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Preparing for College and Workplace Writing Curriculum Outline

EFL: NRS Level 6

Standards:

MLR: B Writing (PI’s 1, 3, 4 & 5), C1 Research

EFF: Convey Ideas in Writing and Advocate and Influence
Objectives: 

Students will be able to use the writing process effectively to compose multiple revised drafts.
Students will be able to write thesis-driven papers supported by evidence.
Students will be able to write persuasive papers exhibiting logical reasoning and rhetorical techniques.
Students will be able to complete college, job, licensing and scholarship applications, request information and write editorials.
Students will be able to integrate paraphrasing, quotations and citations from research to present information ethically and legally.

Format: Unit-Based
Curriculum built around four units:  The Writing Process, Persuasive Writing, Personal Applications (Life-Based Writing), Analytical Research Writing.

Appendix to include selected texts at appropriate level. 

Curriculum to have PI’s identified next to learning activities.
Content:

· Review Writing Process:  Pre-writing, writing and post-writing activities

· Formulating a thesis

· Developing supporting evidence

· Composing and organizing a draft

· Revising and editing

· Reflecting on the writing

· Persuasive devices, logical reasoning and rhetorical devices for persuasive writing

· Life-based writing i.e. college application or essay, business letter, job resume and cover letter, scholarship application, etc

· Paraphrasing, quotations and citations

· Accessing, using and determining reliability of web-based and text-based sources

· Reading and analyzing analytical writing

· Grammar as determined by learner errors and needs
How to Use the Curriculum Document – A Guide for Instructors

This curriculum is designed to match the needs of your learners with your teaching style in a way that addresses standards-based instruction.  The following guide is intended to help you better understand how the designers of this curriculum envision its use.
1) Print out all the pages of the document and organize the sections of the curriculum into a user-friendly format (a three-ring binder divided into Resources, Curriculum, and Appendix works well).  

2) Read each section carefully, paying particular attention to the pages just before the actual curriculum that inform you about the curriculum (Pp 7-9). 

3) Consult the pre-requisite knowledge and skills of the instructor section on Page 7.  Having these skills will ensure successful implementation of the curriculum.  See #9 for suggestions.

4) If it is your responsibility to conduct standardized learner assessments (CASAS), it is recommended that you do this PRIOR to placement into this course and not during class time.

5) Familiarize yourself with the standards and objectives of the course because in a standards-based curriculum these are your instructional and assessment targets.

6) Review Resources and Appendix to select appropriate texts and supporting documents for use in class.  You may decide to use authentic materials exclusively or select a course text and then supplement with additional selections.  You may have a different learning style inventory or goal sheet that you are comfortable using.  The curriculum is meant to be a flexible document and substitutions are encouraged as long as the materials used are adult-friendly AND meet the criteria for EFL 5 readability level.  Instructions to determine readability level are provided in the appendix.  You may wish to go to the websites cited in the Appendix and print out resources before the class starts.

7) Decide how you prefer to spend the first 3-6 hours of instruction – do you focus exclusively on assessing prior knowledge and goal-setting to get to know the learners better or do you embed those activities in the first theme in order to start with reading instruction?  There is no right or wrong way as long as you don’t eliminate any portion of the curriculum.

8)  Write your lesson plans.  Determine how much time you will allot to each unit and/or activity, how much time will be devoted to language and mechanics, and what activities will be done outside of class.

9) Seek professional development on any aspect of the curriculum that is unfamiliar to you.  Although most instructions are included in the appendix, there are on-line courses, websites, books, DOE, and CALL sponsored learning opportunities to support your use of this curriculum.

10) Have fun!  Learners and Teachers who have experienced this curriculum loved it.  

Notes:

· The curriculum is a guideline that can be easily adapted to suit you and your learners’ needs.

· To insure the integrity of the level, it is critical that materials and/or activities that are modified continue to meet the criteria of the NRS descriptors.

· Do not eliminate any portion of the curriculum – doing this compromises the learners’ opportunity to meet standards and demonstrate mastery through the learning activities and assessments.

· The standards and/or performance indicators addressed in each part of the curriculum are printed in the column to the left of the learning activities for each unit and assessment activity.
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Course Resources

Copyright note:  It is legal under the “fair use” doctrine of copyright law to copy a portion of a copyrighted text for non-profit educational use.  The law does not specify what quantity of the whole text is permissible.

This curriculum recommends excerpts from texts which are generally a few pages or up to a chapter, a minimal portion of the entire text.  

An asterisk indicates strongly recommended by pilot teachers

Prior Knowledge, Learning Style Inventory, and Writing Pre-Assessment Resources:
*Help Yourself:  How to take advantage of your learning styles by Gail Sonbuchner, New Readers Press

Learning Style Websites:

http://www.engr.ncsu.edu/learningstyles/ilsweb.html
http://www.rrcc-online.com/~psych/LSInventory.html
http://www.metamath.com/lsweb/dvclearn.htm
http://www.learning-styles-online.com/inventory/questions.asp?cookieset=y
*Mastery of Writing:  An Individualized Program, Prestwick House, Inc – has pre-and post-tests, as well as writing prompts for a sample – purchase of one copy comes with rights to reproduce all portions of the text

Writing Resources:

