and preparation of,
abstracts, in comparison to other instructional needs.
If students are required to prepare an abstract, they should
be given a length limit in terms of the number of words.
Professional organizations have such limits for paper submissions
and presentation proposals; without that guide most writers would
prepare a complete summary rather than an abstract.
In contrast to an abstract, a summary includes all major
points and conclusions of the paper. In most cases, the writer will
not be able to include all such items in an abstract because that
would make it too long. The abstract writer must be selective and
able to refer to multiple points in short statements.
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Avoiding Plagiarism
Students might plagiarize because they do not understand
the rules and procedures for citing references or they might
deliberately copy a paper, particularly from an online source. The
latter type of plagiarism may result in an “F” on the paper or even
in the course, or expulsion from school depending on your school’s
policies and rules. Be sure students understand that plagiarism is
cheating, and that instructors also have access to various search
engines that can quickly locate sources that have been copied or
extensively quoted.
Once the seriousness of plagiarism has been impressed upon
the students, they need guidance on how to avoid “accidental”
plagiarism. The simple rule is that everything must be
paraphrased, reworded, or credited by giving citations. Citing
quotes is an obvious requirement, and other passages should cite
sources when the writer is using someone else’s material for a
main idea. Sometimes, however, the boundaries are unclear to
first-time writers of research papers, so how to avoid plagiarism
through proper citation must be carefully explained and
illustrated. Students need instruction, demonstration, and practice
in citing sources before they begin writing their first research
paper.
Sorenson (1999) says, “In other words, be honest about
where you get your words and ideas and you will never be guilty of
theft” (p. 107). This quote obviously requires credit be given to
Sharon Sorenson by citing her.
Sorenson lists three rules for avoiding plagiarism:
1. Do not use exact words without quotes and a citation.
2. Do not reword a passage without giving credit to the
source.
3. Do not summarize a passage without giving credit to the
source. (p. 108-109)
Hence, the only parts of a research paper that do not require
citations are the words based on the author’s ideas and
interpretations.
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Publication
Writing a research paper requires a lot of time and effort.
The instructor should look for innovative ways to reward students
for that time and effort, especially when they result in a good
product. Seeing their work in print is the most appropriate reward
for students, and one that gives much pride to most adult
students. It can also greatly improve confidence in their own
writing abilities, and inspire them in future writing endeavors.
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Chapter 8
Writing Assessment
“The means used to test students’ writing ability
shapes what they, too, consider writing to be.”

--Conference on College Composition
and Communication

The Adult Basic Skills writing instructor must inspire
students to write, teach writing techniques and skills, and provide
adequate guidance for improving writing skills. Advancement in
writing skills requires patient and dedicated instructor guidance
and is dependent on appropriate and tactful assessment of
students’ writing efforts.

Guidelines for Structuring Assessment
A position statement prepared by the Conference on College
Composition and Communication (CCCC) emphasizes four critical
guidelines for effective assessment of writing:
1. The purposes of assessment should be clearly understood
by all participants.
2. Assessment should be based on a variety of writing
pieces, preferably over a period of time.
3. Assessment should encourage and reinforce good
teaching practices.
4. Assessment should be grounded in the latest research on
language learning.
A major point of emphasis is that “language by definition is
social. Assessment which isolates students and forbids discussion
and feedback from others conflicts with current cognitive and
psychological research about language use …” (1995, p.3). The
authors continually stress the social aspects of writing and
encourage the use of interaction with, and feedback from, peers
during the assessment process.
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The CCCC position statement strongly discourages
assessment based on a single writing sample, as is done with the
GED.
Any individual’s writing ‘ability’ is a sum of a variety of
skills employed in a diversity of contexts, and
individual ability fluctuates unevenly among these
varieties. Consequently, one piece of writing—even if it
is generated under the most desirable conditions—can
never serve as an indicator of overall literacy,
particularly for high stakes decisions. Ideally, such
literacy must be assessed by more than one piece of
writing, in more than one genre, written on different
occasions, for different audiences, and evaluated by
multiple readers. (p. 3)
The authors’ disdain for single writing sample assessment is
illustrated by the following quote:
Essay tests that ask students to form and articulate
opinions about some important issue, for instance,
without time to reflect, to talk to others, to read on the
subject, to revise and so forth—that is, without taking
into account through either appropriate classroom
practice or the assessment process itself—encourage
distorted notions of what writing is. They also
encourage poor teaching and little learning. Even
teachers who recognize and employ the methods used
by real writers in working with students can find their
best efforts undercut by assessments such as these.
(p. 4)
The CCCC position statement continues with a strongly
worded warning about the use of timed writings for assessment
purposes and also discourages multiple choice testing of learning
in a class on writing.
If students are asked to produce ‘good’ writing within a
given period of time, they often conclude that all good
writing is generated within those constraints. If
students are asked to select—in a multiple choice
format—the best grammatical and stylistic choices,
they will conclude that good writing is ‘correct’ writing.
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They will see writing erroneously, as the avoidance of
error; they will think that grammar and style exists
apart from the overall purpose and discourse design.
(p. 4)
How should assessment be structured? The CCCC position
statement encourages portfolio assessment and locally designed
tests. The authors support their recommendation for locally
designed tests by stating the following:
Language is always learned and used most effectively in
environments where it accomplishes something the user
wants to accomplish for particular listeners or readers
within that environment. The assessment of written
literacy must strive to set up writing tasks, therefore,
that identify purposes appropriate to and appealing to
the particular students being tested. Additionally,
assessment must be contextualized in terms of why,
where, and for what purpose it is being undertaken;
this context must also be clear to the students being
assessed and to all others involved. (p. 2)
The position statement concludes with the following warning
about bad assessments.
…poorly designed assessments, and poorly
implemented assessments, can be enormously harmful
because of the power of language; personally, for our
students as human beings; and academically, for our
students as learners, since learning is mediated
through language…Writing assessment that alienates
students from writing is counterproductive, and writing
assessment that fails to take an accurate and valid
measure of their writing even more so. But writing
assessment that encourages students to improve their
facility with the written word, to appreciate their power
with that word and the responsibilities that accompany
such power, and that salutes students’ achievements
as well as guides them, should serve as a crucially
important educational force. (p. 7-8)
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The Assessment Process
There are a variety of good assessment techniques, including
rubrics and portfolio assessment. In addition, Balliro (2004) makes
eight suggestions for the assessment process. A modified version of
those eight suggestions follows.
Make no marks during the first read. The instructor
should read the entire writing piece at least once to gain a sense of
the theme and flow. Markings and corrections should not be made
until the instructor knows what follows and can comment based
on the entire product, including consistency and frequency of a
particular error type and whether problems result from sequence
issues or omissions.
Take time to develop a focus for instructor comments.
Even if it were possible to comment on every error and make every
desirable suggestion, it probably would not be productive to do so.
Overwhelming the writer with a huge number of edits, corrections,
or comments is likely to lead to a sense of hopelessness and
resignation.
Just as focus is an important component of student writing,
so should there be a focus to each assessment. Select the theme of
the assessment comments based on where the student is in terms
of development of writing skills and recent instruction. Since
teaching the student to put thoughts into words in a logical
manner is the first priority of writing instruction, assessment
should not focus on conventions until the writer has learned to
convey meaning.
Focus on mechanics after meaning is clarified. Be selective,
concentrate on subskills that have just been taught, i.e., run-on
sentences, the use of particular punctuation, verb tenses. Maybe
pick 5 spelling errors and have students add them to their
personal spelling journals/folders instead of correcting every
misspelled word. Help students learn to focus their editing using a
checklist similar to the self-editing checklist on page 73. As
students progress with their writing skills, add additional items to
their checklist for self-editing. A similar checklist is also useful for
peer editing.
Remember that the student should revise the writing
product, not the instructor. Instructors must give enough thought
to their questions and comments so that they can briefly, but
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adequately, convey where the student needs to make
improvements.
Highlight the positive. Adult Basic Skills students need
encouragement and praise to develop self-confidence. They may be
too mature to blurt out, “I can’t do anything right!,” but that may
be what they internalize unless they get some positive feedback.
It is best to combine suggestions for improvement with
comments praising some aspect of the writing. This should be done
in a way that will inspire students to seek improvement because
they believe they have some writing abilities on which to build.
Write clear but negotiable rationales. Not only do students
need to understand the reasons for instructor comments, but they
also need to see the rationale for the focus and method of
evaluation employed. Students are likely to question why some
errors were not corrected and why the instructor did not make
more explicit suggestions. One-on-one conferences allow the
instructor to respond to those questions, clarify the suggestions
and comments made during the assessment, and negotiate
revision expectations with the student.
Negotiation means that students have the opportunity to ask
for clarification of both comments and expectations, and to express
concerns about the feedback they are receiving. It is important that
students not leave the conference feeling the assessment was
inadequate, unclear, or unfair, as those feelings would create
roadblocks to future progress. Carefully consider students’
concerns and show flexibility based on their rationales. Letting
students see the instructor as a partner in the goal of becoming
better writers can encourage students to work more diligently while
comfortably seeking instructor input as soon as it is needed.
Create mini-lessons based on shared needs. If multiple
students are making the same type of errors, plan a mini-lesson to
address the problem. The instructor should do explicit teaching
with reinforcement exercises and tell students what improvements
will be looked for in the next writing piece.
The reason for a mini-lesson focus should be made clear to
students. Examples taken from students’ writing products should
be unidentifiable, presented with prior permission, or presented by
the writer. When a writing product can be identified as that of a
particular student, it should only be presented as an example of a
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great product that contains a common error. Students should
believe it was an honor for their work to be selected, not an insult.
Use conferencing for feedback. Conferencing with each
student about each writing product would be very time consuming
and unnecessary. Short one-on-one conferencing with students to
go over a piece of writing or review several pieces of writing would
be well worth the time and effort. Without conferencing, it will be
very difficult to establish a “partner in writing” relationship that
can be so valuable in the student’s writing development.
Conferencing is practically the only way to allow for negotiation of
writing assessments and goals. Conferencing allows the instructor
to be confident that comments and suggestions are adequately
explicit and sufficiently clear and helps students understand their
rationales.
Practice peer-responses. To practice peer-responses have
students exchange pieces of writing, giving specific things to look
for and respond to in their partner’s piece. For example, students
might answer questions such as:


What is most interesting in this piece of writing?



What is hard to understand?



What would you like to know more about?



What questions do you have for the writer?

Such questions put students in the role of readers, not
evaluators, and give additional input for revision. Peer-response is
a skill that needs practice; it may be helpful to model a peerresponse feedback form or conference with two students while
other students observe and give feedback.
Share assessment techniques with other instructors.
Whenever possible, instructors should seek opportunities to
observe other writing instructors and share techniques for writing
assessment. Two writing instructors may want to arrange to
exchange writing products and assessments, and then meet
regularly to share ideas and give feedback to each other.
Instructors may wish to set up an Internet discussion group
or chat room so that writing examples can be posted and discussed
online. Of course, staff development activities, presentations, and
discussions at local, regional, and state workshops and
conferences are also valuable sharing opportunities.
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Portfolio Assessment
There are two potential major benefits for the use of
portfolios. By providing documentation of students’ efforts and
progress, both students and instructors can reference assessment
of previous writing efforts and demonstrated progress.
Improvement in writing skills is most readily obvious when writing
efforts are collected in a single portfolio.
Portfolios are sometimes referred to as “progress portfolios.”
As students enter writing products into their portfolios, they
should add their own reflections similar to those documenting
progress in a journal. In portfolios, students should discuss their
own progress, describe new writing skills as they are developed,
and reflect on what each writing assignment meant to them.
Both student reflections and the ease of comparison to
earlier writing products can be of significant value to the instructor
during the assessment process. Hence, portfolios can be both an
important pedagogical tool and an innovative approach to
assessment.

Using Rubrics to Assess Writing
Rubrics can improve learning and reduce instructor
workload. Those are two pretty strong arguments for the use of
rubrics.
To improve learning, give students the scoring rubric when
the writing assignment is made. Students learn more from writing
exercises when their goals are clarified via a scoring rubric. Using
rubrics to assess writing empowers students, allowing their
learning to become more focused and self-directed. When rubrics
are used, expectations are expressed in clear and concise terms,
thus providing a measure of objectivity and consistency to the
assessment.
Taking the guesswork out of the process that will be used to
determine their grades allows students to focus on the task at
hand. Most importantly, students approach the writing task with
more confidence in their ability to achieve the desired result. Selfconfidence is absolutely vital to student performance. Rubrics
teach students that real learning requires analysis and evaluation
of the effectiveness of their own written work. With the use of
rubrics, students are able to assess their strengths and diagnose
their own needs for improvement.
The instructor can enhance the value of a rubric by advising
students that they will not be scored by ranking them against their
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peers. Using a rubric makes it possible for every student to achieve
the highest score.
Assessing students’ writing using rubrics saves time, makes
scoring easier, and eliminates subjectiveness. There are many
rubrics that can be used to score student writing. Three examples
are provided at the end of this chapter and the GED scoring rubric
is included in appendix 1 along with sample essays for scoring
practice. If you are preparing students for the GED you should use
the GED Scoring Rubric for evaluating their practice essays.
However, if you are teaching pre-GED writing or adult high school
writing you may find it helpful to revise one of the example rubrics
to fit the specific writing project.
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Self-editing Checklist
Read the piece to yourself.
1. Does the piece make sense?
2. Are all the important details included?
3. Are there capitals at the beginning of each sentence?
4. Does every sentence have end punctuation–a period, question mark,
or exclamation point?
5. Are names and proper nouns capitalized?
6. Are paragraphs indented?
7. Are there quotation marks to indicate when someone is speaking or is
quoted?
8. Are there any misspelled words? Use a dictionary to check.
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Stand Alone Paragraph Evaluation Criteria
Use this rubric to evaluate paragraphs that are not part of a longer piece
of writing.
Score
0, 1, or 2

Evaluation Criteria
1. The first, second, or last sentence contains the main ideas
and key words from the question or assigned topic.
2. Paragraph contains one to three explanatory sentences.
3. Paragraph contains 2-4 sentences about specific details.
4. Details are colorful, interesting, and appropriate.
5. Paragraph ends with a good closing sentence that refers
to the main idea without repeating it.
6. Paragraph contains no run-ons or sentence fragments.
7. Paragraph is free of errors in agreement.
A. Subject/verb – singular or plural
B. Pronoun selection correct – singular or plural
C. Pronoun selection correct – subject or object
8. Is free of punctuation errors.
9. Is free of spelling errors.
10. Handwriting is easy to read.

11. What are the strongest points of this paragraph?

12. What should the writer do to make this paragraph better?
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Expository and Persuasive Essay Rubric

6 Points
WOW

5 Points
SOLID

4 Points
COMPETENT

•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

3 Points
UNEVEN

•
•
•
•
•

2 Points
DISJOINTED

•

1 Point
INCOHERENT

•
•
•
•
•
•
•
•

Focused, purposeful and reflects insight
Powerfully organized
Few errors, sentence structure varied
Superior understanding
Elaborate examples
Focused on the topic
Logical progression of ideas
Variation in sentence structure
Mature understanding
Specific details
Focused on topic and includes few, if any, loosely related ideas
Transitional devices strengthen organization
Occasional errors, word choice is adequate
Commonplace understanding
Lacks specificity and support is loosely developed
Focused but may contain ideas that are loosely connected to the
topic
Lacks logical progression of ideas
General conventions are used
Partial/limited understanding
Development of support is uneven
Addresses topic but may lose focus by including extraneous or
loosely related ideas
Includes a beginning, middle, and end, but these elements may be
brief
Errors in basic conventions, but common words are spelled correctly
Definite misunderstanding
Development of support is erratic and nonspecific
Addresses topic but may lose focus by including extraneous or
loosely related ideas
Has an organization pattern, but may lack completeness or closure
Frequent and blatant errors in basic conventions, commonly used
words may be misspelled
Obvious misunderstanding
Little, if any development of the supporting ideas, and the support
may consist of generalizations or fragmentary lists
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Compare/Contrast Essay Scoring Rubric
Rating Scale: 1=very weak, 2=weak, 3=okay, 4=very good, 5=super
Criteria
1

Opening catches
reader’s interest.

2

Thesis states topic
and main idea.

3

Features or subjects
are discussed in the
same order.

4

Order in which
features are
discussed is logical.

5

Specific examples
are used to support
ideas.

6

Wording and ideas
are fresh and
interesting.

7

Compare/contrast
clue words are used.

8

Grammar

9

Spelling

10
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Comments

Capitalization
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Chapter 9
Training and Teaching
Plans
“ABE educators… gain the most from sharing experiences
directly with others, discussing their successes and failures…,
and making sense of new information in concrete terms.
Through these face-to-face interactions, they understand
better the practical applications of what they learn.”

--Adult Basic Education & Professional
Development: Strangers Too Long

This chapter presents research-based training and teaching
plans to emphasize and complement the major writing themes
presented in the first eight chapters of this manual. As is always
the case, knowledge is best understood and interpreted when it
meets the needs of the learner. Our goal is to present adaptable
plans and activities and encourage modification and tailoring that
allows you to best meet your training and instructional needs. A
listing of the activities included in this chapter is on the following
page.
When using these activities in a workshop setting, let
participants know the purpose of the training, “To help you help
students learn how to …” Explain, “I will act as instructor to model
activities so that you experience the benefits of actually taking part
just as if you were a student in the Adult Basic Skills classroom.”
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Training and Teaching Plans
Title

Page

Title

Page

Adjectives to Describe Pictures

79

Movement Sentences

141

Advertising Who I Am

81

Multicultural Awareness

143

All in the Family

85

Noun-Verb Recognition

145

Assessment Through Rewriting

86

Outside Punctuation

147

Building Plural Words

87

Personal Change: Letter to Self

149

Business Letters
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Picture Books to Story Books

150

CHARACTER-istics

93

Pictures Worth a 1000 Words

151

Collaborative Stories

95

Poetic Power

153

Descriptive Writing

97

Points of View

157

Dictionary Word Play

101

Prompted Writing

159

Direct Directions

102

Proof Reading Practice

161

Disappearing Letters

103

Proper Punctuation

163

Embarrassing Moments Narrative

107

RAFTS

165

Emotional Adjectives

111

Said & Asked Synonyms

167

Forms and Personal Information

115

Sensory Sentences

169

Grammar Cards

117

Shopping List

171

Graphic Organizers

119

Special Pieces of Me

172

Hey, Mr. Postman

129

Spontaneous Stories

173

Impromptu Writing

130

Sticky Note-taking

175

In Someone Else’s Shoes

131

Taking Phone Messages

176

Interview Questions

133

Transitioning into Transitions

177

Inviting Invitations

135

Understanding GED Essay Scoring

179

Journaling

137

Writing Research Papers

182

Knowing Ourselves & Others

139

Your Travel Through Time

183
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Adjectives to Describe Pictures
Goals:


Students will learn what an
adjective is and how it can be
used to enhance writing.

Materials


Flip chart
paper



Markers



Scenic pictures



Masking tape

Preparation:


Collect scenic pictures. Old
calendars are good sources for
colorful pictures. You will need
one picture for every 3-5
students.



Mount a picture at the top of
each sheet of flip chart paper
and mount the paper on the wall
making sure there is enough
space for students to stand in front of their picture without
interfering with other groups.



Have a different color marker available for each group.

