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Getting Started

This presentation contains audio.
Please adjust your speakers or earphones.
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Welcome and Thanks in Advance

So You've

Decided to

Become a
Literacy Volunteer




Helping Adults Become Better Writers

Writing — An
Essential Skill
for Life




Helping Adults Become Better Writers

“Write to be understood, speak to be
heard, read to grow...”

Lawrence Clark Powell
American Librarian, writer, and critic, 1906-2001



Time to Reflect

\WWhat did
you write
today?




Teaching Writing

Everyone has the capacity to write, writing can
be taught, and teachers can help students
become better writers.

Bel |efS abo ut People learn to write by writing.
the Teaching "Wrnoisaprocess
Of ertl 1 g_ Writing grows out of many different purposes.

Conventions of finished and edited texts are
important to readers and therefore to writers.

Writing and reading are related.
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What You Will Learn

» Assess attitude and
current writing skills

* Review writing process

* Practice the process

» EXxplore activities



Getting Started

Attitude makes a
difference!

Attitude in Writing Survey



http://literacyandnumeracyforadults.com/Learning-progressions/Literacy/Write-to-Communicate/Using-the-learning-progressions/Knowing-the-learner

Assessing Current Writing Skills

« Explain purpose for
writing sample

* Provide a topic

* Have student write
one or two paragraphs

* Observe the student
as he/she writes

* Review the writing
sample

 Build a plan




Review and Plan

* Review the writing
sample

* Review your notes

 Build a plan




Review and Plan

* Review the writing
sample

* Review your notes

 Build a plan




The Challenge!

Ask me to tell you
about the topic, and
| can.

Ask me to write
about the topic, and
| struggle.




Making Connections

 Contextualize

 Show how it will
be used

 Use authentic

materials |
Preparing Workers



http://maepd.org/lib-preparingworkers.html

“The 1T mportance of writter
work cannot be emphasized enough. Misspelled words,
Improper sentence structure, or inability to convey
thoughts and ideas clearly, reflects right back to the
writer, and leaves an unfavorable impression on co
workers, customers, and management, and could
possibly prevent further

Laura Mitchell, Human Resources Manager
Wayne Wire Cloth Products, Inc., Traverse City, Ml (2009)



The Writing Process

Prewrite/Plan

Revise/Edit

Organize




Prewrite/Plan

e Journal
 Brainstorm

’ ' - Use an graphic organizer

S




Organize

« Create an outline

« Answer the 5 Ws

* Number the ideas

e Circle ideas

e Use Index cards



Start first draft

Use organized
ideas

Shape and re-
shape

Put it down and
come back to it




Get some advice.

Provide copies for
others to read

Read aloud



Revise and Edit

. Take another look

Make changes to the substance of the writing

Add
Remove

\Y[e)V/<]
Substitute

. Make corrections

. Use an editing checklist




Publish

* Polish for presentation

 Share with others




ASSessS

Reflect on what you
have written!




A Quick Activity for Your Student

Start with a phrase

Add the prompts

who, where, when

Add descriptors
what kind

Add more info

how

“made cookies”

——
Shelley made cookies in the
bakery in the morning.
Shelley made oatmeal and
chocolate chip cookies in the
——

bakery in the morning.

Using an old family recipe,

T Shelley made oatmeal and

chocolate chip cookies in the
bakery in the morning.



Using a Writing Frame

WRITING FRAME FOR FIVE SENTENCE PARAGRAPH

Topic: Three reasons | like or dislike going tothe grocery store.

TopicSentence |

Dietail #1

Detail #2

Dietail #3

Concluding/Clincher
Sentence



Slide 26 Writing Frame for Five Sentence Paragraph.docx

Pre-Writing

FRE—WRH‘INC}
T Opl C: Pre-Wiriting Graphic Organizer
Three reasons | like or
dislike going

to the grocery store.

Sample Completed Graphic
Organizer



Pre-Writing Graphic Organizer.pdf
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Organizing

WRITING FRAME FOR FIVE SENTENCE PARAGRAFH

Topic: Three reasons | like or dislike going tothe grocery store.

Place your ideas into E—
the writing frame.

(no complete e\
sentences yet) \

Sample Completed
Frame — Ideas Only Concuarscinne



Writing Frame for Five Sentence Paragraph.pdf
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Drafting

D raft I t ! WRITING FRAME FOR FIVE SENTENCE PARAGRAFH
- Topic: Three reasons | like or dislike going to the grocery store.
Use your Ideas to —r

write complete

sentences in a new
frame.