*College Writing Skills with Readings by John Langan, McGraw-Hill
The Compact Reader:  Short Essays by Method and Theme by Jane Aaron, Bedford Books of St. Martin’s Press – has student and well-known authors’ essays as examples
Evergreen: A Guide to Writing by Susan Fawcett & A. Sandberg, Houghton Mifflin

*Ideas and Details: A Guide to College Writing by M. Garrett Bauman, Heinle 

*The Least You Should Know About English by Paige Wilson & T. Glazier, Thomson Heinle                    
Mastery of Writing:  An Individualized Program, Prestwick House, Inc – has graphic organizers, exercises and reproducible masters

Writers Inc:  A Student Handbook for Writing and Learning by Patrick Sebranek, Great Source, a division of Houghton Mifflin

University of Maine Writing Center
http://www.umaine.edu/wcenter/resources.html
University of Wisconsin Writing Center
http://www.wisc.edu/writing/Handbook/QPA_quoting.html
Persuasion Resources:

“The Ecological Terrorist” by Carl Hiaasen (may be found online as well)
Life of Pi by Yann Martel (the first chapter – why animals are better off in the zoo)                               
To Kill a Mockingbird by Harper Lee (the scene outside the jail)

Newspapers, Magazines, Realia

Rhetorical Thinking and Propaganda

http://www.sourcewatch.org/index.php?title=Propaganda_techniques
Personal Applications:

Authentic materials gathered from a variety of sources – applications, resume templates, cover letters, etc

Writing Your College Essay
http://www.lewiston.k12.me.us/~lhsguidance/seniorbk04-05.pdf
Analytical Research:

Vocabulary Power Plus for the SAT by Daniel Reed, Prestwick House, Inc. (recommended rubrics in back of book)

Argumentative with Thesis Statements

http://www.gc.maricopa.edu/English/topicarg.html
A Brief Guide to Writing Argumentative Essays
http://www.rscc.cc.tn.us/owl&writingcenter/OWL/Argument.html
Evaluating Websites

http://liblearn.osu.edu/tutor/les1/
http://www.lib.berkely.edu/TeachingLib/Guides/Internet/Evaluate.html This website walks learners through activities that highlight bias in texts and websites.

www.easywhois.com If learners are unsure of information on a web page, this site says who owns the site and whether the owner has published the material.

Assessment Resources:

*Making Classroom Assessment Work by Anne Davies, ASCD

Mastery of Writing:  An Individualized Program, Prestwick House, Inc 

Rubric Examples
http://rubistar.4teachers.org/index.php
Teaching Writing:

12th Grade Expository Reading & Writing Course, The California State University System, http://www.calstate.edu/eap/englishcourse.materials.shtml
Best Practice:  New Standards for Teaching and Learning in America’s Schools by Steven Zemelman et al, Heinemann

On Writing by Stephen King, published by Pocket

Teaching Writing in High School and College edited by Thomas C. Thompson, NCTE

Standards:

Center for Adult Learning and Literacy, University of Maine at Orono http://www.umaine.edu/call/
Maine Learning Results http://www.maine.gov/education/
EFF Standards http://eff.cls.utk.edu/
Preparing for College and Workplace Writing
This curriculum was designed to be used with adult learners who are functioning at NRS Level 6.  It is intended to provide the opportunity for learners to earn a high school diploma credit in English and/or be a College Transition course.  It would serve equally well as a high school diploma elective credit or as a course for any student identified as working at this level whose goal is to improve his/her writing.  Although this course could be conducted in 45 hours, the recommendation is to allow 60 hours in order to cover the strategies fully and to offer the opportunity for learners to master the standards.  

Pre-requisite knowledge and skills necessary for the learner to be successful in this course:

· Mastery of NRS level 5 skill descriptors 

Learners can already comprehend expository writing and identify spelling, punctuation, and grammatical errors; can comprehend a variety of materials such as periodicals, library reference materials and compose multi-paragraph essays; can identify the main idea in reading selections and use a variety of context clues to determine meaning; writing is organized and cohesive with few mechanical errors; and is proficient using computers and most common computer applications.

· CASAS score of 246 or higher or any other measurement of reading level at Grade Level Equivalent of                        11.0-12.9 administered prior to placement into course 

* Please note that while these CASAS scores align with NRS EFL 6, learners who had scored 2-5 points lower than this range made the most significant progress in the piloting of this curriculum, increasing their CASAS scores 12-20 points in the post-test.

· Mastery of Performance Level Three or higher on the EFF Use Information and Communications Technology Performance Continuum 

Learners can already do basic internet searches using key words, use a word processing program, be familiar with the internet, use Help functions to solve problems, use online communications such as email with attachments, and perform multi-step tasks with few errors in a familiar environment.

Pre-requisite knowledge and skills for the instructor to successfully implement this curriculum:

· Understanding of adult learning theory and evidence-based instructional practices

· Working knowledge of NRS level descriptors, EFF standards and MLR standards

· Willingness to partner with learners in an inquiry-based, learner-centered approach to instruction

· Familiarity with formative assessment and portfolio assessment

· Familiarity with college and university placement exams, especially ACCUPLACER

· Basic familiarity with using a word processing program, navigating the internet, and accessing quality resource sites for the selected units

· Working knowledge of internet research techniques 

This course primarily focuses on improving writing skills with reading and language/grammar study embedded to enhance skill building.  It is a unit-based course with choices for the instructor and adult learners throughout the curriculum.  This course is offered to be used as designed or to serve as a model of a course curriculum that meets the criteria of the Curriculum Framework Rubric and aligns to Maine Learning Results, Equipped for the Future Standards and NRS Level 6 descriptors.  The developers of this curriculum recommend following the sequence of instructional activities in the order given to provide scaffolding for the learners in the course.  