Procedure:
1. Divide students into groups of 3-5
depending on the number of pictures you
have on the wall.
2. Ask each group to select a writer.
Distribute markers. Emphasize the need
for all students to contribute even though
only one is writing.
3. Explain that students are to make a list of
words that describe what they see in the
picture. These must be single words, not
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phrases, and words can only be used once. For example: use the
word “blue” to describe everything blue in the picture, not “blue
water” and “blue sky.”
4. Allow 5-10 minutes, then have students stop and move to the next
picture. Allow an additional five minutes for students to add words
without duplicating words that are already listed.
5. Continue the rotation until every group has had a chance to work
on every picture.
6. When the lists are complete, review each list with students. Ask
questions such as:
a.

Does the word describe the picture?

b. Is the word listed only once? If not, the second listing is
crossed out.
c.

Is each word a real word or did students make them up?

d. Were some pictures easier to describe than others?
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e.

Ask students to write a story about one of the pictures
without using any of the words on the list.

f.

After 5-10 minutes, ask students to rewrite their story using
the appropriate adjectives from the list.

g.

Allow students to share both stories. Discuss how much
more interesting the stories become when adjectives are
used.
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Advertising Who I Am
Goals:




Students will understand
themselves better through selfreflection.
Students will demonstrate
language skills through writing
and communicating ideas
effectively.

Preparation:


Make copies of the “Who Am I?”
and “My Identity” handouts, one
for each student.



Complete each of the handouts
using your personal descriptions
to share with the students.

Materials


Computers with
Internet access
and word
processing



Handouts: Who
Am I? and My
Identity

Procedure:
1. Begin class by asking students, “How much do you know about
yourself and what others think of you?” Explain that the better a
person knows oneself, the more information one has when it
comes to making life choices about education, career, and family.
Explain that this activity provides an opportunity for self-reflection
and self-exploration.
2. Distribute the “Who Am I?” handout.
3. Share several items from your completed “Who Am I?” handout.
4. Ask students to fill in the first column with descriptions they
would use to answer the question, “Who am I?” When they have
filled in the first column ask them to complete the second column
with words or phrases that classmates and others might use to
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describe them. Students may even want to enlist the help of
classmates to fill in the second column.
5. Explain that we all have many roles in life that help to form our
individual identities. For example, a woman may be a daughter,
mother, worker, English speaker, sister, etc.
6. Distribute the “My Identity” handout.
7. Share your “My Identity” handout.
8. Instruct students to complete the “My Identity” handout.
9. Instruct students to reflect on their completed handouts.
10. Instruct students to write a paragraph that “advertises” them as a
human being. Explain that they should use catchy phrases
and/or other interesting techniques to capture the reader’s
attention. Explain that they should write their “advertisement” so
that after reading the description, the reader would know that
they are someone worth meeting. Students should start with a
topic sentence that catches the audience’s attention and then
support it with details. Tell them to keep the paragraphs to help
them in developing an effective essay later.
11. Allow students to share their “advertisements” with the class.
Emphasize the importance of celebrating diversity among students
and what it means to the class and community.
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Who Am I?
In the first column, list the words or phrases you would use in
answering the question, “Who am I?” In the second column, list words or
phrases classmates or others would use to describe you.

My Description
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My Identity
We all have many different roles in life which help to form our
individual identities. Some of our identities may play a more central role
in our lives than others, and they may change over the course of a
lifetime. For example, you may be a student, mother, daughter,
granddaughter, employee, speaker of French, supervisor, musician,
church leader, etc. Each of our identities gives us social rights as well as
responsibilities. Write as many words as you can around the circle that
describes who you are.

ister

Who are
you?

ife

Answer the following questions.
♦ What are three examples of conflicting demands made by your different
social identities?
♦ In which of your identities do you feel powerful?
♦ In which do you feel powerless?
♦ What gives you a sense of belonging?
♦ What things make you feel excluded?
Adapted from “Who are you?” (1998, February). The Change Agent, 6.
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All in the Family
Goals:


Students will practice writing
names and family relationships.



Students will learn about the
diversity of the members of the
class.

Preparation:


Make a list of family
relationships to use for reference
during class discussion.

Materials


List of family
relations, i.e.,
mother, father,
son, daughter,
brother, sister,
etc.

Procedure:
1. Lead a class discussion on family
relations and the words used to describe the
relationships, i.e., mother, father, brother, sister,
etc.
2. List the words on the board as students identify
different family relationships.
3. Instruct students to list the names and ages of at
least 5 family members, the family members’ relationship to them,
and all naming words that refer to their identity, i.e., wife,
husband, son, daughter, aunt, uncle, Mexican, Caucasian,
refugee, waiter, engineer, nurse, retired, etc.
4. Collect the papers and then distribute them
randomly to students.
5. Ask each student to read the list aloud and make
a guess as to which student the family belongs.
6. Discuss the diversity of class members.
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Assessment Through Rewriting
Goals:


Students will develop the ability
to write a brief summary from
listening to a story.

Materials

Preparation:


Select a short passage, story, or
paragraph that is unfamiliar to
the students.



Short story or
paragraph



Tape recorder

Procedure:
1. Explain to the students that you
are going to read a short passage
aloud and you want them to
listen carefully so they can write
a short summary of the passage.
2. Read the selected passage aloud.
3. Allow time for students to write their summaries of the passage.
4. Allow students to read aloud their summaries.
5. Tape the session for students to review.
6. Discuss how this activity relates to daily
activities, i.e., listening and writing as in
taking phone messages.
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Building Plural Words
Goals:


Students will recognize and use
words correctly according to
rules of grammar.

Preparation:

Materials





3 x 5 index cards
Markers
Handout: Rules …
Reading material,
e.g., newspapers,
magazines, forms,
driver’s license
manuals, etc.



Copy the “Rules for Irregular
Plural Formation of Nouns”
handout, one for each student.



Prepare “grammar cards” by
writing words students would
use in speaking and/or writing
on the index cards. One word per
card. Use both singular and
plural forms of each word.
Prepare at least 12 words, 24 cards per set. Prepare a set of cards
for each group of 4-5 students. You may choose to make all the
sets the same or use different words for each set.



Cut the cards to allow for changes in
spelling when needed. For instance, to
make the plural of baby cut between the
second b and y so the y can be changed
to an i before adding es.



baby
bab

ies

Collect reading materials such as
newspaper and magazine articles,
forms, excerpts from driver’s license manuals, etc. so that each
pair of students has access to at least two different sources of
reading material.

Chapter 9-Training and Teaching Plans

87

Procedure:
1. Distribute the “Rules for Irregular Plural Formation of Nouns”
handout and discuss the rules from the handout.
2. Demonstrate how the word changes when it becomes plural, i.e.,
show a card with the word “baby.” Then cut the “y” off and show
another card with the “i” and “es” to form the plural. Do several
examples: “woman”, cut off the “an”, and add “en” or “child” and
then a card with “ren”.
3. Allow students to form groups. Give each group a set of grammar
cards. Allow students to arrange the cards to see how many
singular words they can form. Then have them make each of the
words plural using the cards.
4. Answer any questions students may have about the rules and how
you change a word from singular to plural.
5. Allow students to form pairs and distribute reading material to
each pair.
6. Ask students to find original words in reading
material that demonstrate either the singular
or plural of a word and then rewrite the
sentence changing the word, e.g., if singular
make it plural, if plural, make it singular.
Advise students to be aware of other changes
that might be needed within the sentence.
7. Allow each student to share (read aloud) the original sentence and
then how he/she reworded the sentence.

Adaptations:
Select grammar rules and words that fall into the various
categories such as irregular verbs, comparative adjectives, reflexive
pronouns, common prefixes and suffixes, possessives, or contractions.
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Rules for Irregular Plural Formation of Nouns
The majority of nouns in English spell their plural by simply
adding a final -s. Nouns that are noncount or abstract (e.g., cheese,
sugar, honesty, intelligence) generally take a singular verb, but in
some instances can be plural, in which case they follow the rules for
plural based on their spelling. Some categories of words are only plural,
even though their spelling does not reflect this. They are included in a
list at the end of this handout. For irregular count nouns and nouns that
have been borrowed from other languages, the rules are as follows:

Variations of the final -s rule:
 Nouns that end with -s, -z, -x, -sh, -ch
Add -es
glass/glasses, box/boxes, bush/bushes, switch/switches
 Nouns that end in -o
Add -es
potato/potatoes, echo/echoes, hero/heroes
exceptions: studio/studios, piano/pianos, zoo/zoos,
kangaroo/kangaroos
either: buffalo/buffalo(e)s, cargo/cargo(e)s, motto/motto(e)s,
volcano/volcano(e)s
 Nouns that end in a consonant + -y
Change -y to -i and add -es
baby/babies, spy/spies, poppy/poppies
 Nouns that end in -f, or -fe
Change the -f to -v and add -es
shelf/shelves, wolf/wolves, knife/knives, wife/wives
 Singular ends in -is
Plural ends in -es
analysis/analyses, basis/bases
 Singular ends in -um
Plural ends in -a
datum/data, curriculum/curricula
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 Singular ends in -on
Plural ends in -a
criterion/criteria, phenomenon/phenomena
 Singular ends in -a
Plural ends in -ae
formula/formulae, antenna/antennae
 Singular ends in -ex or -ix
Plural ends in -ices
appendix/appendices, index/indices
 Singular ends in -us
Plural ends in -i
focus/foci, stimulus/stimuli
 Singular ends in -us
Plural ends in -a
corpus/corpora, genus/genera
 Singular ends in -eau
Plural ends in -x
bureau/bureaux, beau/beaux

Nouns that have only a plural form and so take a plural verb:
 Things that come in pairs
Tools: glasses, scissors, binoculars, forceps, tongs, tweezers
Clothes: jeans, pants, pajamas, shorts, trousers
 Nouns that end in -s but have no singular (aggregate nouns)
accommodations, amends, archives, arms (weapons), bowels,
intestines, brains (intellect), clothes, communications,
congratulations, contents, stairs, thanks, goods
 Nouns that are plural but do not end in -s
people, police, cattle, women, men
This handout was adapted from: Byrd, P. Rules for irregular plural formation of nouns. Retrieved on
December 16, 2005 from Web site: http://www2.gsu.edu/~wwwesl/egw/pluralsn.htm
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Business Letters
Goals:


Students will analyze the
components of a business letter.



Students will recognize and
create effective business letters.

Materials


Sample business
letters (different
styles and
formats)

Preparation:


Collect several different business
letters and several classified ads
for employment.





Make copies of the “Writing
Effective Business Letters”
handout, one for each student.

Handout:
Writing Effective
Business Letters



Classified ads

Procedure:
1. Discuss the importance of business letters, both sent and received,
and the times when it is necessary to write business letters. For
example, to answer an ad, to request something, to give
information, or to respond to a request.
2. Distribute the “Writing Effective Business Letters” handout and a
sample business letter to each student. Allow students to discuss,
analyze, and compare the components, styles, and format of
business letters with peers.
3. Distribute a classified ad to each student or group of students.
Instruct students to write a response to the ad using the proper
components of a business letter. Students may
change their identity when writing their letters.
4. Allow students to evaluate their peers’ letters,
making suggestions for improvement.
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Writing Effective Business Letters
The appearance and layout of business letters determines the impression
your letter makes. Most companies have a standardized format that all letters
must follow. Your business letter should be consistent since consistency is
important for the reader.

Basic Components
Heading: For personal business correspondence you may want to create your
own letterhead.
Date: The month, day, and year is the first line.
Inside Address: Consists of the title (Mr. Mrs. Ms. Miss), the name of the person
to whom you are writing, that person’s business title, the name of the company,
and the company’s complete address.
Subject Line: This is an optional feature to inform the reader what is covered in
the letter. (Re: Letter of Intent)
Salutation: This is the greeting to the recipient (Dear Mr., Mrs., Ms., Miss ...)
Body: This is the text of your letter. Paragraphs are in block style, no indent.
Complimentary Close: Appears after the body. (Very truly yours, or Sincerely,)
Signature: The writer’s typewritten name and title are four spaces below the
close. The writer signs between the close and the typewritten name.

Informal or Formal
Informal: Personal letters are written using an informal style similar to the way
we talk, thus putting the reader more at ease. Informal style is only appropriate
when you have developed a close working relationship with the individual.

Dear Beck,
Thanks for the invitation to lunch. I’ll have to take a rain check since I’m
going out of town next week. I’ll call you when I get back.
Formal: This is the most appropriate style for most business letters. Formal does
not mean distant and unfriendly; business letters can be very warm but in a tone
of respect and professional courtesy.

Dear Rebecca:
I regret that I must decline your invitation to lunch next week. I will be out of
town all week. Upon my return, I will contact you so we can set something up
for that week.
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CHARACTER-istics
Goals:


Students will “build” a character
by writing the characteristics of a
character.

Preparation:


Make copies of the “CHARACTERistics” handout.

Materials


Dry erase board
or flip chart



Handout:
CHARACTER-istics

Procedure:
1. Allow students to brainstorm
characters they have read about.
Discuss some of these
characters’ characteristics. List
on board or flip chart.
2. Distribute the “CHARACTER-istics” handout.
3. Instruct students to identify a character, real or fictional, that they
would like to use as a main character in a story.
4. Once students have identified their character, instruct them to
complete the handout noting all of their character’s characteristics.
5. Allow students to describe their character to the
class.
6. Discuss how this activity would help when they
write a story with their character as the main
character in the story.
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CHARACTER-istics
Fill in the table below with your character’s characteristics.
1. Name:
2. Gender:
3. Age:
4. Clothes:
5. Shoes:
6. Jewelry:
7. Favorite Food:

8. Favorite Music:

9. Favorite TV Program:

10. Favorite Movie:

11. Favorite Book:

12. Favorite Animal:

13. Favorite Car:

14. Favorite Color:

15. Favorite Activity to do Alone:
16. Favorite Activity to do with Friends:
17. Favorite Sport to Play:

18. Favorite Sport to Watch:

19. Wants to Be:

20. One Wish:

21. One Secret:

22. Most Afraid of:

23. Describe Personality:
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Collaborative Stories
Goals:


Students will be able to sequence
events as they write a story.



Students will use communication
skills, i.e., reading, writing,
speaking, and listening.

Preparation:


You will need 1-2 sheets of flip
chart paper and one marker for
each group of 3-5 students.



Make a copy of the “Story
Beginnings” and cut them apart.

Materials


Flip chart paper



Markers



List of Story
Beginnings

Procedure:
1. Discuss with students what makes a good story, i.e., beginnings,
endings, characters, settings, events, etc.
2. Allow students to form small groups. Explain that the project today
is for each group to write a collaborative story.
3. Give each group flip chart paper, a marker, and a story beginning.
4. Advise students that they may want to brainstorm story ideas
before they begin writing.
5. Each group collaboratively writes a story and then
reads it aloud to the class.
6. Ask students to describe how the sequence of their
stories developed and to discuss how they felt
while they were creating the stories.
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Story Beginnings
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I could tell it was going to be a terrible, horrible,
no-good day…



It was a beautiful sunny day…



It isn’t fair my brother…



The door burst open…



My friend and I went shopping…



I went to sleep with gum in my mouth…



We were all sitting around the kitchen table…



It was a hot and stormy night….



When I was a young child…



The worst thing that ever happened …



It was a great vacation until…



During the middle of the night…
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Descriptive Writing
Goals:




Students will learn and apply
techniques for writing descriptive
essays.
Students will write a descriptive
essay to share with the class.

Preparation:


Make copies of the “Descriptive
Writing Tips” and the
“Descriptive Writing Topic Ideas”
handouts for each student.

Materials


Handouts:
Descriptive
Writing Tips and
Descriptive
Writing Topic
Ideas

Procedure:
1. Discuss with students their ideas about descriptive writing and
when descriptive writing is used in real life.
2. Distribute and discuss the “Descriptive Writing Tips” handout.
3. Distribute the “Descriptive Writing Topic Ideas” handout. Allow
students to select a topic and write a descriptive essay based on
their topic selection. Remind students to use the “Descriptive
Writing Tips” handout as a guide.
4. Allow students to share their rough draft with a peer and revise
their essay based on peer feedback.
5. When essays are complete, allow students to
share their essay. If there is not enough time
for each student to read their essay aloud
consider posting the essays on a bulletin
board so students can read them as time
permits.

Chapter 9-Training and Teaching Plans

97

Descriptive Writing Tips
Descriptive writing portrays people, places, things, moments, and
theories with enough vivid detail to help the reader create a mental
picture. Take the topic or object that you are going to write about and
picture it in your mind. Look very carefully at what's happening around
you. Take note of "who," "what," "when," "where," "how," and "why."
Write simply, but describe in detail exactly what you see, feel,
hear, smell, taste, and so on. Be specific when you write.
Good descriptive writing depends heavily on observing and
recollecting vivid moments. As you observe an event, write down
everything that you observed. Push yourself to remember as many details
as you can. It may help to close your eyes and bring yourself back to that
earlier moment.
Remember, you are the writer who observes — you see the people
and the scenes. You have the power of the word and can shape the
images that you present. Draw upon your knowledge of facts, your
memories, and your imagination; that is, think of these three as "The
Known," "The Remembered," and "The Imagined."
Be sure that each word or phrase you use is exactly the way you
want to say it. Everything you write is important so be sure that it is the
best it can be.
Vary the way you begin your sentences so that they do not all
sound exactly the same. For example, don't start every sentence with
"Then" or "So." Avoid sentences like this: "Then I did my homework. Then
I ate dinner. Then I went to bed." Start sentences with transition words
like "After," "Next," and "Finally" to make sentences more direct and more
interesting. For example, "I did my homework. After that I ate my dinner.
Finally, I went to bed."
Be specific. Describe exactly what you observe so that the reader
can see what you see. Adverbs and adjectives help bring descriptive
writing to life.
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Use a thesaurus to find new and specific words. For example,
instead of the word house, a thesaurus may suggest more specific ideas
such as home, cabin, mansion, cottage, etc.
Revise your descriptive writing. Read your writing to yourself or to
a friend. Did you include enough detail? Were you specific in your
descriptions? Do you like what you've written? Is there something you
think could be better?

Ideas to Consider as You Write Your Descriptive Essay
Think of an instance that you want to describe. Before you begin
writing the first draft of your descriptive essay, generate ideas for your
essay by answering the following questions:
1.

Why is this particular instance important?

2.

What were you doing?

3.

What other things were happening around you? Is there anything
specific that stands out in your mind?

4.

Where were objects located in relation to where you were?

5.

How did the surroundings remind you of other places you have
been?

6.

What sights, smells, sounds, and tastes were in the air?

7.

Did the sights, smells, sounds, and tastes remind you of
anything?

8.

What were you feeling at that time?

9.

Has there been an instance in which you have felt this way
before?

10. What do you want the reader to feel after reading the essay?
11. What types of words and images can convey this feeling?
12. Can you think of another situation that was similar to the one
you are writing about? How can it help explain what you are
writing about?
13. Is there enough detail in your essay to create a mental image for
the reader?
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Descriptive Writing Topic Ideas
Describe yourself: who are you? Make a list of all the qualities
that describe who you are. Are you:


a student? a musician? an athlete?



friendly? outgoing?



serious? happy?