Dretail #1

Drafts with complete po—
sentences. 7



Writing Frame for Five Sentence Paragraph.pdf
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Revise and Edit

Review the
sentences

Decide if
revisions are
needed

Check for errors

WRITING FRAME FOR FIVE SENTENCE PARAGRAFPH

Topic: Three reasons | like or dislike going to the grocery store.

Topic 5entence
I hate grocery shopping.
Detail#
I can't find anything so I get mad.
Detall#2
I spend two much money and don't have what I
need.
Detall#3

I don't have time to go shopping I have to work.

Clincher Sentfence

I just want it over with.



Slide 30 Editing Checklist.pdf

Publish and Assess

Write the final
version in
paragraph form

Reflect on the
completed task




Some Final Thoughts

Your student’s writing will improve if you

Assess

Contextualize

Emphasize the process

Help student develop good ideas

Use the frame

Show relevance

Provide writing practice every session



Preparing Workers for 21Century Employment

Contextualized
Demonstrated gains
Positive reviews
Complete package

http://maepd.org/lib-
preparingworkers.html

MICHIGAN
ADULT
EDUCATION

Prep;rin'g WorRErS
21sH{Centuiyltmployment

WRITTEN COMMUNICATION IN THE WORKPLACE
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Preparing Workers for 21Century Employment

14 hen I read this, the first thing that came to mind was that they will

both have to write accident reports when incidents occur. Such

reports must contain enough detailed information to satisfy their company
as well as the insurance company and possibly law enforcement.”

Linda Moskal, Bank Officer and Branch Manager

Oxford Banik, Ortonville, MI (2009)

Vocabulary
Assignments - Conversation - Customers « Employee « Essay
Opportunity - Require « Transit - Transportation

Scenario 1.1: Writing in the Workplace — Len and
KeShaun

Len and KeShaun have just been hired by the Detroit Transit
and Transportation Company. They arc excited about their
new jobs. Thcy will be driving brand new taxis to and from the
airport. Both Len and KeShaun love driving and enjoy talking
to customers. The new job is a great opportunity for them.

Len and KeShaun first met cach other at the local adule
cducation center. They attended the same program and both
carned their GED diploma at the same time. Although r_'hcy
enjoyed going to class, Lep -=4 V-howm com Ao dcbow il

not have to write cssays any
assignments that rhcy had
states that he is never, ever

Len and KeShaun's |
conversation. Simon looks
tells them that t|'|c3,r will be
lives. Len and KeShaun ar
write ift]'lq' are not artend

1.1 Writing in the Workplace — Len and Kea

m Activity 1: Divide the class into teams of four. Provide each team with a sheet of paper. Give the
students a few minutes to brainstorm all of the types of writing that they do every day in their
personal lives, as well as in their jobs. Have the students share their ideas with the rest of the group.
@9 Oxrorp Bank Weite their ideas on chart paper or on the board. Discuss the many types of writing that people do
B T every day. Make sure to include such things as lists, notes, emails, and text messages.

Extended Activity: White down different job titles on slips of paper. Examples could include:

EFF Work Readiness Profile Task chef, construction worker, daycare worker, nursing assistant, truck driver, convenience clerk, postal
Work With Others: employee, cashier. You may wish to select job titles that are common in your area.

Address customer

comments, questions Put the slips in a cup and have the students draw a slip. Have students list the different types of

and concerns with direct,
accurate and timely
responses.

writing that they think each job might use. When they are done, have them share their ideas with
the group. Finish the discussion by talking about the need for being an effective writer in all types
of jobs.

Know How to Learn:
Accept help from
supervisors and

coworkers. “We started by walking about the types of writing students do in their daily lives. All of the stndlents
recognized how important writing is and were able to connect it to their day to day routines. Some
mentioned the imporsance of being able to write a note vo their childs seacher and also for filling out

Rachel Schrotenboer - GRCC Learning Center in reference to Scenario 1.1:

rdiscussion, we focused on Think About it # 4. Students tried to think of jobs that didn’t
Most of them felt there weren’t any jobs that didn’ require writing. One woman said

Think About It! vwrite on her job, but this wasn't necessarily a good thing becase she felt like she wasn'
1. Whar do you think Simon meant when he said Len and write; she wants to have a job that required her to write. Another student mentioned
KeShaun would have to write every day? ¢ has to fill aut production reports but he doesn’ feel confident writing them. He always
ts, These students' comments reflect the whole groups’ desire to learn how to write. This

2. What types of writing would be required of a taxi @ for most of my soudens.

driver?

3. How did you usc writing this past weck in your daily life
and at your job?

4. Can you think of a job that docs not require an

employee to write? Why or why not?