The recommended resources are meant to serve as a guide for instructors, not a prescribed menu.  Most recommendations included in this curriculum fall within the EFL 6 range and it is expected that instructors selecting materials beyond the suggestions provided in this document will verify the text’s alignment to the EFL reading/writing range in order to preserve the integrity of the curriculum.  Learners should be working with texts at their instructional level throughout this curriculum.  In a standards-based curriculum, there is an intentional relationship between the identified standards, the learning activities and the assessments.  Therefore, any adjustments to the curriculum must continue to align with and assess the performance indicators associated with that portion of the curriculum.  Eliminating any portion of the curriculum would compromise the learners’ ability to build and demonstrate mastery of the identified standards.  

Copyright note:  It is legal under the “fair use” doctrine of copyright law to copy a portion of a copyrighted text for non-profit educational use to illustrate a lesson.  The law does not specify what quantity of the whole text is permissible to copy.  

Please note:  It is expected that grammar and mechanics will be assessed and reinforced throughout this curriculum.  Based upon the errors and patterns the instructor sees in the learners’ products, as well as the results of the initial assessment, the instructor will provide contextualized and frequent lessons to support the review of correct usage, grammar and mechanics.  It is particularly important that sentence combination and revising for effectiveness are explicitly covered since they are integral components of the ACCUPLACER.

This course addresses and assesses the following Maine Learning Results Standards (Revised 2007):

B. WRITING:  Students write to express their ideas and emotions, to describe their experiences, to communicate information, and to present or analyze an argument.

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.

      B3. 9-Diploma Performance Indicator:    Argument/ Analysis Expository


Students write academic essays that structure ideas and arguments in a sustained and logical fashion.

     B4. 9-Diploma Performance Indicator:  Persuasive Expository

Students write persuasive essays exhibiting logical reasoning and rhetorical techniques.

     B5. 9-Diploma Performance Indicator:  Practical Application

Students write personal communication and pieces related to educational development, career issues, and civic participation.

     C1. 9-Diploma Performance Indicator:  Research

Students develop research questions and modify them as necessary to elicit, present and critique evidence from a variety of primary and secondary sources following the conventions of documentation.     

This course addresses and assesses the following Equipped for the Future Standards:

Convey Ideas in Writing

· Determine the purpose for communicating.

· Organize and present information to serve the purpose, context, and audience.

· Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.

· Seek feedback and revise to enhance the effectiveness of the communication.

Advocate and Influence

· Define what one is trying to achieve.

· Assess interests, resources, and the potential for success.

· Gather facts and supporting information to build a case that takes into account the interests and attitudes of others.

· Present a clear case using a strategy that takes into account purpose and audience.

· Revise, as necessary, in response to feedback.

** Please note that while other standards and performance indicators will be addressed in this curriculum, the focus for instruction and assessment will be on the identified standards and performance indicators.

Articulated Learning Outcomes/Objectives for this course:

1) Students will be able to compose numerous revised drafts.

2) Students will be able to write thesis-driven papers supported by evidence.

3) Students will be able to write persuasive papers exhibiting logical reasoning and rhetorical techniques.

4) Students will be able to complete college, job, licensing and/or scholarship applications, request information and write editorials.

5) Students will be able to integrate paraphrasing, quotations and citations from research to present information ethically and legally.

Writing Process Overview:

Pre-writing activities









Reading – assignment, topic, samples





Brainstorming









Identify purpose and audience







Formulating a Thesis









Research, if appropriate

Writing activities


Composing a Draft


Organizing the Ideas


Developing the Content

Post-writing activities


Seeking Feedback


Revising the Draft


Editing the Draft


Reflecting on the Writing
Curriculum for Preparing for Workplace and College Writing 

 45-60 hours of Instruction

	EFF Advocate & Influence

Define what one is trying to achieve.

Assess interests, resources, and the potential for success.
	3-6 hours  Assess Prior Knowledge, Conduct Learning Style Inventory, Administer Writing Interest Survey or Letter to Learners, Icebreakers, Team Building Activities, Goal-Setting, Portfolio Introduction
Prior Knowledge Assessment:  Writing sample.  Diagnostic inventory from Mastery of Writing text.  May also write a letter to learners outlining expectations for the class and ask for response.                                                                                         

Learning Style Inventory:  Help Yourself or online inventory

of instructor’s choosing (see appendix for options)

Goal-Setting:  SMART worksheet and goal plan in appendix

Introduce Portfolio Assignment 

Have learners keep all versions of all writing assignments in order to evaluate progress at the end of the course.  

This portion of the curriculum may be taught as the first 3-6 hours of the course, or spread out over the first few class sessions in order to integrate review of the writing process.

	MLR ELA

B. Writing Students write to express their ideas and emotions, to describe their experiences, to communicate information, and to present or analyze an argument.