Come up with a list of five to ten qualities. Understanding who you are
will make it easier for you to describe yourself in an essay.
Observe and describe an event from your world. Think and write
about an event — for example, your grandmother’s birthday party, your
last birthday, a vacation, a trip to the zoo, a job interview, your first day
in class, etc. As the event unfolds, concentrate on what happens not only
to you but around you. Record in your memory the details of what you
experience. Here are some questions to ask:


What do you see?



What can you hear — voices? music?



What can you smell?



What do you taste?



How does the place feel — temperature, textures, etc.?



How do you feel — excited? scared? happy? sad?



What are you thinking?

Fiction sometimes plays a role in descriptive writing. As you
describe an event, you may observe someone who is unfamiliar but
whom you want to write about. In order to describe this person, you will
need to use your imagination.

Adapted/retrieved from Literacy Education Online Descriptive Essays Web site:
http://leo.stcloudstate.edu/acadwrite/descriptive.html and Scholastic Descriptive Writing with
Virginia Hamilton Web site: http://teacher.scholastic.com/writewit/diary/
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Dictionary Word Play
Goals:


Students will increase their
vocabulary and practice using a
dictionary.

Preparation:


Materials


Dictionaries



Index cards

Have dictionaries and index
cards available for each student
or group of students.

Procedure:
1. Distribute dictionaries and index
cards.
2. Allow students to form triads.
Advise students to look through the dictionary and find a word
whose meaning they believe no other student knows.
3. A student reads a word aloud and spells it for the group. Each
student within the group writes the word on an index card and
then writes a definition for the word that they believe would be
plausible enough to go into the dictionary. The student who found
the word writes down a correct definition. Continue until all
students find a word.
4. Allow groups to choose a word and definitions to read aloud. As
cards are read, students vote on which definition they believe is
correct. Students who guess correctly get a point.
5. Continue the game until groups have had equal
chances to read aloud. The student with the
most points is the winner.
6. Collect cards to play the game another day.
Continue playing until students know the words
and correct definitions.
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Direct Directions
Goals:


Students will write directions
between two familiar places.



Students will apply their
knowledge of map reading.



Students will write accurate
directions between two cities.

Materials


Road maps

Preparation:


Have road maps available for
each group of students.

Procedure:
1. Allow students to form triads.
Ask each triad to write directions from the school to a grocery
store, library, or other well-known destination. You may want to
assign destinations.
2. Students may use landmarks if they cannot remember the street
names.
3. After the directions are written, allow each triad to read their
directions aloud. Students decide if the directions read are clear
and concise. Students discuss how to make the directions clearer
and more concise.
4. Distribute road maps. Instruct each group to use what they have
learned about writing directions to write directions
between two destinations that would require the
use of at least three different roads/highways.
5. Allow groups to share their destinations and
directions and check the maps to see if they agree
with the directions.
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Disappearing Letters
Goals:


Students will increase written
vocabulary and spelling using
words needed to function in daily
life.

Preparation:


Materials


Chalk or dry
erase board



Word List

Choose words from the “Word
List” (or make a list) so that the
words taught best fit the needs of
your students.

Procedure:
1. Advise students that this activity
will help them learn to write and
spell words often needed to function in daily life.
2. Write the word “name” on the board. Ask students to pronounce
and spell the word. Point out each letter as the students spell the
word.
3. Write the word again but with one letter missing replaced by a
blank that the students fill in, i.e., __ a m e.
4. Keep writing the word and adding blanks until the students are
spelling the entire word, i.e., n a __ e, n __ m __, __ __ __ __.
5. As you write words on the board ask students to write the words
on their paper.
6. After modeling several examples, ask student volunteers to “teach”
some of the words by writing the words on the board.
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Adaptation:


Select a group of survival words to introduce to the students.



Have the students write the words on cards, one word per card.



Ask students to find where each word is used in the environment
and bring in examples.



Have students write sentences using the survival words.



Each week select a new group of survival words on which to focus.
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Word List
Appointment Cards
appointment
canceling
date
doctor
fee
penalty
reschedule
salon
service
time

Bank Statements
account number
ATM
check/debit
credit
deposit
financial institution
service fee
transaction
withdrawal

Coupons
cash value
double
duplicate
expires
face value
layaways
restrictions
return policy
valid

Menus
appetizers
beverages
carry-out
combo meal
dessert
entree
gratuity
main dish
toppings
variety

Applications
address
annual fee
annual percentage
rate
education
employer
fax number
income
name
phone number
occupation
personal
references
residence
SSN
zip code

Bills
account balance
amount enclosed
billing date
billing period
credit limit
credits
finance charges
payment due
purchases
statement

Gift Certificates
dine-in
excludes
issued
purchase date
redeemed
valid
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Receipts
amount due
item
price
quantity
subtotal
tax
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Recipes
blend
coat
combine
dices
drained
granulated
grease
ingredients
lean
minced
preheat
seasoning
seeded
simmer

Places/Things/Signs
airport
bank
doctor
emergency
fire station
grocery
headache
hospital
lawyer
pharmacy
police station
post office
restaurant
school
telephone
television

Order Forms
bill orders to
customer service
enclose
item description
money order
newsstand
payment
quality
sales tax
service representative
ship orders to
shipping
size
subscription

Product/Prescription
Labels
allergic
dosage
eliminate
exceed
external
fatal
flammable
fragrance
ingestion
internal
medication
nausea
overdose
physician
precautions
prescription
refills
side effects
stomachache
symptoms

Newspaper
Advertisements
accessories
buffet
commercial
discount
edging
financing available
free estimates
free local delivery
landscaping
limitations
pesticides
pruning
reservations
residential
seasonal

Classified
Advertisements
all-wheel drive
applications
apply in person
automatic
benefits
best offer
cruise control
experience required
full bath
full-time
furnished/unfurnished
good condition
lease
paid vacation
part-time
referrals
rent
utilities included
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Embarrassing Moments Narrative
Goals:


Students will learn how to write
narrative stories in the 3rd
person.

Preparation:


Write a story about an
embarrassing moment in your
life that you are willing to share
with your students.



Make copies of the “Personal
Narrative Think Sheet” and the
“Personal Narrative Edit Sheet,”
one for each student.

Materials


Handouts:
Personal
Narrative Think
Sheet and
Personal
Narrative Edit
Sheet

Procedure:
1. Share story about your embarrassing moment.
2. Distribute the “Personal Narrative Think Sheet” handout. Discuss
the different parts of the handout. Have students answer the
questions from the handout aloud using your story. You may need
to read your story again.
3. Review with students what it means to write in the 3rd person.
4. Ask students to think about an embarrassing moment they have
experienced. Then suggest they write answers to each of the
questions on the handout to help them remember the details of
their most embarrassing moment before they begin to write their
first draft.
5. Instruct students to write a first draft about their embarrassing
moment using the 3rd person.
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6. Distribute the “Personal Narrative Edit Sheet” handout. Advise
students to use the top part of the handout to self-edit their story
and then have a peer use the bottom part to edit the same story.
7. Instruct students to write a final story based on the suggestions
from the “Personal Narrative Edit Sheet.”
8. Allow volunteers to share their stories with the class.
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Personal Narrative Think Sheet
Topic: ____________________________________
1. Search all memories:
The time when…
The time when…
The time

The time when…

The time
when…

The time
when…

when…

2. Choose one story to tell and play it in your mind (like a video).
Where did it happen?

Who was there?

What did I see?

What did I hear?

What happened?

What were my feelings?

How did it end?

Why do I remember this? Why is it important?

Adapted from: Isaacson, S. (2004). Instruction that helps students meet state standards in writing. Exceptionality,
12(1), p. 44.
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Personal Narrative Edit Sheet
Author: ______________________________
1.

Does my story tell what happened to me?

yes

fix

2.

Does it focus on one interesting event?

yes

fix

3.

Do I tell everything in the order that it happened?

yes

fix

4.

Do I use details that help the reader “see” the action?

yes

fix

5.

yes

fix

6.

Do I tell why I remember it or what I learned?
One thing the reader will like about the story:

7.

One thing I could do to make it better:

Editor: _______________________________
1.

Does the story tell what happened to the author?

yes

fix

2.

Does it focus on one interesting event?

yes

fix

3.

Does the author tell everything in the order that it happened?

yes

fix

4.

Does the author use details that help you “see” the action?

yes

fix

5.

Does the author tell why he/she remembers it or what was learned?

yes

fix

6.

One thing you like about the story:

7.

One thing the author could do to make it better:

Adapted from: Isaacson, S. (2004). Instruction that helps students meet state standards in writing. Exceptionality,
12(1), p. 46.
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Emotional Adjectives
Goals:


Students will be able to develop
sentences using adjectives and
produce collaborative text.

Materials


Preparation:


Handout:
Emotions

Make copies of the “Emotions”
handout, one for each student.

Procedure:
1. Discuss adjectives and their use
with the class to be sure all
students have a general
understanding of what an adjective is. During the discussion, list
examples of adjectives on the board.
2. Allow students to form pairs or triads.
3. Distribute the “Emotions” handout. Instruct students to work
collaboratively with their partner (or group) to label each face using
one or two adjectives to describe the emotion portrayed. Suggest
that they try not to duplicate adjectives from face to face.
4. Allow students to share the adjectives they chose to use for the
different faces.
5. Instruct students to suggest an
opening line for a short story using
one or more adjectives from the
faces. Write the ideas on the
board.
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6. Ask each pair (or group) of students to create a story using several
of the adjectives they used to describe the faces. The story may be
fictional or non-fictional.
7. Allow students to share their stories with the class.

Adaptation
Using the “opening lines” generated by students in step 5 above
allow students to add new sentences, one at a time, using one of the
adjectives from the “Emotions” handout. Allow students to read aloud
what the class has collaboratively written.

Adapted from Teaching Writing… Retrieved on January 17, 2006 from the National Institute of Adult Continuing
Education (England and Whales) Web site: http://www.niace.org.uk/ALW/WriteWhereYouAre/Starting.htm
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Emotions
List one or two adjectives to describe the emotion shown in each of the
faces. Use different adjectives to describe each face.

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________
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Emotions continued …

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________

____________________

_________________

_________________
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____________________

_________________

____________________

_________________
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Forms and Personal Information
Goals:


Students will be able to complete
personal information forms.

Materials
Preparation:




Make copies of the “Personal
Information” handout, one form for
each student. Note that there are
two forms per page.



Handout:
Personal
Information



Additional forms
for practice

Collect copies of other forms
(applications, W-2 forms, voter
registration forms, order forms, etc.)
that students can use for practice in
learning to fill out forms.

Procedure:
1. Explain the importance of being able to fill out forms accurately
and legibly.
2. Distribute the “Personal Information” handout.
3. Complete each part of the form together as a class. Discuss what
information should be written in each area. Discuss special
instructions such as “print.”
4. Distribute other forms for students to use as practice. Allow time
for each student to fill in at least one additional form.
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Personal Information
Please print all information:
Name: ___________________________________ Phone: _________________
Last

First

MI

Home Address: Street _____________________________________________
_____________________

________________

City

State

Date of Birth: ______________________
Marital Status:

____________________

Single [ ]

Zip Code
Sex:

Married [ ]

Male [ ]

Divorced [ ]

Female [ ]

Widowed [ ]

Emergency Contact Name: __________________________________________
Relationship: ___________________________ Phone: ___________________
Children’s Names and Ages _________________________________________
________________________________________________________________

Personal Information
Please print all information:
Name: ___________________________________ Phone: _________________
Last

First

MI

Home Address: Street _____________________________________________
_____________________
City

________________
State

Date of Birth: ______________________
Marital Status:

____________________

Single [ ]

Zip Code
Sex:

Married [ ]

Male [ ]

Divorced [ ]

Female [ ]

Widowed [ ]

Emergency Contact Name: __________________________________________
Relationship: ___________________________ Phone: ___________________
Children’s Names and Ages _________________________________________
________________________________________________________________
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Grammar Cards
Goals:


Students will know the parts of
speech.



Students will discover what they
know about sentence structure.

Materials


Card stock –
nine different
colors



Tables where
students can
work in groups



White board and
markers

Preparation:


Make the grammar cards
according to the instructions on
the following page. You will need
a set of cards for each group of
two to four students.

Procedure:
1. Discuss the different parts of speech. List the parts of speech on
the board with examples.
2. Have students form small groups (2-4 students per group).
3. Distribute one set of grammar cards to each group.
4. Instruct students to look at the cards and identify the color for
each part of speech. For example: the blue cards are nouns, the
red cards are verbs, etc.
5. Have students put aside all cards except the nouns, verbs, and
adjectives which students should place face up on the table.
6. Advise each student to take one card of each color (one noun, one
verb, one adjective) and put the cards in an order that makes the
most sense. For example: student
was big, egg is happy, families would
slow.
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7. Ask students to read their “sentences.” Discuss if the statement
makes sense. Even if it does not make sense, is it grammatically
correct? What could be done to make it correct?
8. Add additional parts of speech as students are ready and repeat
steps 4-6.

Grammar Cards
Make individual cards containing each of the following words.
Depending on class size you may use more or less words or choose
different words. Use a different color card stock for each of the nine
categories. Cards that are about 3-inches tall by 2-inches wide work well.
1. Nouns – student, students, teacher, teachers, paper, papers,
pencil, pencils, family, families, baby, babies, apple, apples, egg,
eggs, man, men, woman, women, child, children, person, people
2. Verbs – am, are, is, was, were, has, had, have, having, will have,
will be, can, could, should, shall, will, would, need, needs, needed,
want, wants
3. Adjectives – small, big, young, old, fast, slow, sad, happy, loud,
quiet, hard, soft, many, few, good, bad, their, our, your, my, her,
his
4. Pronouns – I, we, you, they, he, she, it
5. Adverbs – loudly, softly, slowly, quickly, happily, sadly, rarely,
usually, never, always, sometimes, recently, tomorrow, yesterday,
twice, once
6. Conjunctions – and, or, unless, until, but, so, after, before
7. Prepositions – on, in, over, under, at, between, to, by
8. Interjections – good grief, ouch, wow, hello, help, super, oh,
hooray
9. Punctuation and Articles – a, an, the, period (.), comma (,),
question mark (?), exclamation point (!)
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Graphic Organizers
Goals:


Students will be able to use
graphic organizers to brainstorm
topics and ideas for writing and
help organize their writing piece.

Preparation:


Choose a graphic organizer to
demonstrate and make copies,
one for each student.



Make a transparency of the
chosen graphic organizer.

Materials


Graphic
Organizers



Overhead
projector

Procedure:
1. Explain the graphic organizer and how it can be used to improve
writing.
2. Demonstrate how to complete the graphic organizer using the
transparency.
3. Distribute an organizer to each student.
4. If needed (based on the type of organizer), brainstorm topics that
students may use to complete their organizer.
5. Allow time for students to complete the organizer.
6. Allow students to share their organizers.
7. Repeat using a different organizer for each
lesson until students have exposure to several
different organizers and understand how
organizers can help them to organize their
thoughts before writing.
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Typical-Unusual T-Chart
Good writing comes from life experience and the life experiences we know
best are the typical things we do every day and the unusual things that
happen to us maybe only once or twice in our lifetime.

Typical

Unusual

Regular, Everyday Experiences
Sometimes the little things in life
make the best topics for writing.

Out-of-the-Ordinary Experiences
Think of the highs and lows in your life,
the times that aren’t like all the others.

Adapted from: Peha, Steve. Teaching That Makes Sense, Inc. Web site: www.ttms.org
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Fun-Have To T-Chart
Good writing comes from strong feelings…and strong feelings come from
things we do that are fun and things we do because we “have to.” Make a
list of things you really like and things you may not like, but have to do.
Each topic will be something you have a lot to write about.

Fun

Have To

Things You Do for Fun!

Things You Do Because You Have To!

Adapted from: Peha, Steve. Teaching That Makes Sense, Inc. Web site: www.ttms.org
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Regret-Proud of T-Chart
Good writing comes from strong feelings…and
strong feelings come from things we are proud of
and things we regret. Make a list of things in your
life you are really proud of and things in your life
you really regret.

Things I’m Proud Of!

Things I Regret!

Adapted from: Peha, Steve. Teaching That Makes Sense, Inc. Web site: www.ttms.org
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Mind Map
Use the map below to brainstorm a topic. Add additional “spokes” as needed.
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Spider Map
Use the spider map below to analyze a topic.

_________________
______________

_____________
_____________________________

________________________

_____________

_________________
___________________

______________________________
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Story Map
Title __________________________________________________________________

Setting

Characters _____________________________ _____________________________
_____________________________ _____________________________
_____________________________ _____________________________

Problem

Event 1 _______________________________________________________________
Event 2 _______________________________________________________________
Event 3 _______________________________________________________________
Event 4 _______________________________________________________________
Event 5 _______________________________________________________________

Solution
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Series of Events

Initiating
Event

⇓
Event 2

⇓
Event 3

⇓
Event 4

⇓
Final
Outcome
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Venn Diagram
Use the diagram below to classify or compare and contrast a topic.
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Life Map
Make a list of life events you consider significant. Choose the eight most
significant events to use in the “Life Map” graphic below. Add an event and a
brief description of its significance to each area of the map.

Begin
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Hey, Mr. Postman
Goals:


Students will demonstrate the
correct way to address an
envelope.

Materials


Envelopes –
different sizes



List of addresses

Preparation:


Collect different size envelopes so
that each student can address
several of them.



Make a list of addresses for local
business and/or community
leaders. Make several copies so
students will have access to
addresses during class.

Procedure:
1. Demonstrate the correct way to address
an envelope. Be sure to inform students
that incorrectly addressed envelopes may
not be delivered by the postal service.
2. Distribute envelopes, several for each
student.
3. Instruct students to address the first
envelope as if it was going to be sent to one
of their peers and to address the second
envelope to you at your work address.
4. Have students practice properly addressing
other envelopes to addresses from the list
provided.
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Impromptu Writing
Goals:




Students will be able to write an
impromptu paper on a real world
event.
Students will understand the
importance of writing impromptu
papers.

Preparation:


Record three short (1 minute or
less) current event video clips
from a television news program.



Have the necessary equipment
available to show the video clip
during class.

Materials


Video clips of
current events
from television
news programs



Equipment to
show video clips

Procedure:
1. Prior to showing the video clips, explain to students that you are
going to show them three video clips from a recent
television news program. Advise students to listen
carefully to the events because they are going to
select one event and write a paragraph about the
event. Discuss the different types of paragraphs
they may choose to write, e.g., summary, opinion,
compare/contrast, etc.
2. Show the video clips.
3. Allow 10-15 minutes for students to write their
paragraphs.
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In Someone Else’s Shoes
Goals:


Students will learn to become
better observers, understand
different perspectives, and write
from different points of view.

Preparation:


Classroom with room for
students to move around.