Teaching That Makes Sense

TEACHING THAT MAKES SENSE

Strategies The Writing Teacher’s
Strategy Guide
R e S 0 u rC e S Easy-to-Teach Techniques for Writers Up and
Down the Grade Levels and Across the Curriculum

Activities
Information

SENDTOA FRIEND
E-MAIL ALINKTOTHIS DOCUMENT

ACROBAT READER
DOWNLOAD THE CURRENT VERSION

© 1995-2010 by Teaching That Makes Sense, Inc. Some rights reserved.

http://ttms.orqg/



http://ttms.org/

The “What is Good Writing?’’ Organizer For Beginning Writers

* IDEAS

(RITERIA

My wiriting haz an important message. What's the onz mos
important thing you wart the audience o know?

| included lots of interesting details. Which dstals ars the
most interestmng

| wrote this for a good reasen. Why did you write this piece?
Why is this a good reason?
COMPLETIONS

* The one most impertant thing | want my audience to
knew is... (This is the main idea. Maks it a complete sentence. |

* The most interesting thing about my topic is... (Some-
times it's good to mowe this part up to the beginning of the piece.]

* | wrote thiz because... (The end of ths sentence often makes
& good ending.)

* WORD CHOICE

CRITERIA

— | used words that | know and understand. Are there any
words in your piece that you don't understand?

— | uzed some interesting werds that you'll remember.
Which words are the most mteresting?

— l uzed just the right words to say exactly what | wanted
te say. Did you think about different ways w say what you
wanted to say?

COMPLETIONS

* The best words in my piece are... (Try to include at least
ane or two interesting wonds if you can. )

* You'll remember these words from my piece becauze...
(Unusual words are often the easiest for people to remember. )

* | choze these words because... (Why are some words better
than ather words?)

O Copyrighd 1997-20005 by Steee Paha For mors miormzson, or for addbong] seaching maiwnzls. plesss contact: Teaching The: Mabes Serss =

* ORGANIZATION

CRITERIA

My beginning will make you want te find out more about
my piece. What will the audisnce want 1o know about?

My ending will make you think about something impor-
tant. What do you want your gudience to think about?

| put everything in the best order, Are there any places
where your gudience might get confused?
COMPLETIONS

* You'll be interested in my story because... [Somstimes
you can turn this inta & good Beginning.)

* You should remember my piece because... [This can make
& good ending.)

* The most important part of my piece is... [Makz sure this
part stands out.)

* SENTENCE FLUENCY

CRITERIA

— I wrote my piece in sentences. Doss each sentencs sound
right?

— lused words that zound good when you read them to-
gether. Which worgs sound the best?

__ My writing sounds good when | read it out lowd, |5 it 235y
to read with lots of expression?

COMPLETIONS

* The best sounding sentence in my piece is...
ather semences that sound liks ths one.

(Try to write
* The best sounding words in my piece are... (Think zbout
the sounds in these wards and why they sound so good.)

* My piece iz fun te read because. .. (The mors fun you have
regding it, the more fun your audience will have.)

* VOICE

CRITERIA

— Ilike this piece, and my audience will like it, tee. Woy do
you like 12 Wiy will your audience like &7

— I really care about my topic. Why do you care sbout it so
much® Did wou put that in the piece?
— You can tell exactly how | feel. How do you fz=l about this
topic? Did you writs that down?
COMPLETIONS

* | like this piece because... (The mors you Tke it, the more
your audience will probably like it, wa.)

* | wanted to write about this topic because... (The best
things ta write about are the things you dhoose yourself.)

* The feelings | have about thiz piece are... [Make sure you
write these feelings down )

* CONVENTIONS

CRITERIA

| put capital letters at the beginning of each sentence
and petieds at the end. How od you know where 1o put the
periods and capitaks?

| used capitals for the word “I™ and for the names of people
and places. How did you kmow which warcs 1o capitalzes?

| did my best to spell each word correctly. Wnat did you do
1o check your spefng?

COMPLETIONS

* The conventions | know are... (Make sure all of theze are
correct inyour published writing. )

* The conventions | am learning are... (Make sure you Iy o
correct these conventions; then get some help.)

* You can tell | edited my piece because... [Thint about the
diferent things you did 1o make your piece more cormedt. |

i ® E-maill seecshzititzolons « Wab waw S orm



More Tutorials and Resources

Helping Adults Learn to Read, Part 1

« Strategies and resources for alphabetics
(phonics) and reading rate and fluency

Helping Adults Learn to Read, Part 2

« Strategies and resources to help students build
their vocabulary and comprehension skills

Numeracy | Helping Students Gain a Strong
Foundation



This project was developed by
National Human Resources Development, Inc.
(NHRD) in cooperation with the
Michigan Economic Development Corporation,
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Office of Adult Learning
and funded through a grant under
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For more information visit:
http://www.maepd.org