MLR ELA

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.
EFF Convey Ideas in Writing

Determine the purpose for communicating.

Organize and present information to serve the purpose, context, and audience.

Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.

Seek feedback and revise to enhance the effectiveness of the communication.

EFF Advocate & Influence

Present a clear case using a strategy that takes into account purpose and audience.

Revise, as necessary, in response to feedback.


	3-6 hours Unit One – Review the Writing Process, Developing and Supporting a Thesis Statement.
Getting Ready to Write
Many learners struggle with writing assignments because they do not read the assignment carefully.  Here are some strategies that might help learners overcome this problem:

· Read the assignment carefully with learners and identify or clarify key assignment words. (see appendix)

· Help learners specify the topic of their assignment.

· Help learners recognize the purpose of the assignment – is it to persuade? Report? Analyze?

· Help learners chunk the work, be clear on deadlines and understand the criteria by which their work will be evaluated.

Suggested activities:

Provide exemplars of the types of writing learners will be doing and discuss the qualities and characteristics of each.  

Ask learners to write or discuss what they know about their audience and purpose.

Divide the assignment into steps with individual deadlines at the beginning of the course.

Use graphic organizers, quick writes and brainstorming techniques as a means to help learners generate ideas and narrow the topic.

Formulating a Working Thesis and Supporting Evidence

Most learners find it helpful to formulate a working thesis statement early in the writing process.  Although learners may be successful utilizing a variety of approaches to their writing, a strong and focused thesis statement helps keep the writer on track.

Learners may want to think about, write about or talk about the answers to the following questions:

What is your tentative thesis?

What support have you found for your thesis?

What evidence have you found for this support? (i.e. facts, statistics, personal experience, anecdotes, and examples)

How much background information does your audience need to understand your topic?

If readers were to disagree with your thesis or the validity of your support, what would they say?  How would you respond to their concerns?

Suggested activities:

Give learners the first several paragraphs from a variety of sources and have them identify the thesis statement by highlighting it.  Discuss what a thesis statement is and the various places it may be located.

The reverse also applies – give learners three paragraphs with supporting details and have them write a thesis statement.

To practice or introduce supporting evidence, give learners a note card and a biography, magazine or newspaper article related to an interest of theirs (e.g. Sports Illustrated).  Have learners write a fact or statistic from the article on their note card and use the cards to teach what and when to cite info, proper punctuation and the difference between a paraphrase and a quote.

Use exercises in resources listed for this curriculum.

Give learners feedback either individually or as a group before they generate their first draft.

Composing and Organizing a Draft

The first draft provides an opportunity for learners to discover what they know and think about a topic.  Its purpose is simply to get ideas on paper, using their pre-writing strategies to inform their writing.  

Learners may need a review of the parts of most writing assignments – an introduction, body and conclusion.  You may wish to assess or refresh their knowledge of these elements.  

Remind learners that:

The introduction may include:

· A hook to attract reader’s attention

· Background information the audience needs

· A thesis statement which often states the writer’s topic and position on the topic.

The body may include:

· Paragraphs that present support for the thesis statement

· Paragraphs that offer different points of view or counter-arguments

· Evidence that the writer has considered his/her own values, beliefs, and assumptions as well as those of their audience.

The conclusion may include:

· A solid argument to support the thesis

· An indicator of the significance of the topic

· Summarizing thoughts, ideas, and/or statements

Suggested activities:

Have learners identify the parts of texts they’ve read and state the thesis, supporting evidence and conclusion orally or in writing.  This may also be done with an outline or graphic organizer.

Use exercises in suggested resources.

Have learners complete an outline or graphic organizer creating just a thesis statement, supporting evidence and a concluding statement.

Revising and Editing the Draft

In this phase of the writing process, learners need to work with the organization and development of their drafts in order to enhance the effectiveness of their writing.

Suggested activities:

Provide a draft and facilitate the revision as a whole group for modeling.  Suggest edits and ask learners why and how this improves the overall effectiveness of the writing.

Peer group work, paired work or individual work for revision.  (see appendix for example of a revision evaluation form)

Show learners multiple drafts of one piece of writing and have them identify the changes and rationale for each.

Have learners revise and edit the draft for just one quality at a time – for example the first revision may be for organization only, the second for supporting details, the third for word choice, the fourth for mechanics.

Grammar, punctuation, language and mechanics work as needed.

Use exercises in suggested resources.

Reflecting on the writing

It is good practice to engage learners in writing about their writing.  Ask them to reflect in writing about the process of their assignment, what they learned that transfers to the next assignment, how they feel about the comments they received from peers and the instructor, and/or how they can apply what they learned outside of the learning environment.  

	MLR ELA

B. Writing Students write to express their ideas and emotions, to describe their experiences, to communicate information, and to present or analyze an argument.

MLR ELA

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.
MLR ELA

B4. 9-Diploma Performance Indicator:  Persuasive Expository

Students write persuasive essays exhibiting logical reasoning and rhetorical techniques.

EFF Convey Ideas in Writing

Determine the purpose for communicating.

Organize and present information to serve the purpose, context, and audience.

Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.

Seek feedback and revise to enhance the effectiveness of the communication.

EFF Advocate & Influence

Define what one is trying to achieve.

Assess interests, resources, and the potential for success.

Gather facts and supporting information to build a case that takes into account the interests and attitudes of others.