Materials


A heavy book



Large classroom



Dry erase board



Dry erase markers

Procedure:
1. Ask students to list different
“types” of people they might see
at a fair (families, clowns,
vendors, security guards, couples, ride
operators, etc.). List on board.
2. Ask students to each pick a character and to
verbalize what that character may be doing
at the fair.
3. Adjust the room to accommodate the
movement and instruct the students to
simulate their characters at the fair.
4. After the students have been involved in
their role-play for about 5 minutes or
completely absorbed in what they are doing,
drop the heavy book on the floor. Explain to
the students that an explosion has just
occurred.
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5. Instruct the students to return to their desk and write what
happened before, during, and after the explosion from their
character’s point of view.
6. After the students have been writing for about 10-15 minutes, ask
the students to form groups of 4 and read their stories to each
other.
7. Ask each group to pick the most effective author from their group,
then select a person from the group to interview that author or
character.
8. Stage interviews with the selected authors from the group and ask
them to return to their role and act as they did in their writing,
answering the interviewer’s questions according to how that
character would react. Note: You may need to allow time for each
group to brainstorm questions for the interviewer to ask based on
the character being interviewed prior to the actual interview.
9. Ask students why there were so many different stories about the
same event. Discuss how writers bring their own perspective or
voice to make their writings unique.

Adapted from: Kurilec, J. (1997). Academy curricular exchange language arts lessons. Retrieved
on December 16, 2005 from the Organization for Community Networks Web site:
http://ofcn.org/cyber.serv/academy/ace/lang/inter.html
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Interview Questions
Goals:


Students will be able to write
interview questions, take notes
and write newspaper articles.


Preparation:


Materials

Identify a community member
who would be willing to come to
the class to be interviewed.

Community
member to visit
the class

Procedure:
1. Explain to your students the
importance of the interviewing
process and the importance of
preparing good interview questions prior to actually conducting an
interview. Use suggestions from the “Writing Good Interview
Questions” page included with this plan.
2. Advise students that you have invited a (doctor, lawyer, nurse,
policeman, etc.) to visit the class in a few days and that you want
them to prepare a list of interview questions to ask that person so
they can write a feature story for the local newspaper.
3. Allow students to brainstorm questions and decide upon which
questions would be most appropriate to ask. Be sure to have
enough questions so that each student asks at least one during
the interview. You may want to provide the class a handout with
all the questions prior to the actual interview.
4. On the day the community member visits, explain
the importance of taking good notes during an
interview. Advise students that everyone should
take notes on all questions. Have the class write a
newspaper article based on the interview.
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Writing Good Interview Questions
The key to writing a good article is having good material to work with, and
the key to getting good material is asking good questions. Have students work
individually or in small groups to come up with questions to ask. Then you might
set aside a time for students to share the questions they create. Discuss the
questions that are most interesting, and why those questions are interesting. By
talking about and discussing the questions students can think critically about the
reasons for asking questions and about the questions that might result in the
most interesting responses. After discussing what makes questions good,
students create their final question sheet, which should include at least one
question for each student to ask. Questions to consider might include:


Why did you choose this career?



What was the happiest time in your life?



What are the most significant ways in which the world has changed since
you were a student my age?



What technological advance has most surprised you?



What one or two things have changed little or not at all since you were a
student?



What is the most significant political event you have witnessed?



What did you do for fun as a child?



What is the most important lesson you've learned in your life? How did you
learn it?
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Inviting Invitations
Goals:


Students will be able to
demonstrate proper etiquette for
writing invitations.



Students will know how to write
formal, informal, business, and
personal invitations.



Students will know how to
properly address envelopes.

Materials


Invitation
samples



Paper to use for
invitations



Envelopes

Preparation:


Collect sample invitations, i.e.,
formal, informal, business, and
personal.



Collect paper for students to use
in writing their invitations. Print shops often have scrap paper that
they will give you.



Have at least one envelope for each student.



Review the “Scenarios” provided or make your own to use with the
class.

Procedure:
1. Discuss invitations with the students and
when they should be written.
2. Discuss the proper etiquette for writing
invitations.
3. Distribute samples of invitations.
4. Read aloud samples of invitations. (e.g., business invitations,
personal invitations, formal invitations, etc.)
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5. Discuss the format and contents of the sample invitations.
6. Ask students to categorize the invitations as formal or informal and
then business or personal.
7. Have the class write invitations based on scenarios provided below.
8. Demonstrate the proper format for addressing envelopes.
9. Distribute envelopes and have students address their envelopes.

Scenarios
Formal:
Your daughter just got engaged and you want to celebrate this
exciting event by hosting an engagement party. Create an invitation.
Remember to include the date, time, place, and all other necessary
components of a formal invitation.

Business:
Your boss has put you in charge of inviting everyone to the annual
company barbecue. Create an invitation for your boss that he/she will
be pleased with. Include all necessary information for a business
invitation.

Personal:
Your husband/wife is turning fifty and you want to have a surprise
party. Create an invitation for your guests. Include all necessary
information for a personal invitation.
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Journaling
Goals:


Students will use journaling to
practice and improve their
writing, communication, and
critical thinking skills.

Materials


Short story or
article

Preparation:


Select a short story or article to
read aloud.

Procedure:
1. Ask students if they now keep a
journal. Ask what journaling
means to them.
2. Explain the importance of keeping journals and discuss the
physical forms a journal might take--bound notebook, loose leaf,
scrapbook, and electronic.
3. Discuss the three types of journaling listed below. As you discuss
each type, ask students to write a journal entry for that type.
- Reader Response journaling is used to write an opinion or
thought about something they have read. This type of
journaling allows students to bring their life experience and
knowledge to the writing effort. Read the story or article aloud
and allow students to write a response in their journal. Advise
students that they may want to bring in
articles of interest to share for future
reader response journal entries.
- Dialogue journaling is basically
conversation written between two
people; it is similar to text-messaging
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online. Advise students that you will initiate the dialogue or
“conversation” and ask them to write a response. Let them
know they need not worry about spelling and punctuation in
their journal entries. Then ask students to respond to a
question such as, “Do you think this will make writing in your
journal easier? Explain why or why not.”
- Self-esteem journaling is used to boost the writer’s self-image
while improving writing skills. Low self-esteem is often the
culprit leading to poor writing. Ask students to respond to a
prompt such as, “What is the most positive aspect of your
personality?” Advise students that you will be asking them to
respond to positive events in their daily lives.
4. Advise students that each day they will have class time to write in
their journals.
5. Let students know you will not be grading their journal entries;
however at a scheduled time each week they will be asked to share
something they have written in their journals.
6. Discuss how journaling helps improve writing, communication,
and critical thinking skills through bridging internal thought and
external expression.
7. Ask students to set a writing improvement goal for the next week
and record this goal in their journal.
8. Discuss how journaling may be useful in their daily lives both now
and in the future as family and community members and
employees.
9. After students have been journaling for several weeks, make a
class scrapbook by asking students to make a collage page for the
scrapbook using at least two entries from their journal and
magazine or newspaper clippings illustrating the entries.
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Knowing Ourselves & Others
Goals:


Students will get to know
themselves and others through
writing and sharing a poem.

Preparation:


Materials


Handout:
Bio-Poem

Make Copies of the “Bio-Poem”
handout, one for each student.

Procedure:
1. Begin a discussion of how we can
learn about each other through
the use of Bio-Poems.
2. Distribute the “Bio-Poem”
handout.
3. Review the handout with students.
4. Ask students to write a Bio-Poem to share with the class.
5. Allow 10-15 minutes for students to write their poems. As students
write you should also write a poem to share with the class.
6. Allow students to read their poems aloud and then read yours
aloud.
7. Discuss with students what they learned about themselves and
others as a result of participating in this activity.
8. Begin a discussion of how this same type of poem can be used to
analyze and describe characters from books and movies.
9. Ask students to write a poem using the same outline about a
favorite character. Allow students to share their poems.
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Bio-Poem
Content:
Line 1

Your first name only

Line 2

4 traits that describe you

Line 3

Sibling of...(or son/daughter of)

Line 4

Lover of...(three people, places, things, or ideas)

Line 5

Who feels...(three items)

Line 6

Who needs...(three items)

Line 7

Who gives...(three items)

Line 8

Who fears...(three items)

Line 9

Who would like to see...(three items)

Line 10 Resident of (your street, city, or state)
Line 11 Your last name only.

Example:
Mandy
Petite, happy, shy, and energetic
Daughter of Josh and Amanda
Lover of books, roses, and traveling
Who feels happy with friends, enjoys traveling, and is content at work
Who needs friends, love, and acceptance
Who gives friendship, encouragement, and thankfulness
Who fears pain, getting old, and crowds
Who would like to see peace, Europe, and grandchildren
Resident of Somewhere, North Carolina
Miller
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Movement Sentences
Goals:




Students will increase their
vocabulary to describe
movement.
Students will be able to write
sentences using interesting
movement words.

Materials


Handout:
Movement
Words

Preparation:


Make copies of the “Movement
Words” handout for each
student.

Procedure:
1. Discuss with students how using interesting words to describe
movement makes writing more interesting for readers. For
example, instead of writing “The boy walked…” one might write
“The boy marched…” or “The boy poked along…”
2. Distribute the “Movement Words” handout.
3. Ask students to write several sentences using words from the
handout to describe movement.
4. Allow students to share their sentences.
5. Discuss with students how the use of new and different words will
enhance their writing.
6. Advise students to keep the handouts for future reference when
writing stories and essays.
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Movement Words
Slow Movement
climbed
crawled
crept
dawdled
drifted

dilly-dallied
floated
hobbled
leisurely left
poked along

prowled
rambled
wandered

Regular Movement
approached
biked
danced
drove
hiked
hitchhiked
hopped
marched

migrated
moved
paraded
pranced
rode
rolled
sailed
shifted

slid
strolled
traveled
trespassed
trotted
walked
visited
voyaged

Fast Movement
bounced
crashed
dashed
darted
flew
flipped
galloped
hastened
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hurried
jogged
jumped
raced
roller-skated
ran
rushed
scrambled

skied
skipped
sped
sprinted
swooped
thundered
tore
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Multicultural Awareness
Goals:


Students will broaden their
knowledge of different cultures.



Students will understand that all
people should be treated equally.

Preparation:


Make a list of some of the
different cultures around the
world.



Make a list of words that are
used when cultures are not
treated equally.

Materials


Chalk board or
dry erase board



Chalk or dry
erase markers



Dictionaries

Procedure:
1. Discuss with students what “culture” means.
2. Allow students to name some of the different cultures in the world.
List them on the board. You may want to add additional cultures
from your list if students do not think of them.
3. Allow students to form small groups and identify a member of the
group to act as recorder. Ask students to brainstorm words that
are used when cultures are not treated equally,
e.g., discrimination, prejudice, racism, etc. Ask
the recorder to write down all the words as they
brainstorm.
4. Ask each group’s recorder to read the words from
their list. As they are read, list the words on the
board.
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5. Instruct each group to write a definition(s) for each word listed on
the board.
6. Ask students to share their definitions, write them on the board as
they are dictated to you.
7. Distribute dictionaries to each group. Assign a word or words to
each group and ask them to find the actual definition of the
assigned words.
8. Advise groups to compare the dictionary definition with the
definition(s) written on the board and decide if they are the same or
different. Allow students to share and discuss the definitions.
9. Make sure students understand the meaning of these types of
words. Make sure students are aware that everyone should be
treated as equally as possible, and just because someone is from a
different culture doesn’t mean they should be treated differently.
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Noun-Verb Recognition
Goals:


Students will be able to identify
nouns and verbs in a piece of
writing.

Preparation:


Make copies of the “Bob’s Bad
Day” handout, one for each
student.

Materials


Dry erase board



Dry erase
markers



Handout: Bob’s
Bad Day

Procedure:
1. Review the terms “noun” and
“verb.” Write a definition for each
on the board.
2. Discuss proper and common nouns and action and being verbs.
Allow students to brainstorm nouns and verbs. List them on the
board under the headings: common nouns, proper nouns, being
verbs, action verbs. Be sure the list includes all the being verbs:
am, is, are, was, were, be, being, been.
3. Distribute the “Bob’s Bad Day” handout.
4. Instruct students to underline each noun and circle each verb.
5. Allow students to share their results with a partner. If they have
differences they should discuss and make necessary changes.
6. Lead a class discussion on why it is important to use strong action
verbs when writing.
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Bob’s Bad Day
Monday morning, Bob was late to work.
Bob quickly ran down the stairs. He missed a
step and landed in a castle of play dough his
children left out overnight. Bob ran into the
kitchen to make a pot of coffee. He forgot to
put the coffee pot under the machine so
there was coffee all over the kitchen
floor. He grabbed some paper towels and
cleaned up the mess.
Bob opened the front door to go
outside and get into his car. He backed
out of the driveway. While driving he
realized he had a flat tire. Bob pulled over
to the side of the road and changed his tire.
Bob arrived at work 4 hours late. A
stack of work was piled on his desk. Bob
woke up and realized that it was all a
dream.
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Outside Punctuation
Goals:




Students will understand where
a sentence stops and a new one
begins.
Students will understand that all
sentences should begin with a
capital letter.

Materials


Handout:
Sentences:
Where Do They
Begin and End?

Preparation:


Make copies of the “Sentences:
Where Do They Begin and End?”
handout, one for each student.

Procedure:
1. Discuss with students the importance of using punctuation to
show where one sentence ends and another begins. Also, stress the
importance of beginning each sentence with a capital letter.
2. Distribute the “Sentences: Where Do They Begin and End?”
handout.
3. Read the story from the handout aloud. As you read do not pause
at the end of sentences. Discuss how punctuation would make it
easier to read.
4. Advise students to insert the correct punctuation and count the
number of sentences.
5. Read the story from the handout aloud, pausing at the end of each
sentence. Discuss the proper punctuation and capitalization of
words at the beginning of each sentence.
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Sentences: Where Do They Begin and End?
Directions: Place the correct punctuation at the end of each sentence and
circle all letters that should be capitalized.

writing is all about communicating ideas sentences are
how ideas are packaged each sentence contains a
complete thought, one chunk of information the writer
has written that the reader has to understand but
reader’s can’t understand that chunk if they can’t figure
out where it begins and where it ends this is what
“outside” punctuation is for it is called “outside”
punctuation because it is used on the outside parts of
sentences outside punctuation includes the initial capital
letter that shows the beginning of a sentence and the
period, question mark, or exclamation mark that shows
the end
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Personal Change: Letter to Self
Goals:


Students will identify their
strengths and weaknesses
through letter writing.

Preparation:


Materials


Stationery



Envelopes

Write a short letter about some
of your personal strengths and
weaknesses to use as an example
letter in class.

Procedure:
1. Share your letter with the class.
Remind students of the proper
layout for personal letters.
2. Distribute stationery. Instruct students to write a letter to
themselves about their personal strengths and weaknesses.
3. Distribute envelopes. Remind students of the proper way to
address envelopes. Instruct students to address the envelope to
themselves, place the finished letter inside their envelope, and seal
the envelope.
4. Advise students that you will mail their letters to them after several
weeks so they can reflect on personal changes they have made or
areas that still need improvement.
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Picture Books to Story Books
Goals:


Students will improve writing
skills using children’s literature.

Materials


Preparation:


Collect several children’s picture
books with few or no words. Ask
students to bring in some of their
children’s picture books or shop
local thrift stores for inexpensive
books.

Children’s
picture books
with few or no
words

Procedure:
1. Begin with a discussion about
why they are reluctant to write and when do they think writing
should be used.
2. Read a children’s book aloud. Discuss the relationship between the
story and pictures.
3. Divide students into triads. Give each triad a children’s picture
book (one with few or no words). Ask students to write a children’s
story that corresponds with the pictures.
4. Allow students to read their story to the class while
showing the pictures.
5. Reflect on the writing activity by asking questions
such as: What was learned from the activity? What did
you like or dislike? How do you think an activity such
as this helps you become a better writer?
6. Arrange for students to read their stories to children in
the community through a trip to a daycare or school.
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Pictures Worth a 1000 Words
Goals:


Students will be able to write a
story describing a sequence of
events.



Students will be able to selfassess and peer-assess their
writing.

Materials


Magazines



Scissors



Glue

Preparation:


Collect magazines with pictures
from which students can remove
pictures.



Gather scissors and glue.

Procedure:
1. Distribute magazines (one per student or group), scissors, and
glue.
2. Instruct students to choose and cut out a picture from the
magazine. Students should select a picture that especially appeals
to them or that is funny or unusual. Students may want to glue
their picture to a sheet of paper.
3. Advise students that they are to write a
story about:
a. what happened before the picture
was taken,
b. what is happening in the picture,
and
c. what happened after the picture
was taken.
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4. Have students self-edit their story, exchange stories with a peer for
peer-assessment and then write their final story based on the
assessments.
5. Allow students to share their pictures and stories with the class or
make a bulletin board or “writers wall” using student stories.

The girl has been trying to write a paper
for several hours. She is getting so frustrated
because she just doesn’t think her writing is
good enough.
After the picture was taken she decided
to brainstorm her topic and make an outline
before writing her essay. This helped her to
write an effective essay.
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Poetic Power
Goals:


Students will be able to analyze
different forms of poetry.



Students will have the ability to
write poems.

Materials


Preparation:


Handout:
Different Forms
of Poetry

Make copies of the “Different
Forms of Poetry” handout, one
for each student.

Procedure:
1. Instruct students that this
activity will help them learn
about several different forms of poetry and that poetry can be used
as a soothing way to express their ideas.
2. Distribute the “Different Forms of Poetry” handout.
3. Explain the different types of poetry. As you explain each type,
begin a poem on the board. Ask volunteers to add lines until the
poem is complete.
4. Instruct students to write a poem using
any of the different forms from the
handout.
5. Allow students to share their poems with
the class or post the poems on a bulletin
board for future reading.
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Different Forms of Poetry
Acrostic:
The first letters of each line are aligned vertically to form a word.
The word is often the subject of the poem.
Bathing in the sun
Enjoying the crashing of the waves
Allowing the children to bury you into the sand
Casting a fishing rod into the ocean
Holding the spindle of a kite as it soars in the wind

Haiku:
Haiku poetry originated in Japan. It contains seventeen syllables
consisting of three lines. Haiku often deals with nature.
Line 1: 5 syllables
Line 2: 7 syllables
Line 3: 5 syllables

Dolphins are dancing
With the sparkling ocean waves
I wish to join them

Rhyming:
Couplets are poems with two rhyming lines:
The witch is flying on her broom
Cackling and gliding about my room
I wish she would use it to clean instead
Triplets have three rhyming lines:
That dress is stunning on display
But to my dismay
I forgot my wallet today
Combinations use a variety. For example, every line may rhyme
with a couplet at the end.

154

Chapter 9-Training and Teaching Plans

Limericks:
Fun poems that combine a couplet with a triplet. Lines 1, 2, & 5
rhyme with each other. Lines 3 and 4 rhyme.
I found the penny on the ground
A small fortune I have found
Although this may sound trite
This day suddenly became bright
I will put it in my pocket safe and sound

Diamond:
When centered this poem takes the form of a diamond.
Line
Line
Line
Line
Line

1:
2:
3:
4:
5:

one word
two words
three words
two words
one word

Elephants
colossal, intimidating
gentle, graceful, proud
stomping and swaying
elephants

Five W’s Poem:
Answers who, what, when, where and why
The sailor
Makes his long voyage
In the dark night
To the deserted island
To find his missing companion

Cinquain:
Cinquain poetry has five lines.
Line
Line
Line
Line
Line

1:
2:
3:
4:
5:

names an object
2 adjectives describing object
3 –ing action verbs
describes how you feel
rename object
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Clowns
Amusing, inept
Frolicking, dancing, plotting
Make me feel tickled
Joker
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Concrete:
Concrete poetry is visual poetry. A concrete poem creates an actual
picture or shape on the page. The poem’s message comes not only from
words, but also from the arrangement of the words. For example, the
poem below is about a Christmas tree and is in the shape of a Christmas
tree.
Star,
If you are
A love compassionate,
You will walk with us this year.
We face a glacial distance, who are here
Huddl’d
At your feet.