Present a clear case using a strategy that takes into account purpose and audience.

Revise, as necessary, in response to feedback.
	15-18 hours Unit Two - Persuasion

In this unit, learners will engage in writing that focuses on persuasive devices, logical reasoning and rhetorical devices.  First, it is important to find out what learners already know about persuasion.  

Suggested activities:

Have learners create a KWL chart.  (see appendix)

Use editorial cartoons to introduce persuasive devices.  Have learners identify who or what they are persuading.

Bring a propaganda statement from the media, internet, a poster, or a newspaper/magazine advertisement. Have learners write what is trying to be persuaded from the slogan alone.

Facilitate a discussion where learners are each asked to come up with one thing they are trying to persuade and three different ways to achieve it.  Have them create and present all three means and get feedback from the others in the class about what worked and, what didn’t.  Discuss whether the means they chose were logical, one-sided, transitional, cause/effect, etc.   

Ask learners how they persuade someone or how they are persuaded.  Discuss images, repetition, tone, symbolism, etc.

Have learners review different persuasive pieces (an editorial, MLK Jr’s “I Have a Dream Speech”, a video clip, advertising slogans) and identify the persuasive components and their effects.

Based on learners’ knowledge, you may need to reinforce or provide direct instruction on persuasive devices, logical reasoning and/or rhetorical devices.  This can also be embedded in the previous activities or can be taught using the resources cited.

Learners will then read and analyze a variety of persuasive texts prior to creating their own.

Each learner must create, revise and edit an editorial using elements taught in this unit. Learners should be getting feedback during every step of the writing process and have multiple opportunities to revise before the final evaluation of the product.

Instructor will identify patterns and/or repeat errors in learners’ writing related to grammar, punctuation and mechanics in order to provide appropriate instruction and assessment.



	MLR ELA

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.

EFF Advocate & Influence

Define what one is trying to achieve.

Assess interests, resources, and the potential for success.

Gather facts and supporting information to build a case that takes into account the interests and attitudes of others.

Present a clear case using a strategy that takes into account purpose and audience.

Revise, as necessary, in response to feedback.
	Assessment of Persuasion Unit

In addition to an editorial, each learner must use the writing process to write or present one of the following:

- an argument paper

- a debate, either oral or written

- a persuasive essay

- an advertisement that incorporates propaganda techniques (may be done orally, written or acted out)

Here are some suggested assessment activities:    

· Have learners develop criteria for final product and measure their work against the criteria.

· Provide or engage learners in creating a checklist to determine that all elements are present.

· Develop or provide a writing rubric (samples in appendix)

· Have learners assess their own and each other’s work.



	MLR ELA

B5. 9-Diploma Performance Indicator:  Practical Application

Students write personal communication and pieces related to educational development, career issues, and civic participation.

EFF Advocate & Influence

Define what one is trying to achieve.

Assess interests, resources, and the potential for success.

Gather facts and supporting information to build a case that takes into account the interests and attitudes of others.

Present a clear case using a strategy that takes into account purpose and audience.

Revise, as necessary, in response to feedback.
	6-9 hours Unit Three – Personal Applications

Each learner will use the writing process and build on all concepts and skills taught thus far to complete one of the following based on their personal and class goals:

College application including essay

Job application including resume and cover letter

Licensing application including narrative or essay

Scholarship application with narrative or essay

Business letter

CNA admissions essay
Suggested activities:

Review want ads with learners and use information to create response.

Have learners interview others about the strengths and qualities they have in relation to their goal.  They can use this list to develop content of resume or essay.

Conduct role plays and de-brief as a pre-writing exercise.

Learners should be getting feedback during every step of the writing process and have multiple opportunities to revise before the final evaluation of the product.

Instructor will identify patterns and/or repeat errors in learners’ writing related to grammar, punctuation and mechanics in order to provide appropriate instruction and assessment.

	MLR ELA

B5. 9-Diploma Performance Indicator:  Practical Application

Students write personal communication and pieces related to educational development, career issues, and civic participation.

MLR ELA

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.
	Assessment of Personal Applications Unit

Engage each learner in the process of evaluating the written product for this unit.

Here are some suggested assessment activities:
· Have learners develop criteria for final product and measure their work against the criteria.

· Provide or engage learners in creating a checklist to determine that all elements are present.

· Develop or provide a writing rubric (samples in appendix)

· Have learners assess their own and each other’s work.



	MLR ELA

B3. 9-Diploma PI: Argument/ Analysis Expository

Students write academic essays that structure ideas and arguments in a sustained and logical fashion.

C1. 9-Diploma PI:  Research

Students develop research questions and modify them as necessary to elicit, present and critique evidence from a variety of primary and secondary sources following the conventions of documentation.  

EFF Advocate & Influence

Define what one is trying to achieve.

Assess interests, resources, and the potential for success.

Gather facts and supporting information to build a case that takes into account the interests and attitudes of others.

Present a clear case using a strategy that takes into account purpose and audience.

Revise, as necessary, in response to feedback.


	15-18 hours Unit Four – Analytical Research

In this unit, learners will engage in writing that focuses on analysis, research and the synthesis of the two.  First, it is important to find out what learners already know about analytical research.  

Suggested activities:

Facilitate a conversation or have learners write about what analysis is, why and when it is important to use, and how analytical research relies on support to build a case.

Have learners write a critique on something they are familiar with – a book or movie review, for example.  

Identify a current event and write a series of research questions about it.  Have each learner use a different source to find the answers to the questions (e.g. newspaper, tabloid, internet, magazine, etc).  Have learners compare and discuss their findings.

Discuss the differences between summary and analysis, both in conversation and in writing.
Based on what learners already know, provide direct instruction or review of analysis.  

Review, if necessary, the skills needed to analyze and interpret graphs, charts, maps, tables, experiment logs and/or data charts (i.e. IRS tables).

Provide direct instruction on ethical and legal use of paraphrasing, quotations and citations.  Offer examples and have learners determine which category each example falls under – paraphrasing, quotation or plagiarism.  Review citations based on a format used in most colleges and universities (MLA, APA, etc).  

Review accessing, using and determining reliability of sources, include web-based sources. (see appendix for resources)

Instructor will provide direct instruction on ethical and legal use of paraphrasing, quotations and citations for college research.  

Suggested activities:

KWL chart on reliability of sources and/or ethical and legal use of other people’s work.

Provide research questions to learners and have them use a variety of sources to find answers.  Learners should have access to the internet, as well as reference materials such as almanacs, dictionaries, textbooks, magazines, newspapers, etc.

Use exercises in suggested resources.
Learners will then read and analyze a variety of analytical writing.  Instructor will facilitate discussion and brief writing prompts or exercises to highlight the techniques unique to analysis and reinforce the proper research skills.  It is important to include comparison of two or more texts or ideas in your text selection.

Each learner will use the writing process and concepts taught in this unit to create an analysis paper.  The learner may choose the topic and the type of analysis paper, but it must include internet-based research findings to support the analytical points in the text. 

Suggested types of analysis papers to choose from are:

· Comparison/contrast

· Cause/effect

· Evaluative

· Problem/solution

Example:  

A learner who wishes to be an artist would select an artist and one representative piece created by that artist.  The learner would describe and analyze that specific work and address how that work might influence his/her artistic style.  

Learners should be getting feedback during every step of the writing process and have multiple opportunities to revise before the final evaluation of the product. 

Instructor will identify patterns and/or repeat errors in learners’ writing related to grammar, punctuation and mechanics in order to provide appropriate instruction and assessment.

	MLR ELA

B3. 9-Diploma Performance Indicator:    Argument/ Analysis Expository

Students write academic essays that structure ideas and arguments in a sustained and logical fashion.

C1. 9-Diploma Performance Indicator:  Research

Students develop research questions and modify them as necessary to elicit, present and critique evidence from a variety of primary and secondary sources following the conventions of documentation.  

MLR ELA

B1. 9-Diploma Performance Indicator:  Interconnected Elements of Writing

Students use a writing process to develop an appropriate genre, exhibiting an explicit organizational structure, perspective and style to communicate with target audiences for specific purposes.
	Assessment of Analytical Research Unit

Engage each learner in the process of evaluating the written product for this unit.

Here are some suggested assessment activities:
· Have learners develop criteria for final product and measure their work against the criteria.

· Provide or engage learners in creating a checklist to determine that all elements are present. (see appendix for sample or use one in Mastery of Writing)

· Develop or provide a writing rubric (samples in appendix)

· Have learners assess their own and each other’s work.



	MLR ELA

B. Writing Students write to express their ideas and emotions, to describe their experiences, to communicate information, and to present or analyze an argument.

EFF Convey Ideas in Writing

Determine the purpose for communicating.

Organize and present information to serve the purpose, context, and audience.

Pay attention to conventions of English language usage, including grammar, spelling, and sentence structure, to minimize barriers to reader’s comprehension.

Seek feedback and revise to enhance the effectiveness of the communication.
	3-6 hours Presentation/Course Assessment

Have learners keep all versions of all writing assignments in order to evaluate progress at the end of the course.  Engage learners in one or more activities to encourage reflection on progress.

Evaluate the final product based on pre-determined criteria, alignment to standards, and/or any agreed upon process that is made clear to learners in advance of this assignment.

This portion of the curriculum may be taught as the last 3-6 hours of the course, or spread out over several class sessions.  The portfolio assignment should be introduced to learners very early in the curriculum. 

Suggested activities:

Have learners revisit goals and write about whether or not they met them.  What is the evidence? What were the barriers?

Have learners write another letter to teacher addressing writing progress made to date and how it transfers to daily life and/or readiness for college.

Have learners write a paper on how their learning style impacts their writing process.  What helps/hinders the process?

Have learners create a writing portfolio – may be a process or presentation portfolio.  

Hold individual conferences with each learner to review progress and products.

Have learners present portfolio, one piece of writing, or one key learning for them in this class to the rest of the class.