Color:
Color poems express feelings about a single color
with analogies or similies or list nouns that remind you of
the color. Another easy form is to use the five
senses—looks like, sounds like, smells like, tastes like,
feels like.
Color looks like
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Yellow looks like the sun on a bright sunny day.

Color sounds like

Yellow sounds like summer time.

Color smells like

Yellow smells like fresh lemonade.

Color tastes like

Yellow tastes like cotton candy.

Color feels like

Yellow feels like a fluffy kitten.
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Points of View
Goals:




Students will be able to
determine the sources, purposes,
and points of view of magazine
and newspaper articles.
Students will be able to decide
whether sources are credible.

Preparation:


Reserve computer lab with
Internet access or collect several
different magazines if students
will not have access to the
Internet.



Collect several different
newspapers.

Materials


Newspapers



Computers with
Internet access



Magazines (if no
Internet access)

Procedure:
1. Hold up a newspaper and read some of the headlines to the class.
Ask students to explain the purposes (educate, inform, entertain,
or convince) of the front-page articles.
2. Have students work with a partner to evaluate a newspaper article
of their choice. Distribute newspapers. Explain that they are to
select and read a newspaper article of their choosing and then
answer the following questions about the article:
a. What is this article about? Summarize it in two to five
sentences. (You can also have them answer the six basic
journalistic questions: who, what, where, when, why, and
how.)
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b. What is the purpose of this article?
c. Which organization published this article?
d. Does the article have a point of view?
e. Can you tell how the author feels about this issue?
3. Ask several students to share their articles and answers.
4. Ask students if they have seen any news articles on the Internet. If
so, what sites have they been to with news articles?
5. Have students work with a partner to search for two articles. They
should answer the five questions above about each. (If students do
not have access to the computer have them search magazines).
6. Advise students that to find background information about a Web
site and those who produce it is to look for a “Home” or “About Us”
button or try reducing the URL to its root.
7. Have students share some of their articles and answers with the
class. Discuss the differences between the articles or Web pages
they have read. Did anyone find an article or Web page that
expressed a strong viewpoint? If so, did it clearly state that it was
an opinion piece? What organization produced this article? What
was the article's purpose?
8. Ask students to describe the reasons why it is a good idea to
answer these questions for every article or Web page they read.
9. Pose this question to the class: "In the future, when you see an
article on the Web or in print, how will you decide whether or not
to believe the information in it?"

Adapted from: Points of View in the News. Retrieved on December 20, 2005 from National
Geographic Xpeditions Web site:
http://www.nationalgeographic.com/xpeditions/lessons/18/g68/pointsnews.html
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Prompted Writing
Goals:


Students will practice and
improve their writing skills when
responding to a prompt.

Materials


Writing Prompts

Preparation:


Decide how you will use the
prompts. For example, assign a
different prompt each day or give
students all the prompts and let
them choose the ones to write
about.



If you decide to let students
choose which prompt to write
about, make a handout of the
prompts. Suggested prompts are included on the next page.
Suggested prompts are given on the following page, however you
may want to revise them to better fit your individual students.

Procedure:
1. Assign a prompt or allow students to choose.
2. Allow students a set amount of time to write.
3. Allow students to peer-edit each other’s papers and then revise
based on the feedback.
4. Allow time for proofreading and final edits.
5. After several days or weeks of writing to these prompts, ask
students to choose their favorite to share with the class.
6. Allow students to share and discuss their stories.
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Writing Prompts
 Everyone has a favorite type of music. It may be rock, country, rap,
classical, or some other kind. Think about your favorite music and
why you like it. Explain in an essay why you like this particular type
of music. Support your music choice with examples and details.
 The U.S. Postal service has honored many individuals from presidents
to cartoon characters by placing their portraits on postage stamps.
Think of a person that you would nominate to honor with a postage
stamp. Explain in an essay who you would choose and why that
person should be honored. Support your ideas with examples and
details.
 If you could choose to be any animal for two days, what would it be?
Explain in an essay why you chose that animal. Support your ideas
with examples and details.
 Sometimes people do things over and over again before they are
successful. For example, Dr. Seuss sent his first book to 27
publishers before it was accepted. Write about how you—or someone
you know—succeeded because you or that person kept trying.
 Is there too much violence on TV? Choose a position and explain it in
an essay. Use examples and details to support your position.
 Think about something that you once wanted so badly but never
acquired. Write an essay about how you think your life would have
been different if you had received what your heart desired.
 You have just won two round-trip airline tickets to anywhere in the
world for a two-week vacation, all expenses paid. Where would you go,
with whom, and why?
 You have won a $5,000 shopping spree to your favorite store. Where
would you go and what would you buy?
 If you could attend your own funeral, what would you hear from
friends and family? Write an essay with details and examples.
 Web sites for additional writing prompts:
- CanTeach Web site:
http://www.canteach.ca/elementary/prompts.html
- Writer’s Digest Web site:
http://www.writersdigest.com/writingprompts
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Proofreading Practice
Goals:


Students will practice and
improve their proofreading skills.

Materials
Preparation:




Make copies of the “Proofreading
Practice” handout, one for each
student.

Handout:
Proofreading
Practice

Procedure:
1. Explain to the students the
importance of proofreading a
piece of writing.
2. Distribute the “Proofreading
Practice” handout.
3. Instruct students to proofread the handout
and mark any errors they find in grammar
and spelling.
4. Discuss each of the errors with the entire
class to be sure that students are aware of all
errors including those they missed when they
proofread the letter.
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Proofreading Practice

Read and look carefully to find all the
errors.

Jones Electric Company
1234 electricel lane
Anytown, USA

To whome it may concern
I resnetly receeved my electric bill in the mail and
there seems to be a problem my usual bill is
about 52 dollers a month, this month it is 95
dollers I think their must be some misteak I
would apreciate it very much if you could look
into this for me and git back to me as soon as
posible. I am anshous to get the strate. thank
you for youre time regard this mater.
sincerely

Jane Doe
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Proper Punctuation
Goals:


Students will know the difference
between a statement, a question,
and an exclamation and know
the proper punctuation that
should be used.

Preparation:


Be sure to have 5 different
colored dry erase markers.



Make copies of the handout, one
for each student.

Materials




Dry erase board
and different
colored markers
Handout:
Punctuation…

Procedure:
1. Explain the 3 types of sentences, i.e., statements, questions, and
exclamations.
2. Distribute the handout.
3. Have students complete the handout on their own. While students
are working on the handout, write the sentences on the board.
4. When students have finished their handout, ask volunteers to fill
in the correct punctuation on the dry erase board. Have one
volunteer fill in all the periods, another the question marks,
another the exclamation points, and another the quotes. Use a
different color marker for each different punctuation
mark.
5. Discuss why students chose the particular punctuation.
Make changes as needed.
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Punctuation…
Fill in the correct punctuation for each of the following items.
1.

How old are you

2.

I have to go to the store later

3.

I won 50 dollars in the lottery

4.

The girl said, I want to buy a new car

5.

Will you go with me to the store

6.

That is a beautiful house

7.

Have you seen the latest issue of People Magazine

8.

I am going to have steak for dinner tonight

9.

What is the price of gas near you

10. He shouted, The building is on fire
11. I hope my team wins tonight
12. Movie stars get paid way too much money
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RAFTS
Goals:




Students will be able to design
workable, varied writing prompts
for a multitude of creative
purposes.
Students will understand their
role as a writer, the audience
they address, the varied formats
for writing, and the expected
content.

Materials


Dry erase board
or flip chart



Markers



Handout: RAFTS

Preparation:


Make copies of the “RAFTS”
handout, one for each student.

Procedure:
1. Discuss with students how all writers must consider several
aspects before every writing assignment. These include role,
audience, format, and topic.
2. Distribute and discuss the “RAFTS” handout.
3. Allow students to brainstorm different roles, audiences, formats,
topics, and strong verbs. Make a list of each on the board.
4. Ask students to write a “RAFTS” sentence
using the following frame: As a (role) write a
(format) to (audience) using (strong verb)
about (topic). For example: As a homeless
person write a letter describing the challenges
of daily living.
5. Allow students to share their sentences.
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RAFTS
RAFTS is a pre-writing activity to help the writer focus on what is
to be written. It provides a structure to help the writer make decisions
about the purpose, form, audience, and tone.

Role

What is the role of the writer? In other words, who are
you as the writer? You may take on the role of yourself
or you may take on the role of something inanimate
and any number of roles in between. For example, are
you writing as a father, a homeless person, a secretary,
an animal, a car, or a politician?

Audience

To whom are you writing? The audience you are
writing for can vary. You not only write for yourself,
but also for your teacher, your friends, family, readers
of a newspaper or magazine, a local bank, etc. The
possibilities are endless.

Format

What format will your writing take? The format of your
writing may be typical school writing formats such as
sentences, paragraphs, essays, speeches, reports, etc.,
or real life formats such as journal entries, poems,
telegrams, want ads, posters, letters, articles, memos,
thank you notes, brochures, etc. Try to experiment
with many different formats.

Topic

What is the subject or the point of your writing? Your
topic needs to relate to the role and audience selected.
Make sure your topic fits who you are trying to be (role)
and who you are trying to write to (audience).

Strong
Verb

A strong verb helps when selecting vocabulary and
setting the tone of the writing. Are you furious?
Irritated? Ecstatic? Are you pleading for a retest? Do
not just tell your audience, show them!
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Said & Asked Synonyms
Goals:


Students will know how to write
dialogue with synonyms for the
words “said” and “asked.”

Materials


Preparation:


Handout:
Synonyms for
Said & Asked

Make copies of the “Synonyms
for Said & Asked” handout, one
for each student.

Procedure:
1. Ask students to write a short
dialogue between two people.
2. Discuss their dialogues. How
often were the words “said” and “asked” used? Advise students
that these words are often overused and that there are many
different words that can be used in place of “said” and “asked.”
3. Distribute and review the “Synonyms for Said & Asked” handout.
Ask students if they think their dialogue writing would be more
interesting for readers if they used some of the synonyms found on
the handout.
4. Ask students to rewrite their dialogue using words from the
handout.
5. Allow students to share their first dialogue and then their second
dialogue to show the change.
6. Discuss with students how the use of new and
different words will enhance their writing.
7. Advise students to keep the handout for future
reference when writing dialogue.
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Synonyms for Said and Asked
How It’s Said

Words to Substitute
rejoiced
sang out

in a happy way

giggled
joked
laughed

in a sad way

agonized
bawled
blubbered

mourned
sniveled
sobbed

in a bossy way

demanded
dictated
insisted

preached
professed
ordered

in an angry way

blurted
fumed
raged

retorted
seethed
thundered

in a pained way

cried
groaned
howled

screamed
shrieked
wailed

in a frightened way

stammered

shuddered

in an understanding way

accepted
agreed
comforted

consoled
empathized
sympathized

in a tired way

emitted
mumbled

struggled
wearied

in a begging way

appealed to
begged
beseeched

entreated
implored
pleaded

as an answer

acknowledged
answered
rejoined

replied
responded
retorted

Words to Substitute for Asked
begged
entreated
inquired
interrogated
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prayed
pled
petitioned
proposed

queried
questioned
requested
solicited

suggested
wondered
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Sensory Sentences
Goals:


Students will become aware of
interesting sensory words they
can use to make their writing
more appealing.

Materials


Handout:
Interesting
Sensory Words



Dictionaries

Preparation:


Make copies of the “Interesting
Sensory Words” handout for
each student.



Have several dictionaries
available for use during the
activity.

Procedure:
1. Discuss with students how using interesting words make writing
more exciting for the reader. For example, instead of writing “The
girl said…” one might write “The glamorous brunette quietly
whispered…”
2. Distribute the “Interesting Sensory Words” handout.
3. Ask students to write several interesting sentences using words
they normally would not use in writing. Advise students they may
use a dictionary to look up words from the handout.
4. Allow students to share their sentences.
5. Discuss with students how the use of new and different words will
enhance their writing.
6. Advise students to keep the handouts for future reference when
writing stories and essays.
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Interesting Sensory Words
Sight

Smell

Sound

Taste

Touch

angular
bent
billowy
blonde
blushing
branching
brilliant
bulky
chubby
circular
craggy
crinkled
curved
distinct
enormous
filthy
flickering
gigantic
gleaming
glistening
graceful
grotesque
homely
immense
misty
motionless
murky
portly
quaint
rippling
rotund
soaring
shadowy
shimmering
strange
swooping
translucent
unsightly
wiry
wispy

acrid
antiseptic
bitter
burning
choking
clean
delicious
fragrant
fresh
medicinal
musty
pungent
putrid
rancid
rich
rotten
salty
smoky
sour
spicy
stale
stinky
strong
sweet

bang
boom
buzz
coo
crackling
crunching
deafening
echoing
faint
fizzle
groan
gurgling
harsh
hiss
hoarse
howl
hushed
husky
lapping
melodious
moan
muffled
mumble
murmur
mutter
purring
quietly
raspy
rustle
screech
shriek
shrill
snapping
snarl
squeak
thundering
tinkle
wail
whimper
whistling

acidic
bitter
cool
creamy
delicious
gooey
hot
juicy
mild
nutty
peppery
ripe
salty
savory
sour
spicy
sticky
strong
sweet
tangy
tart
tasteless
tasty

breezy
bumpy
chilly
cuddly
damp
dank
dirty
dusty
elastic
filthy
fluffy
frosty
gooey
greasy
gritty
loose
lukewarm
melted
prickly
rough
searing
shaggy
sharp
silky
slick
slimy
slippery
slushy
smooth
sodden
solid
sticky
stinging
sweaty
tender
tepid
tight
uneven
waxen
wooden
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Shopping List
Goals:


Students will know how to write
letters and numbers.



Students will be able to make
accurate and understandable
shopping lists.

Materials


Grocery store
advertisements



White board or
flip chart



Markers

Preparation:


Collect grocery store
advertisements.

Procedure:
1. Discuss the importance of being
able to make an accurate and
understandable shopping list.
2. Distribute the grocery store advertisements.
3. Have students look through the advertisements and make a
grocery list of at least twenty food items they would like to
purchase. Beside each item on their list they should also write the
price.
4. Allow students to evaluate each
other’s list for understanding.
5. Allow students to brainstorm
ideas of when lists are used in
daily life. For example: to do list,
list of phone numbers, list of
people to invite to a party,
Christmas card list, etc.
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Special Pieces of Me
Goals:


Students will have the ability to
describe a personal object and
incorporate it into a story.

Materials


Preparation:


Students will need to bring in an
object from their personal life
that represents their character or
culture that they can share with
the class. For example:
handcrafted item, piece of
clothing, food, photographs, etc.

Students will
need to bring in
a personal object
to share with the
class.

Procedure:
1. Advise students that each of them will have an opportunity to
share the item they brought in with the class.
2. Instruct students they are to take notes on each of the
presentations and that they will be writing a short story about
their favorite presentation.
3. Have each student come up to the front of the class one by one
and present the item they brought to share.
4. Allow students to ask questions about the items.
5. After all students have presented, instruct
students to choose one item (not their own) and to
write a detailed description of the item including
what it does, how it is used, and/or how it reflects
the character of the owner.
6. Ask students to share their written descriptions with the class.
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Spontaneous Stories
Goals:


Students will be able to write
stories when given critical
information.

Preparation:


Cut paper into small squares
and number the squares 1-10.
Each student will need four
squares. Place squares in a bag.



Make a Transparency of the
“Character, Setting, Time Period,
and Situation” lists.

Materials



Squares of paper
numbered 1-10
Transparency:
Character,
Setting, Time
Period, and
Situation

Procedure:
1. Allow each student to draw 4 numbers.
2. When all students have their 4 numbers, advise students that the
numbers correspond as follows: first number corresponds to the
number in the “Character” list, the second number corresponds to
the number in the “Setting” list, the third number corresponds to
the number in the “Time Period” list and
the last number refers to the number in
the “Situation” list.
3. Students write a story using the character,
setting, time period, and situation they
have selected.
4. Allow students to share their stories.
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Character List

Setting List

1. rock star

1. New York City

2. homeless person

2. house boat

3. teenager

3. hospital

4. newlywed couple

4. restaurant

5. police officer

5. horse farm

6. emergency room doctor

6. celebration party

7. very old man

7. Disneyland

8. blind woman

8. Atlantic Ocean

9. soldier

9. Las Vegas Casino

10. young mother

Time Period List

10. haunted house

Situation List

1. during a natural disaster

1. an embarrassing moment

2. middle of winter

2. a secret has to be kept secret

3. during a funeral

3. a death has occurred

4. during the 1960’s

4. someone has been injured

5. at sunrise on a hot
summer day

5. an important decision needs to
be made

6. eating dinner

6. someone has just had their life
flash before their eyes

7. middle of the night

7. something funny just happened

8. during a robbery

8. a loved one must leave for an
extended period of time

9. 100 years in the future

9. reminiscing about the past

10. while grocery shopping

10. a wedding reception

Adapted from: Gardner, T. (2005, June 12). Tracie’s list of ten creative writing activities. Retrieved
on December 20, 2005 from Web site: http://www.tengrrl.com/tens/017.shtml
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Sticky Note-taking
Goals:


Students will be able to take
notes from reading materials.

Materials
Preparation:


Find an article at students’
reading level. If you have multilevel students you may want to
use several articles.



Make copies of the article, one
for each student.



Obtain sticky notes. Each
student will need three.



Magazine or
newspaper
article



Sticky notes

Procedure:
1. Distribute 3 sticky notes and an article to each student.
2. Advise students to read the article and write the following
information on their sticky notes, one item per note:
a. How you felt while you were reading.
b. What the article was about.
c. Did you agree with the author? Explain why or why not.
3. Allow students to form groups to discuss their notes. Advise
students to arrange their notes according to the topic and then
discuss what the article was about. How they felt as they read it,
and whether or not they agreed with the author.
4. Discuss with the class why note-taking is an important writing
skill. Taking notes on sticky notes or note cards can help them to
organize their thoughts when writing a summary or research
paper.
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Taking Phone Messages
Goals:


Students will learn the
importance of taking accurate
phone messages and practice
taking phone messages.

Materials

Preparation:


If possible, have at least one
working phone available so that
students can take actual phone
messages instead of just roleplaying. Have someone available
to call and leave messages.



Several non-working telephones.



Purchase several telephone
message pads or make your own form.



Telephones



Telephone
message pads

Procedure:
1. Explain to students why it is important to take
accurate messages.
2. Distribute the telephone message pads. Discuss each item on the
form.
3. Demonstrate the proper way to answer a phone call and model
taking a message.
4. Have the students work in pairs to practice taking telephone
messages, one making the call and the other writing the message.
5. Discuss taking messages, i.e., asking for clarification, repeating
information to be sure it was recorded correctly, and what was
easy and/or hard.
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Transitioning into Transitions
Goal:


Students will learn the
importance of using transitions
when writing.

Preparation:


Make copies of the “Transition
Words” handout, one for each
student.