APPENDIX FOR PREPARING FOR COLLEGE AND WORKPLACE WRITING

EFL 6

Copyright note:  It is legal under the “fair use” doctrine of copyright law to copy a portion of a copyrighted text for non-profit educational use to illustrate a lesson.  The law does not specify what quantity of the whole text is permissible to copy.  
1) Learning Style Inventory Recommendations:  

Help Yourself:  How to take advantage of your learning styles by Gail Sonbuchner, New Readers Press (*strongly recommended for purchase and use by all pilot teachers and curriculum developers)

Learning Style Websites:

http://www.engr.ncsu.edu/learningstyles/ilsweb.html
http://www.rrcc-online.com/~psych/LSInventory.html
http://www.metamath.com/lsweb/dvclearn.htm
http://www.learning-styles-online.com/inventory/questions.asp?cookieset=y
2) Sample SMART goal sheet – See Page 22

3) Sample Goal-Setting template – See Page 23

4) Graphic Organizers – spider web, kwl chart, pre-writing organizers

and many others from Houghton Mifflin on this site:           http://www.eduplace.com/kids/hme/k_5/graphorg/
5) Writing Process and Strategies - http://web.mit.edu/writing/Resources/Writers/index.html 

6) Key Assignment Words – Appendix B, Page 27 of the 12th Grade Expository                                 

Reading & Writing Course, The California State University System, http://www.calstate.edu/eap/englishcourse/index.shtml 
7) Pre-Writing Strategies – Appendix C, Page 28 of the 12th Grade Expository

Reading & Writing Course, The California State University System, http://www.calstate.edu/eap/englishcourse/index.shtml 
8) Sample Writing Rubric - http://www.neiu.edu/~neassess/pdf/WritingRubric.pdf 

9) Evaluating Websites – see Pages 24-25

10) Website Evaluation Form –see Page 26

11) Evaluating and Citing Internet Resources – (additional sites on curriculum resource page)

http://library.usm.maine.edu/research/researchguides/webevaluating.html 
http://library.albany.edu/internet/evaluate/html
websites you can trust:

http://lii.org/pub/htdocs/about_overview.htm
http://owl.english.purdue.edu/handouts/research/r_evalsource5.html
www.easywhois.com If learners are unsure of information on a web page, this site says who owns the site and whether the owner has published the material

12) Sample Portfolio Guidelines – see Page 27

13) Windham Adult Education’s Portfolio Criteria – see Page 28 

14) Portfolio Rubric - (in Microsoft Word, so can be modified) http://www.umes.edu/education/exhibit/docs/PORTFOLIO%20RUBRIC.doc
SMART GOAL SHEET
A SMART goal is Specific, Measurable, Achievable, Relevant and Time specific.

1) Specific (think narrow, not broad)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2) Measurable (how will I know when I get there? what is the proof?)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3) Achievable (my goal is reasonable and realistic)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4) Relevant (how is my goal relevant to my life?)

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________
5) Time (set flexible but specific target dates)

I will achieve my goal by ________________   Today’s Date____________________

1st step_________________________________Deadline_______________________

2nd step_________________________________Deadline______________________

3rd step_________________________________Deadline______________________

4th step_________________________________Deadline______________________

5th step_________________________________Deadline______________________

Be sure to evaluate goal and time frame along the way.  Also, celebrate your success!
Goal-Setting

1) What do you hope to accomplish as a result of taking this class?

2) Why is it important to you to accomplish this?

3) What are the first three steps you need to complete in order to achieve that goal?

4) Of these three, which is the most important to you and why?

5) What aspects of reading or writing will you need to build or strengthen in order to meet your goal?

6) What knowledge, skills and strategies do you already possess that will help you reach your goal?

7) List any concerns or potential obstacles you have that may stand in the way of achieving your goal.

8) Create an action plan to work towards your answer to question number 4 or 5.

1st step_______________________________________ by________________

2nd step_______________________________________by________________

3rd step_______________________________________by________________

4th step_______________________________________by________________

Evaluate Web Sites
Be sure to evaluate ALL web sites you use for research!!! WHY?  Because anyone can post anything to the web.  Making a web page look professional is easy!

If you don’t evaluate web sites, you might use the web site of a 7th grade student, a web site designed to sell something, or one of a growing number of look-alike sites called “spoofs”.

Be sure to answer the following questions about ANY web site you want to use as a resource for a research assignment…

Evaluate Web Sites – URL

The URL of a web site is its web address.  Web site addresses can tell you a lot about the quality of a site.

1.  What type of domain does the site come from?
Government sites - .gov and .mil domains

Educational sites - .edu domain

Non-profit organizations - .org

Business sites - .com

Generally, government sites and educational sites are more trustworthy and better supervised than non-profit and business sites.

Evaluate Web Sites – Authorship

You MUST know who created the web site!  If you don’t know the author, you should not use the web site.

2.  Can you tell who (person or organization) created the site?

Look at the very top or bottom of the web page for a name, email address, or “About Us” or “Contact Us” link.

3.  Is it a personal website?

Look for the names of companies that sell space to individuals, like AOL or GeoCities.  Also look for a tilde (~).  Tildes usually show that a web site is a personal web site.  Personal sites are considered less reliable than sites supported by organizations.  

4.  Why is the author/organization an authority on this information?

Is the person a professor or researcher in this subject area?  What is the educational and/or professional background of the author?

Evaluate Web Sites – Date of Information

Web resources are usually a good source of current information.  If you can’t confirm that the information you find on the web is up-to-date, you should use other sources instead.

5.  What is the date of the information?

What is the copyright date of the web site?  Is it current or revised on a regular basis?

Evaluate Web Sites – Purpose and Content

Like books and articles, you should consider the purpose and content of a web site when using it as a resource for research.