Materials


Handout:
Transition
Words

Procedure:
1. Discuss transition words and
their importance in writing.
2. Distribute the “Transition Words”
handout.
3. Instruct students to write
directions on how to make their
favorite food or how to get from
the school to their favorite place
to eat.
4. Allow students to share and
discuss their directions. Ask if
they could have written
directions without the use of
transition words. Discuss
reasons why or why not.
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Transition Words
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Sequential

again, also, and, finally, first, second,
third, next, still, too

Time

after awhile, afterward, as soon as,
at last, before, during, first, earlier,
meanwhile, later, next, now, shortly,
soon, then, until, when

Comparison/Contrast

again, also, although, but, despite,
however, instead, once more, on the
other hand, in contrast, like, yet

Examples

even, for example, in fact, such as,
after all, namely, in other words

Cause and Effect

as a result, because, consequently,
so, then, therefore

Place

above, adjacent to, below, beside,
beyond, closer to, far, further on,
inside, near, nearby, outside, there

Summary/Conclusion

as a result, as I have said, in any
event, in conclusion, therefore, to
summarize
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Understanding GED Essay Scoring
Goals:


Students will understand how GED
essays are scored.



Students will learn to use holistic
scoring guidelines, reader
objectivity issues, and the GED
Scoring Rubric to score their
essays.



Materials


Handouts: see
appendix 1

Students will be able to write more
effective essays.

Preparation:


Study appendix 1 to plan your
lesson.



You may want to conduct this
lesson over several class periods.



Prepare handouts for this lesson from appendix 1, one for each
participant. You may choose to make a packet for each student or
you may decide to distribute the handouts as they are used
throughout class. The following handouts will be needed:
o
o
o
o
o
o
o
o
o
o

GED Scoring Rubric
Guidelines for Holistic Scoring
Reader Objectivity Issues
GED Essay Scoring Guide
Topic F
Anchor Papers (4 pages)
Anchor Paper Commentary (2 pages)
You Be the Judge…
Essays (6 essays, 8 pages)
Annotations for Essay Scoring Practice (2 pages)
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Procedure:
1.

Go over the lesson plan and discuss
the goal(s) of this lesson.

2.

Explain the “GED Scoring Rubric.”

3.

Instruct students to take out a clean
sheet of paper and pen or pencil.
Explain that they are to write an
essay on a topic that you will assign.
Advise that they have 20 minutes in
which to write the essay. Tell them to pretend they are taking an
actual timed GED Essay test, i.e., no talking during this time
period. Explain that they may write as themselves or write as
they think one of their friends would write about the topic you
are going to assign. Explain that they will use their essays later
to complete another part of this lesson.

4.

Assign the “Topic F,” allow students 20 minutes to write,
announce the “beginning” and “ending” time, and then collect the
essays.

5.

Ask students how it felt to have to write on a specific topic in a
set period of time.

6.

Compare and contrast how this is similar and different to what
they go through when they are asked to write in a similar
situation. Based on this experience what are some things they
would have done to make their essay better; for example, make
an outline, brainstorm, save time to proofread, etc? Discuss how
these items would help them in future writing assignments as
well as timed tests.

7.

Distribute the “Guidelines for Holistic Scoring” handout. Discuss
and allow students to ask questions. Be sure they understand
that the GED scorers must abide by these guidelines when
scoring GED essays.

8.

Distribute the “Reader Objectivity Issues” handout. Explain that
these are the issues actual readers who score GED essays follow.
Discuss and allow students to ask questions.

9.

Distribute the “GED Essay Scoring Guide.” Ask students to read
and discuss the guide. Allow time for questions. Explain that
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even if they disagree with the guide, essays are scored following
this guide.
10. Distribute the four “Anchor Papers.” Explain that there is one
paper for each of the four different scores and that these are
sample essays written on the same topic they used to write their
essays earlier.
11. Ask students to work in small groups to read and discuss the
“Anchor Papers” and the scoring for each.
12. After students have had time to read and discuss these papers,
distribute the “Anchor Paper Commentary” handout and discuss
it with students.
13. Distribute the “You Be the Judge…” handout and the six sample
essays. Ask students to take a few minutes to read the first
essay, then analyze it as a class and decide what score it should
receive. Share with students the score of the paper and the
annotations for the “Annotations for Essay Scoring Practice.”
14. Instruct students to score and write comments about the other
samples. Students may work in pairs, small groups, or
individually to complete the scoring. When students have scored
all the sample essays, use the “Annotations for Essay Scoring
Practice” to provide information on how the GED Testing Service
scored the samples. Allow time for discussion.
15. Randomly distribute the essays the students wrote earlier.
16. Instruct students to use the GED scoring rubric to score the
essay they have been given. Once they have decided on a score,
record it on the back. Then exchange essays with another
student and score it in the same way as the first.
17. After each student has scored several essays return each essay
to its author.
18. Discuss how the students feel about the scoring they received.
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Writing Research Papers
Goals:


Students will be able to write an
effective research paper using
MLA style.

Materials


Preparation:

Handout: See
appendix 2



Study appendix 2 and the
information provided in Chapter
7 of this manual.



Revise the guidelines provided in
appendix 2 to meet your
instructional needs. Make a copy
for each student.



You may want to plan several
classes around information
provided in appendix 2 prior to actually giving the students the
entire handout. For example, consider individual lesson topics
such as choosing a topic, outlining, making note cards, citing
quotes, plagiarism, and preparing a works cited page. Have
appropriate material available to conduct each individual lesson.

Procedure:
1. Discuss the importance and purpose of writing research papers.
2. Distribute and discuss the guidelines for a research paper. Explain
each step of the process in writing a research paper.
3. Answer questions and allow time for discussion on how to improve
the research paper writing process.
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Your Travel Through Time
Goals:




Students will create a personal
timeline consisting of life
changing events and transitions.
Students will present their
timeline to the class.

Materials


Poster board or
flip chart paper



Colored markers

Preparation:


Be sure you have one piece of
poster board or flip chart paper
for each student.



Be sure you have a supply of
different colored markers so that
students can use different colors
to make their timeline.

Procedure:
1. Distribute the poster board or flip chart paper and markers.
2. Advise students they are to make a timeline beginning with their
birth year and ending with the present year. On their timeline they
should show at least ten events that made an impact or changed
their life.
3. Allow students to share their timeline with the class.
4. Now tell students you want them to look into the future by making
another timeline (or adding to the first timeline) that predicts what
will happen to them in the next 20 years.
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1965

1971

1981

1988

2005

|---------------|---------------|---------------|---------------|---------------|
born

1st grade

quit school married

began GED

Adaptation:
After students have prepared their timeline, have them write
stories about the different events they chose to include on their timeline.
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Chapter 10
Bibliography
“Appropriate quoting and citing… evidences…respect
for the creators of ideas and arguments−honoring
thinkers and their intellectual property.”
--Virtualsalt.com

This bibliography is divided into three sections: works cited, works
consulted but not cited, and an annotated list of suggested Web sites.
These references are provided for trainers and instructors who seek
additional research, resources, and lessons.
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writing experience.
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National Center for the Study of Adult Learning and Literacy (NCSALL). (2005).
Retrieved August 22, 2005, from http://www.ncsall.net/
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Guidelines for Holistic Scoring
1. Read and score. Read for an overall impression of the paper.
Record your score immediately. Avoid the temptation to reread the
paper to justify your score in terms of specific errors.
2. Red pens down. Holistic readers do not make marks on papers
they score. There are two major reasons for this. First, there is no
time to mark papers in this fashion. Each paper should be scored
within a minute or two. Secondly, marking errors directs too much
attention to one trait while allowing the reader to ignore other
positive features.
3. Do not change your score. Avoid second-guessing yourself. Make
changes only if you have made a recording error.
4. Be aware that there can be a range of papers within a score
point. Just as you have students making A's with 100 points and
students making A's with 93 points, there are high, medium, and
low papers within each score point.
5. Avoid the tendency to adjust the number of 4s, 3s, 2s, and 1s
in a given set of papers. You may have an entire packet of 2s or
an entire packet of 1s.
6. Be aware of and avoid potential biasing factors. (See Reader
Objectivity Issues.)
7. Score only what is on the paper. Avoid making assumptions
about the writer's potential, why the writer omitted an idea, and so
forth.
8. This is only a 45-minute test. Remember, examinees had only 45
minutes to read the prompt, write a first draft, and write the final
draft. Do not compare the finished product with your writing
assignments for which students have longer preparation time.

Reprinted with permission of the GED Testing Service of the American Council on Education.
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Reader Objectivity Issues
Readers should be aware of and attempt to overcome the potential
influence of personal bias on their ratings so that they can score each
essay as objectively as possible. Bias can affect one's entire scoring pattern
or may occur only in specific instances. An overall pattern such as the
tendency to score consistently lower than other readers is generally easier
to detect and correct than are idiosyncratic biases. A number of factors
can bias or unknowingly influence a reader's perception of a paper in a
positive or negative direction.
1. Some are characteristics of the paper itself such as:
a)
b)
c)
d)
e)
f)

handwriting,
lightness or darkness of writing,
neatness,
format (skipping lines, unusual margins, etc.),
presence or absence of a title, and
length of the response.

2. Other factors may be more difficult for a reader to identify since they
are personal reactions. Perceptions of a paper's overall quality can be
influenced by the reader's:
a) expectations for writing performance that are developmentally or
instructionally inappropriate for the population being scored
(adults representing a wide range of experience and sharing a nontraditional educational background);
b) personal reactions to the persona or tone of the composition (e.g.,
"What an egotist!" "Sounds like a cute kid!" "Another Erma Bombeck!")
c) reactions to the content of the composition (e.g., "It doesn't say
anything new." "It's boring!" "This paper is vulgar." "This paper is
biased!" "Not another paper about an elephant!");
d) idiosyncratic preferences or prejudices in style or usage (e.g., the
use of profanity, the use of "etc." or "that is");
e) deeply ingrained assessment standards from previous holistic
scoring experience (e.g., "This would be a 4 for ETS. Our scoring
guide is better. Can I use it?"); and/or
f) assumptions about the writer or the testing conditions (e.g., "This
examinee obviously has a lot of potential, but ran out of time.").
3. Score only what is on the paper.
Reprinted with permission of the GED Testing Service of the American Council on Education.
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GED Scoring Rubric
1
Inadequate

Scoring Rubric for Essay Reader has difficulty

Response to Prompt

Organization

Development and
Details

Conventions of Edited
American English (EAE)

Word Choice

identifying or following the
writer’s ideas.
Attempts to address
prompt with little or no
success in establishing
focus.
Fails to organize ideas.
Demonstrates little or no
development; usually lacks
details and/or examples or
presents irrelevant
information.
Exhibits minimal or no
control of sentence
structure and the
conventions of EAE.
Exhibits weak and/or
inappropriate words.

2
Marginal

3
Adequate

4
Effective

Reader occasionally has
difficulty understanding or
following the writer’s ideas.

Reader understands
writer’s ideas.

Reader understands and
easily follows the writer’s
expression of ideas.

Addresses the prompt,
though the focus may shift.

Uses the writing prompt to
establish a main idea.

Presents a clearly focused
main idea that addresses
the prompt.

Shows some evidence of an
organizational plan.

Uses an identifiable
organizational plan.

Establishes a clear and
logical organization.

Has some development but
lacks specific details; may be
limited to a listing,
repetitions, or
generalizations.

Has focused but
occasionally uneven
development; incorporates
some specific detail.

Achieves coherent
development with specific
and relevant details and
examples.

Demonstrates inconsistent
control of sentence structure
and the conventions of EAE.

Generally controls
sentence structure and the
conventions of EAE.

Consistently controls
sentence structure and the
conventions of EAE.

Exhibits a narrow range of
word choice, often including
inappropriate selections.

Exhibits appropriate word
choice.

Exhibits varied and precise
word choice.
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Level 4 writing is effective because the writer presents a clearly
focused main idea that addresses the prompt while controlling both the
language and sentence structure. The response establishes a clear and
logical organization and achieves coherent development with specific and
relevant details and examples. Word choice is varied and precise, and
there is consistent control of Edited American English (EAE), although a
few minor errors may be present. As a result of these combined
characteristics, the reader understands and easily follows the expression
of ideas in the response.
Level 3 writing is adequate because the writer uses the prompt to
establish a main idea and generally controls both language and sentence
structure. There is an identifiable organizational plan. The writer
incorporates specific focused detail, but the development may be uneven.
Word choice is appropriate, and the conventions of EAE are generally
correct; the errors that are present do not interfere with comprehension.
The reader of the 3 response understands the writer's ideas.
Level 2 writing is marginal because the writer addresses the
prompt but may lose focus or provide few specific details. The response
shows some evidence of an organizational plan and has some
development, but it may be limited to a listing, repetition, or
generalizations. There is a narrow range of word choice, sometimes
including inappropriate selections, and control of sentence structure or
the conventions of EAE may be inconsistent. As a result of these
combined characteristics, the reader occasionally has difficulty
understanding or following the expression of ideas.
Level 1 writing is inadequate because the writer has little or no
success in establishing and developing a focus, though there may be an
attempt to address the prompt. The writer fails to organize ideas or
provides little development; the response usually lacks details or
examples or presents irrelevant information. There may be minimal, if
any, control of sentence structure and the conventions of EAE, or word
choice may be ineffective and often inappropriate. The reader of the 1
response has difficulty identifying or following the writer's ideas.
Reprinted with permission of the GED Testing Service of the American Council on Education.
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TOPIC F
If you could make one positive change in your
daily life, what would that change be?
In your essay, identify the one change you
would make. Explain the reasons for your
choice. Use your personal observations,
experience, and knowledge.

Reprinted with permission of the GED Testing Service of the American Council on Education.
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ANCHOR PAPER COMMENTARY

SCORE = 4
This 4-level response is effective because the writer develops a
clearly focused discussion of a change she would like to make in her life
– that is, the need to "stop being such a procrastinator." This idea is
logically organized through a series of paragraphs offering specific,
relevant examples of how she procrastinates (e.g., waiting until the last
minute to write an English paper); of the results (e.g., loss of sleep, her
"sour attitude"); of the fact that her behavior is unusual among her
friends and family; and of the need to change as she looks toward
college. The writer's word choice is varied and precise, with such vivid
phrasing as "until the angels in heaven above start biting their nails!"
She demonstrates consistent control of sentence structure and the
conventions of Edited American English (EAE), despite a few minor errors
(e.g., omission of comma: "A procrastinator holds himself back and I
must move forward!").

SCORE = 3
This writer establishes a main idea – his desire "to be a better
communicator" – and organizes the discussion around the two strands of
listening and speaking. Although the identifiable organizational plan and
general control of language and sentence structure make this an
adequate response, the development is uneven. The writer offers some
specific detail, such as the distinction between hearing and listening.
However, the writer lapses into less specific statements, such as
"becoming more accomplished," "as a result of this change," "without
explaining the concrete form," "such accomplishment might take," or "the
specific steps necessary to reach such accomplishment." Word choice is
appropriate and the conventions of EAE are generally correct, although
there are some errors (e.g., less "misunderstandings" and "understand
my meaning clearer and faster").
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SCORE = 2
This marginal response addresses the prompt but lacks a
consistent focus developed with specific detail. The writer begins by
identifying a need to change his attitude, which he describes as
"outrageous." Although the response is a single paragraph, there is some
evidence of an organizational plan as he explains the kind of behavior in
others that causes his negative reaction and then explains that he
should alter his own attitude because he might someday need these
people. He loses focus, however, when he shifts to life as "just a game"
that he wants to play more effectively. Control of both sentence structure
and EAE is inconsistent as demonstrated in long, rambling sentences
with inappropriate punctuation (e.g., "My attitude toward certain people I
think is outrageous, these certain people are those people who think
they're god's gift to the world and I would also change my attitude toward
people who are of my age but, act so child like.").

SCORE = 1
This three-sentence paragraph is inadequate because the writer
has little success in developing a focus. Although she attempts to
address the prompt by identifying a general change she desires – "to
obtain maximum opportunity" – she provides no specific details. She
wants to achieve her goals "step by step, until I have reached the goals
set," but there are no concrete examples of information to explain what
those goals are or how she hopes to reach them. Although she generally
adheres to the conventions of EAE in the first two sentences, the final
sentence is difficult to follow: "One obstacle I would like to overcome
day-by-day would be to obtain any knowledge, whatsoever it may be,
every day, in other words, learning something new."

Reprinted with permission of the GED Testing Service of the American Council on Education.
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YOU BE THE JUDGE USING GEDTS FOUR POINT HOLISTIC SCORING
GUIDE

HOLISTIC SCORING RECORD
ESSAY #

YOUR
SCORE

GEDTS
SCORE

COMMENTS

1104387

1132553

1117152

1103740

117483

1120721

Reprinted with permission of the GED Testing Service of the American Council on Education.
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General Educational Development Testing Service
You Be the Judge
Annotations for Essay Scoring Practice
Papers are listed by the last four digits in the test litho number:
1. Paper 4387
Score: 2 Marginal
a. The response does address the prompt – "Decrease the time spent
on the telephone."
b. There is an organizational plan.
c. There is some development (spending time with the family) but
lacks specific details. Development is more of a list: "work out,
study and do homework, reading, and spend time with family."
There is repetition, especially "Talking on the telephone."
2. Paper 2553
Score: 3 Adequate
a. The response addresses the prompt – "Adopt a good health plan."
b. There is an organizational plan in paragraph one – "eating and
exercising."
c. Paragraph two develops the diet and food groups. Paragraph three
develops the exercising activity. The development incorporates
some specific detail.
d. Conventions of EAE are generally adhered to with some minor
exceptions – "healthy" for "healthful."
3. Paper 7152
Score: 4 Effective
a. There is an addressing of the prompt – "Re-evaluate my daily
routines and reorganize my use of time."
b. The organizational plan discusses how time is spent now –
"napping." And how "reading and volunteering" will help
reorganize time wasted with naps.
c. The second paragraph develops the importance of reading, making
effective use of parallel constructions to emphasize the benefits –
"alert not only in body but in mind." Paragraph three discusses
how to be socially active. Both developing paragraphs contrast
naps in the past with mental and social alertness in the future.
Specific details provide the means of how the changes will be
made.
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d. There is good control of word choice, using parallel constructions
and contrasts with sleep (paragraph 1).
4. Paper 3740
Score: 1 Inadequate
a. There is an attempt to address the prompt – "Spend more time
with my daughter and girlfriend."
b. There is no organizational plan that explains how the goal will be
accomplished.
c. Consequently, there is no development in this two-sentence
response. Issues of EAE and Word Choice are moot if there is no
clear focus, plan of organization, and development by supporting
details.
5. Paper 7483
Score: 3 Adequate
a. There is a response to the prompt – the writer wants to change
narrow-minded outlook.
b. There is an organizational plan "to change the way I act upon
things and the way I present myself to others."
c. There is development in paragraphs two and three. Paragraph two
develops the way the writer acts on things: "temper and 'getting
my goat';" however, the writer doesn't make the distinction between
"temper" and "narrow minded" from the focus statement.
Paragraph three develops how the writer "verbalizes subject and/or
things." The points of development in this paragraph are uneven –
doesn't explain the difference between "a comment versus a
command."
6. Paper 0721
Score: 1 Inadequate
a. The writer attempts a response to the prompt – "be respectful to
others."
b. However, there is no organizational plan. There doesn't seem to be
a focus to the four-paragraph response. The two points made are
"people being disrespected and people are disrespectful," followed
by "May not cause shoting (sic), fights, and etc." (wordy – etc.
means and others).
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Research Paper Guide
Using MLA Style
Introduction
Why Do a Research Paper?
General Guidelines
Selecting a Topic
Writing a Preliminary Thesis Statement
Finding Sources
Preparing Source Cards
Preparing to Take Notes
Preparing Note Cards
Avoiding Plagiarism
Writing a Final Thesis Statement
Preparing an Outline
Formatting the Paper
MLA Format: Citing Sources Within the Body
MLA Format: Works Cited and Works Consulted Pages
Works Consulted
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Introduction
This research guide is written to offer a standard format for
writing research papers in adult high school programs utilizing the
MLA style for writing. It is written to guide instructors and
students through the research paper writing process. It outlines
the steps required to write an effective research paper from
beginning to end, offering tips on selecting a topic, conducting
research, taking notes, citing sources, and formatting the final
paper. In other words, this guide has been prepared to guide the
writer in every step of the process. It is highly recommended that
you read the entire guide before beginning to write your research
paper.