6.  What is the purpose of the site?

Does it inform, explain, or supply facts and data?  Such sites may be useful.  Does it promote, sell, disclose, rant, or entice?  Be sure to check these sites carefully.

7.  What type of content does the site provide?

Look for information, statistics, and other facts that you can verify.

Evaluate Web Sites – Bias

8.  Are there signs of bias in the site?

Check for opposing or one-sided viewpoints, emotional language, prejudice, stereotypes, deception or manipulation.

Adapted from the work of Susan Allison, retired Head Librarian, Lewiston HS 11/04
Website Evaluation Form

Name___________________________________ Date________________________

Topic ___________________________________

Website URL ____________________________________________________________

Please answer these questions about your website:

1. What type of domain does the site come from (.com, .gov, .org, .edu, .mil) and how does the site represent that domain? ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2. Who (what person or organization) created the site?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

3. What evidence can you find that shows this person or organization is a specialist on this topic?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

4. What is the date of the site and its information?  Has it been updated?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

5. What is the purpose of the site?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

      ____________________________________________________________________________________

6. What type of content does the site have (articles, charts, graphs, pictures)?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

      ____________________________________________________________________________________

7. How does this site contribute to the information you need for your research?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

      ____________________________________________________________________________________

8. What are the indications of bias on the site?

      ____________________________________________________________________________________

      ____________________________________________________________________________________

      ____________________________________________________________________________________

Adapted from the work of Susan Allison, retired Head Librarian, Lewiston HS 11/04

Portfolio Guidelines
Creating a portfolio is intended to be an opportunity for you to gather, arrange, and evaluate your work this semester.  There is no right way to make a portfolio and I cannot show you or tell you what it “should” look like.  Here are some guidelines to help you get started, as well as some of my expectations:

· Your portfolio should represent your work over a period of time.

· Your portfolio is a chance to display a range of work so that you can see improvement and make plans for future learning.

· Your portfolio MUST have a method of organization, but it is your choice what the method is.  However you choose to organize your work, it should be obvious without an explanation.  A stack of papers is not a portfolio.

· The only piece of work I require you to include is a written self-evaluation.  Think about what you have learned, what you would like to do better, where you see improvement, what you are proud of.

· You will select one piece from your portfolio to share with the group.  It may be anything you choose or it may be something you create to share.  Be prepared to tell the group about it and why you chose that piece.
Windham Adult Education Portfolio Development Criteria

Windham Adult Education, in keeping with the State Department of Education’s adoption of the Equipped for the Future Standards for Adult Education in the State of Maine, has a long history of participation in the EFF standard development process at the local, state and national levels.  The State Adult Education team evaluates programs state-wide based on the program monitoring document created from the EFF framework.  Their number one initiative in the State’s current strategic plan state:

“Identify Equipped for the Future (EFF) within existing best practices in order to:

· increase awareness of the intersection of EFF and best practices

· facilitate best practices through use of EFF tools” (http://www.state.me.us/education/aded/StrategicPlan.htm)

Research supports engaging learners in the assessment process, especially in regards to self-assessment opportunities. 

This document is intended to provide clarity and consistency to our learners and staff.  It was designed at the request of and with input from current and previous staff members.  It is meant to provide MINIMUM guidelines for portfolio assessment.  Staff are encouraged to develop (preferably with learners) more relevant and/or specific criteria while adhering to these program guidelines.

Suggested portfolio development sequence: (recommended to involve learners in each step)

1) select which type of portfolio learners will create – process or presentation

2) identify EFF standard for documentation

3) set criteria for product and presentation

4) students create portfolio, prepare self-assessment and presentation

5) students present to chosen audience

6) students receive feedback on portfolio and presentation that matches criteria

Program Guidelines for all portfolios, all learners, and all levels:

· Students are involved in setting criteria for portfolio final product and presentation (i.e. number of pieces, selection of evidence, method of organization, etc).

· Learners must include a written or oral self-evaluation in portfolio, which may or may not be included in presentation.  Other examples of reflection components include peer evaluations, teacher evaluations and class evaluations.

· Portfolio must document growth relative to at least one EFF standard.  ALL components of selected standard must be reflected in the portfolio with learner products and evidence.

· Each portfolio must have an identifiable method of organization.  It is intended to be a “stand-alone” product and all evidence must be documented (i.e. oral reflections on tape or written by teacher/tutor).

· The portfolio is a graded assignment for all HSD students and all other learners for whom a grade is assigned.

· Students must receive written and/or oral feedback relative to the portfolio criteria from their teacher/tutor.  This feedback should address both the product and the presentation and is not necessarily part of the learner’s portfolio.

Definitions:
Growth or process portfolio – when the purpose of the portfolio is to show progress in learning on given learning targets, the portfolio is designed to measure and display improvement with periodic dated entries documenting learning for specified targets and includes student’s reflection(s) on his/her growth.

Competence or presentation portfolio – when the purpose of the portfolio is to document attainment of level of mastery or meeting the learning target, the portfolio is designed to show samples of evidence for each component represented with reflections and explanations of how the evidence demonstrates competence.

(Adapted from “How Type of Portfolio Affects Design” by Richard Stiggins et al in Classroom Assessment for Student Learning:  Doing It Right – Using it Well, Assessment Training Institute, 2004.)
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