Why Do a Research Paper?
The purpose of a research paper is to find and present
information on a single topic. However, the research process and a
final completed paper allows you, the student, to demonstrate your
skills and ability to:


think on a higher level;



locate, read, and assimilate sources in various forms;



analyze and synthesize research material;



formulate a clear thesis;



take notes;



write with sophistication and skill;



learn the format for a formal paper;



edit a paper for correctness and writing style;



manage long term projects;



follow directions; and



meet deadlines.

In addition to demonstrating the skills and abilities listed
above, research is also a life skill that adults use on a regular
basis. For example, when we look for the best deal on a car to
purchase, we are conducting research. The same is true as we
decide where to apply for a job, what college to choose, how to get
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rid of ants in our house, where to get the words for a song, and so
on. Our ability to find and use information helps us reach
conclusions, make choices, and communicate more effectively. In
addition to personal use, research is also used in job-related duties
to write and present reports.
Just as you might research which new car to purchase by
looking at online resources, checking Consumer Reports, and
asking a mechanic about which model is the best, the same is true
in writing a research paper. You must carefully research your
topic. This includes consulting as many different, reliable sources
as possible, making notes, asking questions, consulting additional
sources, and developing a point of view based upon all of the
information you find. As you gather information to reach a
conclusion or support a hypothesis, you are developing lifelong
skills of information literacy.

General Guidelines
The research process and the writing process are connected.
Research is of little value unless you effectively communicate what
you have learned. The same skills that you use to write an essay
are used to write the research paper. Developing a clear and
focused thesis, sketching an outline, drafting, revising, peer
reviewing, and editing are all steps you have used in other writing
assignments. Some general guidelines include:
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The paper must contain a clearly worded THESIS.



The thesis must be the focus of the entire paper.



The thesis must be supported with research information
from reliable sources.



Standard written English is required; no slang or
abbreviations.



The paper should be free of errors in spelling,
punctuation, sentence structure, grammar, and
capitalization.



All information, whether quoted directly or paraphrased,
should be documented (credited to the source) using MLA
format.
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The paper should be word-processed in standard format.
See formatting the paper in a later section of this guide.



A list of sources, in the form of “Works Cited” and “Works
Consulted” pages, should be included at the end of the
paper.

The list below provides a brief outline of the steps to get you
started with the research paper writing process; additional
information for each step is provided later in this guide.
1. Select a topic. Read about a broad topic with "peripheral
vision," looking for subtopics and important terms.
2. Formulate a preliminary thesis statement. You will
finalize your thesis statement after you have gathered
information about your topic.
3. Find sources. Identify questions you are interested in
investigating, gather information, and evaluate the
sources of information.
4. Prepare source cards. It is important to keep a separate
index card with complete documentation for each of your
sources.
5. Prepare note cards. Take careful notes and identify all
sources on index cards.
6. Review and revise your preliminary thesis statement. Be
sure the final thesis statement is clear and focused.
7. Develop an outline. Organize your notes and materials.
Identify and rank ideas and strong supporting points.
Make certain the research and logical reasoning support
your ideas and points.
8. Write the first draft. Include proper documentation for all
works quoted or paraphrased.
9. Prepare the title page.
10. Prepare the works cited page.
11. Prepare the works consulted page.
12. Edit and revise. The first edit and revision should be for
content only.
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13. Edit and revise. This edit and revision should be for
correctness of form, sentence structure, spelling,
grammar, and punctuation. Consider having a peer
review your work.
14. Proofread. It is important to proofread and correct errors
prior to submitting the final copy.
15. Submit the final copy.
Below are a few hints to help you as you begin the research
paper writing process:


Select a topic that truly interests you.



Make sure you understand what is required.



Look for a wide variety of resources early.



Keep up with and meet all deadlines.



Do not skip any of the steps in writing your research
paper.



Allow plenty of time to revise.



Save all your work. Back up your drafts and your final
paper. Keep a copy of everything you turn in throughout
the research paper writing process.



You may find a timetable helpful as a reminder of specific
requirements and due dates. Additionally, you and your
instructor may use a grading rubric and/or a student
self-evaluation checklist. A sample timetable, rubric, and
checklist are provided on the following pages.

A research paper requires careful planning, searching,
studying, and writing. You choose a topic, gather information from
many sources, develop your own position, become an authority on
your own topic by borrowing, comparing, rejecting, or agreeing
with your sources, and explain your own thinking as you write.
This is a great endeavor. This guide is designed to help you in
every step of the process as you plan, research, and write your
paper. If you have any questions that are not addressed in these
guidelines, let your instructor know. Good luck!
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Research Paper Timetable
A crucial factor in writing a research paper is managing your time
wisely, using work time productively, and sticking to a schedule. Use the
table below to help manage your time.

Date … should
be done by

Date Completed

Date Due

Research paper is due
Prewriting, brainstorming
Topic selection
Finding sources, source cards
Taking notes, note cards
Thesis statement
Outline
Rough draft, body
Draft of works cited and
consulted pages
Editing and revising
Complete revised draft in final
form including title page,
outline, body, works cited, and
works consulted pages
Proofreading and corrections
Final polished paper
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Research Paper Editing Checklist
When revising and editing your research paper, ask yourself...
Have I answered the question or task as fully as possible?
___What is my thesis, central position, or main assertion?
___Do I make a clear argument or take a position about the topic? Do I state
that position in my introduction?
___Does my introduction prepare the reader for what follows?

Is my research paper clearly structured?
___Does my paper have a clear introduction, body, and definite conclusion?
___Does the paper advance in logical stages?
___Are the major points connected? Are the relationships between them
expressed clearly?
___Do the major points all relate to the topic and contribute to answering the
task or question?

Are my paragraphs clearly connected and coherent?
___Does each paragraph begin with a topic sentence?
___Do the sentences flow smoothly and logically from point to point?
___Does each sentence clearly follow on from the one before?
___Does each paragraph state its case clearly and completely or should there
be more evidence/detail?
___Are there adequate transitions between sentences and paragraphs? Are
transitions varied or are they all the same kind?
___Are all examples and quotes relevant to and supportive of my answer?
___Are facts and opinions supported with examples or explanations where
necessary?

Is my written expression appropriate?
___Have I used direct and clear language?
___Have I explained my ideas clearly and explicitly?
___Have I kept my audience in mind? Have I said all I need to say so that my
reader can understand or am I assuming they will “know what I mean”?
___Have I written complete, grammatically correct sentences?
___In long sentences, have I separated related ideas with commas or
semicolons for easier understanding?
___Is my use of tenses correct?
___Have I used non-discriminatory language?
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Have I fully referenced my sources of information?
___Have I referenced all the words, ideas, and information sources I have
used in my paper?

___Have I used a consistent referencing style as assigned by my instructor?
___Is there a clear distinction between my thoughts and words and those of
the author(s) I've read and cited?
___Are quotations properly introduced?
___Are they accurate?
___Are they formatted correctly?
___Do the quotations add evidence or provide an authoritative voice, or am I
letting the author(s) speak for me? Would writing it in my own words be
more effective?

Have I remained within or exceeded the set word limit?
___I do not have enough words:
___Have I fully answered the research question or topic?
___Do I need to read more? Should I include more information or
discussion?
___Have I provided enough evidence to support my argument(s)?
___I have too many words:
___Have I included only relevant information?
___Is there any unnecessary repetition in my paper?
___Is my written expression as clear and concise as possible, or is it
too 'wordy'?

Have I proofread and revised my research paper for errors?
___Have I checked my spelling?
___Have I read through my paper and not just relied on a computer spell
checker?

___Is all my bibliography and/or works cited information correct?
___Have I used correct punctuation?
___Have I ended every sentence with a full stop?
Is my research paper well presented?
___Does the presentation follow the guidelines set by my instructor?
___Have I included a cover sheet in the required format?
___Have I made sure my paper is legible? Is it typed or written neatly?
___Have I used correct line spacing?
___Have I numbered pages and used the proper margins?
___Have I kept an extra copy?
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Research Paper Grading Rubric
Each component of your research paper is due on a specific date.
Record the due dates when the assignment is made. Attach this form to
the front of a large envelope. Each component must be placed in the
envelope and submitted by the due date. Each component has points
assigned to it. When evaluated, the points earned will be recorded.
Week

Due

Point

Points

Date

Value

Earned

Assignment given

1

-------

-------

Topic approved

2

-------

-------

Finding sources, researching, and
taking notes

3

-------

-------

Source cards (at least 10)

4

5

Note cards (at least 50). Also
include the source cards from the
prior week in the envelope.

5

15

Thesis statement and outline

6

10

Rough draft of body

7

10

Complete draft in correct format
including title page, outline, body,
works cited, and works consulted
pages

8

10

Final polished paper

9

50

------------

Final Grade for Research Paper (total points earned)
Instructor Comments:
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Self-evaluation Checklist
Answer all questions, sign the plagiarism statement, and include this sheet
with your final paper.
1. I have fulfilled all the requirements for this assignment.
2. My thesis is fully answered and explained.
3. My evidence is logically organized.
4. I have carefully checked spelling, grammar, and
punctuation.

 Yes  No
 Yes  No
 Yes  No
 Yes  No

5. My verb tense is consistent throughout.

 Yes  No

6. I have varied sentence structure to enhance readability.

 Yes  No
 Yes  No

7. My paragraphs have topic sentences.
8. Transitional sentences link my paragraphs.
9. My introduction and conclusion clearly support my thesis.
10. My documentation is correctly formatted.
11. All facts not commonly known are documented.
12. I have used varied and relevant resources.
13. My paper is neatly presented/published.

 Yes  No
 Yes  No
 Yes  No
 Yes  No
 Yes  No
 Yes  No

14. By signing below I certify that I have not plagiarized any of the material in this
paper.
Signature: ____________________________________

15. List comments about your experience with the research paper process. What
would you do different next time?
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Selecting a Topic
When starting a research paper, one of the first things you
must do is choose a topic. You need to find a topic that interests
you and that has plenty of information available since research
papers are usually quite long (12-20 pages), word-processed with
double spacing.
If you are writing a persuasive or argumentative research
paper, you must decide which side of the issue you are on. For
example: “pro” if you are for the issue and “con” if you are against
the issue. Your stand on the issue will become the preliminary
basis for your thesis statement.

Writing a Preliminary Thesis Statement
What you write as your opening will become the thesis
statement. A thesis statement is a single sentence that formulates
the topic and point of view. In other words, it announces your
point of view toward your topic. It is never stated as a question.
In the case of an argumentative or persuasive paper, it tells the
reader not just what the topic is but what side you are on. Even
though you should formulate a preliminary thesis statement prior
to conducting research, you will need to review and revise it as you
begin to write your paper. As you begin to write your thesis
statement, consider the following:


Who is the audience? Is it a specialist in the field,
someone who will agree or disagree with the thesis or
someone who is interested or uninterested in the topic?



What is the purpose of the paper? What will the paper
attempt to achieve? Will it describe, explain, or argue a
certain point?

Write several different thesis statements and then choose the
one that is best for your situation. As you conduct research and
begin drafting your outline and paper, your preliminary thesis
statement will most likely evolve and change. The following page
offers two examples:
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Example 1:

Example 2:

Topic: Birth Defects Caused by
Corporate Pollution

Topic: Abolitionist Movement

Thesis: Environmental damage
from large factories causes many
birth defects in the US every year.

Thesis: The Abolitionist
Movement was a powerful force in
freeing slaves.

After you have conducted your research you will need to
finalize your thesis statement. Your final thesis statement must be
included at the beginning of your outline and incorporated into the
first paragraph of your paper.

Finding Sources
Sources are the articles, books, movies, Web sites, and so
forth that you will use to find information about your topic. You
want to find sources that back up your position on the topic.
Effective research papers use a wide variety of reliable and credible
sources. Your instructor will be looking for that variety when
reviewing your works cited and works consulted pages. A good rule
is a minimum of ten works cited. Include at least two books and
two journals or magazines complemented by additional sources
from Web sites, e-mails, personal interviews, radio or television
shows, newspaper articles, pamphlets, speeches, etc.
Gather a list of books, articles, and other sources of
information on your topic. Even if you are not sure the source will
have what you want, keep accurate information on every source in
case you need it later. If you are using Web sites, you might want
to print out the first page of the document, making sure the URL is
printed on the page.
Locate your sources in print by searching books, magazines,
newspapers, journals, encyclopedias, dictionaries, atlases,
pamphlets, etc. A good place to begin your research is to check the
topic in an encyclopedia either at your local library or online. For
an online encyclopedia try the Web site: www.encyclopedia.com.
The Internet is becoming the first place many students look
for information. Even though it provides an extraordinary amount
of information, material found on the Internet should be carefully
evaluated. Anyone can publish on the Web. When you use Web
resources, be especially critical about the source of the materials;
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their accuracy, relevance and timeliness; the audience for which
the material was created; the credentials, credibility, perspective,
or bias of the author or institution responsible for the content.
When you visit the library, ask the librarian to suggest other
sources you may not have considered. Libraries often subscribe to
Internet sources you may not be able to access from your home
computer.
To help you find sources, use the acronym “DECIDE.” Define
what problem area to investigate. Explore where to find sources.
Create search questions and words. Identify and investigate
sources. Do the research, paraphrase, and take notes. Evaluate
your effort. The “DECIDE Guide” below may be helpful in guiding
your research phase.

D E C I D E Guide
1.

Define the problem by stating your tentative thesis in one sentence.

2.

Explore/brainstorm where to find sources.

3.

Create search questions/topics you want to investigate. Check topics in an
encyclopedia to answer questions such as who, what, where, when, why,
and how. Fill in specific names of people, places, events, and things as
KEYWORDS. Consider synonyms, related terms, phrases, alternate
spellings, plurals/singulars, etc.

4.

Identify and investigate sources. Using your keywords, identify the best
sources. For example, encyclopedias, reference books, CD-ROM’s,
databases, Web sites, etc.

5.

Do the research, paraphrase, and take notes.

6.

Evaluate your effort. What worked? What didn’t?
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Preparing Source Cards
Keep a separate 3x5 or 4x6 index card for every new source.
Each card should contain the following information:
1. The publication information needed, in proper MLA form,
to prepare your final “works cited” and “works consulted”
pages. Consult the examples in this guide for correct
form.
2. If using a library book, record the call number in the
upper left hand corner of the card.
3. Record a code number to connect the source card to the
note cards derived from this source.
4. Always make a source card before you begin taking notes
from the source.
The following page has sample source cards from a library book, a
journal or magazine article, and Web site.

Sample Source Cards
This call number
will help locate a
book later.

Library Book

This code letter will
connect your source
card to information on
your note cards.

LC146.5
.S59

B

Smyth, John, and Robert Hattam. “Dropping Out,”
Drifting Off, Being Excluded: Becoming Somebody
Without School. New York: P. Lang, 2004.

Place of Publication

Publisher
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Journal or Magazine Article
Author

Title of Article

G
Smith, Tom. “Study Circles Challenge the
Intellect and Strengthen the Professional
Community.” Focus on Basics June 2002: 12-16.

Journal Title

Date of Publication

Page Numbers

Web Site
Title of Article

Title of Page

M
Ewing, Tom. “ETS Report: One-third of Students
Who Enter High Schools Do Not Graduate.” ETS
23 Feb 2005. 31 January 2006 <http://www.ets.org>

Date of Electronic Publication
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Date of Download

URL
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Preparing to Take Notes
The easiest way to prepare your research project is to base it
on NOTES which you make as you consult your sources. You will
waste time, however, if you take notes on EVERY fact on your
topic. To avoid this, before you start your note taking, write on an
index card:
1.

A statement of what you tentatively plan to prove about
your topic.

2.

Four to five general questions that will help you focus
your research.

Below are two examples:
Example 1:

Example 2:

Topic: Mark Twain & Huck Finn

Topic: The Salem Witch Trials

Prove: Events in Huck are based on
Twain's life but Twain changed them
to develop a theme.

Prove: No idea--need to read first!

Questions:
1. What events in Huck also
happened in Twain's life?

Questions:
1. Were any really witches?
2. What happened to those
accused?

2. How did Twain change the
events in Huck?

3. What happened to cause the
people of Salem to go on a witchhunt?

3. What are Huck's main themes?

4. What stopped the witch-hunt?

4. What events aren't changed?

5. What did the accused have to
say?

The time and effort it takes to prepare to take notes will save
time and effort as you research and prepare your note cards.

Preparing Note Cards
Taking notes is the most practical way to assemble
information for writing a research paper. If you prepare your notes
properly, you will find it much easier to organize your material
later and to complete your project. Be sure to record, on every note
card, the source and page number for all notes. Also, be sure your
notes are clear and complete. Doing this from the beginning will
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save you time later. You should not need to go back to find
information you missed. Once you have decided that the material
is useful, follow these steps:
1. Write your notes on 3x5 or 4x6 index cards with lines.
2. Write on one side of the card unless you have just one or two
lines left or you are writing a quote, in which case, use the
back.
3. On any one card, write notes only on one narrow topic and
from only one reference source. This will simplify organizing
your paper later.
4. In addition to your notes, include the following on each card:
a. Write the source information at the top right of the
card. You may identify the source by using a code
letter matching your source card, the author's name,
or a shortened title.
b. Write the subject heading at the top left of the card.
c. Write the page number (if given) where you found the
information on the card. Internet sites may not have
page numbers.
5. Read each source carefully. Decide its meaning and
usefulness. Take notes in your own words using words and
phrases. Get all the facts, names, dates, what happened, etc.
You can use abbreviations, as long as you are sure you will
understand them later.
6. If you are writing an exact quotation, copy the quotation
exactly, that means every little comma! Enclose the quote
with quotation marks. Also include the name of the person
you are quoting, that person's position, and the page
number. Be sure you are quoting credible and reliable
sources.
7. Start a new card when:
a. The page changes
b. The source changes
c. The subject heading changes
d. When you run out of room
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Sample Note Card
Author or code letter
connects note card to
source card.
Topic or key word will
help in arranging cards
later.

Dropout Statistics

Ewing–M

1 “From 1990 to 2000, the high school completion
rate declined in all but seven states.”
3

shift toward awarding of GED credentials to
younger individuals, program revised to make it
more rigorous

Page number
or paragraph
number to cite
source in text.

Paraphrase from
author’s exact
words.

Quote copied
word for word.

Avoiding Plagiarism
As you write your research paper, avoid cheating, i.e., using
someone else’s work as your own. Plagiarism is literary theft. As
you write your research paper, you are required to support your
ideas with information from sources such as magazine articles,
books, Web sites, etc. However, you must document the source of
all information used. It does not matter where you find the
information, whether in a book, journal, an interview, or on a Web
site; when you use the work (or words) of others you must give
them the credit they deserve.
Plagiarism happens when you present or use someone else's
work and claim it as your own. The most often form of plagiarism
is when the writer fails to use quotation marks or cite the author.
However, other more subtle degrees of plagiarism exist. Even when
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you paraphrase, you should cite the source. As you write your
research paper, if you are ever in doubt about whether or not you
need to cite a source it is best to go ahead and document the
source. If you do this, you will avoid unintentional plagiarism.
Plagiarism can have serious
consequences: You may earn a grade
of zero on the paper, fail the course,
or even be expelled from school
depending on your school’s policy.

Writing a Final Thesis Statement
Earlier in the research paper process you wrote a preliminary
thesis statement. Now that you have completed the research phase
for your paper, you have a better idea of what your thesis
statement should be. Using your preliminary thesis statement,
write a final thesis statement. Your final thesis statement will be
used as part of your paper’s outline and introductory paragraph.

Preparing an Outline
An outline is an organized arrangement of the important
elements of your topic. It is important because it keeps you from
wandering off the topic and/or dwelling on insignificant side
issues. It also gives order to the paper and a quick overview of the
paper. There are two major types of outlines: topic and sentence.
Topic outlines are easier to write. For the purpose of this research
paper you should complete a topic outline composed of words or
phrases (no sentences) with no end punctuation. Your final
outline should be double-spaced.
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1.

As you prepare your outline, use topics only, not
sentences.

2.

Capitalize important words in main headings (those in
Roman numerals).

3.

Capitalize only the first word of the sub-topics (all topics
not using Roman numerals).
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4.

Use parallel working for clarity. For example, If I = noun
form; then A, B, C’s = noun forms; 1,2,3’s and abc’s etc.
use same grammatical structure.

5.

Do not use single sub-topics. If there is an “A.”, there
must be a “B.”. If there is a “1.”, there must be a “2.”.

6.

Include three to five major divisions in your outline.
These will represent the major subdivisions of your
paper.

7.

Include topics, examples, quotes, or paraphrases that
you intend to use in your paper.

8.

Avoid too much detail, as well as too little detail.

9.

Sample outline. The outline below shows the correct
form and uses “verbs” for parallel form.
Writing a First Draft
THESIS: Writing the first draft of a research paper requires
organization.
I. Get Organized
A. Make sure your outline is revised and complete
B. Make piles of note cards according to outline
C. Divide note cards according to outline categories
1. Put cards in order according to outline order
2. Check for missing information and repetition
II. Write Your Introduction
A. Write the introduction in one or two paragraphs
1. Create interest
2. Provide necessary background to create context
3. State thesis
B. Provide a general overview, not specifics
III. Write the Body
A. Type from note cards, adding transitions
C. Write smoothly without worrying about wording
D. Follow outline
IV. Refer to Sources
A. Frame your quotations and references
B. Identify sources in text
D. Use minimum quotations
E. Provide necessary documentation
V. Write Your Conclusion
A. Refer to the thesis statement
B. Use new form, style, and wording of thesis
C. End with force and energy
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Formatting the Paper
Your instructor may have specific requirements for the
format of your paper. If so, you should follow those requirements.
The recommendations presented below are the most common
formats.

Paper and Fonts
Your paper should be typed on standard, 8 1/2 x 11 inch,
white paper. Use either Times, Times New Roman, New York, or
Palatino font style in a 12-point font size. The entire paper should
be double-spaced.

Margins
Use 1-inch margins on all pages, top, bottom, left, and right.
Sometimes it will be necessary to leave as much as 1 1/2 inches at
the bottom of the page, and of course the last page of the paper
may not be a full page. However, never leave less than a 1-inch
margin.

Header
Each page (except the title page) needs a header in the upper
right hand corner, 1/2 inch from the top, and flush with the right
margin. The header should include your last name and the
corresponding page number.

Barber 1
Young Adult Learners

Page Numbers
All pages should be numbered in the upper right hand
corner, 1/2 inch from the top, starting with the first page after the
title page and including the works cited and works consulted
pages. Type your last name before the page number on each page.
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Title Page
The title page should include the title of the paper centered
about 1/3 of the way down the page. Do not underline or italicize
the title. Use the same font you chose for the body of your paper.
Your name should be centered near the middle of the page. The
course title, your instructor’s name, and the date should be
centered near the bottom of the page. The date should be the date
the paper is due, even if you turn it in early. Note: MLA style does
not require a title page. However, including a title page makes your
final paper look more polished.

Outline Page(s)
Your outline should be inserted between the title page and
the body of the paper. The entire outline should be double-spaced
and contain the same header (name and page numbers) as the rest
of the paper. The outline title should be the same as the title of
your paper.

Body of the Paper
Your research paper should be double-spaced. The title of
the paper should be centered on the first page of the body of the
paper. The first line of each paragraph should be indented 1/2
inch (or one preset tab). Do not split words with a hyphen from one
line to the next. Do not end a page with less than two typed lines of
a paragraph. If you cannot fit two lines (not sentences) then move
the entire paragraph to the next page. This is when you may leave
more than a one-inch margin at the bottom.
Do not use contractions (don’t).
Do not use slang (ain’t).
Do not use back-to-back quotes or
paraphrases.
Do not use “I.” A research paper is
not a personal essay.

Preparing the Works Cited Page(s)
The heading, Works Cited, should be centered at the top of
the page followed by the sources you cited within your paper. Be
sure all citations are in the proper format. List all resources
alphabetically by the first word of the citation. It may be an author,
editor, or first word of the title. If the title begins with the words a,
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an, or the, they should be excluded. Each entry should begin at
the left hand margin and continue to the right hand margin with a
1/2-inch indention on successive lines. End each entry with a
period. For examples and additional information, see the “MLA
Format: Citing Sources Within the Body” section of this guide.

Preparing the Works Consulted Page(s)
The heading, Works Consulted, should be centered at the
top of the page followed by the sources that you consulted but did
not cite within the body of your paper. Otherwise, the works
consulted page(s) are formatted the same as the works cited
page(s). See the section above.

Proofreading and Corrections
Carefully proofread and make necessary corrections before
you print the final polished draft.

Binding
Bind your paper by putting it in a plastic cover, staple it, or
use a paper clip. Loose papers may get misplaced or lost if left
unattached. Your instructor may require your research paper, with
source cards and note cards, be placed in a large envelope prior to
turning it in.

Final Steps to a Finished Draft
Your polished research paper
should include the following:
1.

Title page.

2.

Outline.

3.

Body of the paper.

4.

Works cited page(s).

5.

Works consulted page(s).

Keep a copy of your final paper.
Highly unlikely, but it could get lost.
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MLA Format: Citing Sources Within the Body
Citing sources within the body, called “in-text
documentation,” is to give immediate source information without
interrupting the flow of the paper. In-text documentation is the
recognized format for acknowledging borrowed information, i.e.,
works of others, within your original text. Below is a list of what
you must document:
1.

Direct quotations. Information copied directly from an
author.

2.

Indirect quotations. Paraphrasing or summarizing
information that is unique to the source. Even if the
wording is your own, if it is taken directly from the
author’s viewpoint, then the author must be cited.

3.

Statistics such as numbers, percentages, and ratios.

4.

Facts that are not common knowledge. If it is an
unknown idea or fact, you must cite the source even if
you state it in your own words. Common knowledge is
facts that can be found in many sources; if you are not
sure it is best to cite the source.

5.

An author’s original idea, thought, or viewpoint. This
includes controversial information, one-of-a-kind ideas,
and information you might have difficulty explaining to
someone else even if the wording is your own.

6.

Graphs, diagrams, or pictures that are not your own.

General information that can be found in many sources does
not need to be documented. Also, you do not need to document the
conclusions you draw from gathering information from a variety of
sources.
Usually only the author's last name and page number or, in
the absence of an author, the title and page number are given. Do
not use the word "page" or any abbreviations. Page numbers may
be omitted if the article is a one-page article or one in an
encyclopedia arranged alphabetically. Page numbers are also
omitted when citing Web resources, which do not normally include
paging. Usually parenthetical citations are placed at the end of a
sentence.
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Rules for Using In-Text Documentation
1. Use the author's last name and give the page number in
parentheses. Do not use "page" or an abbreviation for page, just
write the number. In most cases you will be citing one or two
pages, leading your reader to a specific piece of information.
Allow one space before the parentheses but none after it if a
period follows.
Example: Students today want to learn mathematics that they
can use in real life (Barber 12).
2. If you are using more than one article or book by the same
author, give the last name, comma, the title, and the page.
Example: “Several doctors have stated that the stress produced
by English teachers can best be seen as a form of Post
Traumatic Stress Disorder” (Dixon, What Have We Done? 66).
3. If you identify the author and title in the text, just give the page
number.
Example: Barber, in her book, Mastering the Mind, argues that
"many students have been taught to fear math" (42).
4. If there is no author, give the title and the page number.
Example: We will become a country of illiterate, non-writers
though, if we do not teach our students to write (Stress Works
32).
5. If you are quoting a direct quotation from a secondary source,
you must identify it as such.
Example: According to Sanders, "...a writer’s voice is what
makes their writing unique" (qtd. in Green 33).
6. If a quotation or information appears in the middle of your own
idea, then insert the documentation immediately after the
quotation.
Example: Sander’s idea that "...a writer’s voice is what makes
their writing unique" (qtd. in Green 33) parallels the idea that
all writers have a style of their own.
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7. When quoting more than four typed lines, set off the quotation
by indenting it one inch from the left margin. Use the normal
right margin and continue to double space. Quotation marks
are unnecessary. Long quotations are usually introduced by an
informative sentence, followed by a colon.
Example:
As one high school junior stated:
Teachers today don’t care about you. I don’t know if it
is because they are just burnt out or what. I’m just
tired of the pressure. I’m tired of school counselors
telling me that I’m smart and if only I would try
harder. (Maury 12).
8. Web documents generally do not have fixed page numbers or
any kind of section numbering. If your source lacks numbering,
omit numbers from your in-text documentation and use only
the main entry, author, or title in parentheses.
Example: A recent CNN.com review noted that the book's
purpose was "to teach cultures that are both different from and
similar to world status quo" (Allen).

Additional Examples


Magazine Article: Give the author if available, otherwise use
the title of the magazine.
Example: Jude can be surveyed from a Biblical point of view as
a "martyr" (New Yorker 16).



Newspaper: List the author if given, otherwise list the
newspaper title without any definite or indefinite articles that
begin it (New York Times not The New York Times) and the page
number.
Example: According to the New York Times, Jesse Jackson
appears to have a very decent chance to win the Democratic
nomination for President (Kehoe C4).



Encyclopedia: Treat encyclopedias like books. If an author's
name is given, use it and the page number. If no author's name
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is given, use the editor's name. If neither is given, use the title
of the encyclopedia.
Example: Whale communication research started in the late
1950's by Stanford University graduate students who were
studying mating calls (Davis 78).


Visual Material (graphs, charts, tables, etc.): These materials
must be documented. After each graph, chart, or table write:
Source: then give complete bibliographic information, end with
a colon, space, then the page number. Or label the visual, add a
title, and give the artist or author and page number.
Example:
TABLE 1
-----------------------------------------------------------------------Violation of the Privacy Act
-----------------------------------------------------------------------Violated Not Violated
Tapping Telephone Lines
35%
65%
Mail Broken Into
05%
95%
-----------------------------------------------------------------------SOURCE: Wesley, Harding. Databanks Keeping Track.
(New York: Quarter, 1988): 89.

MLA Format: Works Cited and Works
Consulted Pages
No research paper is complete without a list of the materials
from which you have borrowed ideas, facts, opinions, or
quotations. Your instructor may use your list of works cited to
check accuracy of information or to verify the work is “in your own
words” and has not been plagiarized. Additionally, the readers may
use the list to get more information on the topic or verify the
reliability and timeliness of your sources.
You created a running list of sources when you filled out
your source cards. Now you must formalize the list to accompany
your paper so that a reader can see your sources.
1.
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Go through your source cards, discarding any sources
you did not use.
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2.

Divide your remaining source cards into two piles, one
for the "Works Cited" list and one for the "Works
Consulted" list. The "Works Cited" list should consist of
all works that you specifically quoted, paraphrased or
referred to in your text. The "Works Consulted" list
should consist of all works that you consulted but did
not actually cite in your text.

3.

Arrange your source cards alphabetically according to
the author's last name. If no author is indicated,
alphabetize by the first prominent word in the title. If the
work is published by a society and no author is named,
use the society as the author in order to alphabetize.

Preparing the Works Cited and Works Consulted Pages


The works cited page should begin at the top of a
separate page after the last page of text. Head a new sheet
of paper "Works Cited." (Do not use quotation marks
around your title).



Type the information from the alphabetized cards of all
works cited into your paper.



All entries should be double-spaced with no extra line
spaces between entries. The first line of each entry in the
list should be flush to the left margin, and each
subsequent line for that entry should be indented onehalf inch, i.e. hanging indent.



If you have two or more works by the same author, give
the author's full name for the first citation and use “---.”
instead of the author’s name for each additional work by
that author. (Do not use the quotation marks).



Underline titles of longer works, i.e., books, journals, etc.



On a different page, entitle your second list “Works
Consulted.” (Do not use quotation marks around your
title). Type the information from your alphabetized source
cards on this page and place it after the "Works Cited"
page(s). Prepare the entries the same as the entries for
your “Works Cited.”
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Additional information and examples of MLA style citations
are given below. If you need additional examples or information,
refer to the MLA Handbook for Writers of Research Papers.
Abbreviations: MLA is specific about abbreviations in
citations. You will probably need to abbreviate months for any
journal reference. Note that May, June and July are not
abbreviated. Publishers’ names are usually abbreviated or
shortened. In general, omit articles (a, an and the) and business
abbreviations (Co., Corp., Inc., or Ltd.). If the publisher's name
includes the name of one person, cite the surname only. (W.W.
Norton would be simply Norton.) If the publisher's name includes
several names, cite only the first of the surnames. Additional
abbreviations include using Little for Little, Brown and Company,
Inc.; ALA for The American Library Association; and Cambridge UP
for Cambridge University Press.
Underline titles of longer works such as books,
periodicals, databases, full-length plays, movies or television
series, works of art, book-length poems, and major Web sites.
Set in quotation marks titles of shorter works, not
independently published. This includes chapters, essays, articles
in journals and newspapers, short poems, Web pages, TV episodes,
and one-act plays.

Example Citations
Personal or Telephone Interview
Sanders, Rebecca. Personal interview. 8 February 2006.
Green, Anita. Telephone interview. 4 February 2006.
Letter
Baskins, Theresa. Letter to author. 23 July 2004.
E-Mail
Smith, William. "Trial results." 12 Jan. 1999. E-mail to author. 29
April 2005.
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A Book by One Author – The author is listed last name first, then
a comma and the first name, then a period followed by the title and
a period. Then you have the place of publication followed by a
colon and the publisher, a comma and the year of publication.
Fisher, Kathleen. Complete Guide to Watergardens. New Jersey:
Creative Homeowner, 2000.
Two or More Books by the Same Author
Small, Chris. Please, Help Me Carry My Keys! Topeka: Rand, 1993.
---. Don't Measure a Chemist by Her Size. New York: Feminist, 1993.
A Book By Two Authors
Spacey, Tom and Jerry Stills. Great Recipes of the South. New
Jersey: Penguin, 1998.
A Book by Three Authors
Simpson, Homer, Bugs Bunny, and Charlie Brown. Cartoon Life is
a Drag. Los Angeles: Warner Bros., 2004.
A Book by a Corporate Author
Appalachian Staff Council. Cooking with Spice. Boone, NC:
Appalachian State University, 2002.
A Book with an Editor
Lain, James ed. Effective Training. Brooklyn, NY: Ransom, 1999.
Multivolume Books
Hatsfield, Thomas, and Fanny Wendt, eds. A History of Chinese
Pottery. Vol. 5, Washington: Barrymore.
A Work in an Anthology
Smith, James. "The Physics of Sushi." The Fabulous Physics
Paper. Ed. Samuel Klein. Rome: Cambridge UP, 1854. 46-59.
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An Edition Other Than the First
Peters, Michael. Everything You Always Wanted to Know About
Keeping Your Classroom Neat and Clean. 4th ed.
Philadelphia: Lysol, 1995.
A Signed Article in a Reference Book
Copaset, Sandra. "Zen and the Art of Wearing Blue and Khaki."
Encyclopedia Americana. 1996 ed.
An Unsigned Article in a Reference Book
"Best Beards of All Time." Encyclopedia of Anatomy and Hair. 15th
ed. 1993.
An Article in a Journal with Continuous Pagination
Skater, Andrew. "Rollerblading on a Secondary Level." Secondary
Education 54(1990): 113-25.
An Article From a Monthly or Bi-Monthly Journal or Magazine
Davidson, Marcia. “Civil War Battles of North Carolina.” Southern
Living June 1981: 34-36.
(Notice how magazine articles are different from books. There is an article title in quotes, the
magazine name is underlined, and page numbers are added at the end.)

An Article from a Weekly or Biweekly Journal or Magazine
Jones, Jeff and Tony May. “Teen Suicide.” Time 5 Oct 1999: 54-59.
A Signed Article from a Daily Newspaper
Smith, Bob. “Schools Losing Ground.” USA Today 5 May 2001:5D.
An Unsigned Article from a Daily Newspaper
"Places to Visit, Things to See.” Avery Post 22 Jan. 2005: 9C.
Pamphlet
“Taking Care of Business: Watching the Telemarketer’s Game.”
Washington, DC: Better Business Bureau, Office of the
Better Business Bureau, Dec. 1999.
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Films and Radio and Television Programs
“Crime in North Carolina.” Writ. Matthew Johnson. NBC. WRAL,
Raleigh, 15 Dec. 1997.
“Big Bird’s Funhouse.” Dir. Hank Ovlay, Perf. Gillian Nomay, Tom
Whilts, Barry Thomas. 1987. Videocassette. Tristar. 1990.
Note: Writ. = writers, Dir. = director, and Perf. = performers.
Map or Chart
Germany. Map. Chicago: Rand McNally, 2005.
Yoga Fundamentals. Chart. Miami: Polston, 2000.
Web site (general)
Smith, George. “Graf Has Look of a Champion.” ESPNET
SportsZone. 29 Aug. 1996. <http://www.espn.com.html>.
Article in an online magazine
Smith, Jane. "Who Really Invented the Internet?" Web Weekly 26
Feb 2001. 4 May 2001. <http://webweekly.com/smith/>.
“Domestic Abuse in North Carolina.” New York Times 3 April 2004.
5 Jan. 2006. <http://www.nytimes.com/2004/accent>.
(The first date is the date of the article, the second date is the date that you looked at the article).

CD-ROM
Wallechinsky, David. “Olympic Games.” Encyclopedia Encarta. CDROM. Redmond, WA: Microsoft, 2004.
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