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NOTE:  You will need to collect two additional documents that are similar in nature to the one provided in this lesson at Hook 1a. These should be collected from local employers that support your program. These two additional documents will be used in Hooks 2 and 3 and are not to be duplicates of the other two documents used in this lesson. DO NOT USE MATERIALS THAT ARE NOT RELEVANT TO THE WORKPLACE. 

Hook 1a
Project an overhead transparency of writing brief, descriptive accounts. Say, “Let’s pretend you are an experienced worker with local company and you have been asked to help a new worker to fill out an order form including writing a descriptive account in the comments section. What are the thinking steps that you would want the new worker to use as he writes? What is the first thing that should be done? The second, and so on?”

Record all responses on a flip chart and save for later use.

Coach students during a brainstorming activity but do not offer suggestions.

Bridge

Acknowledge the responses offered; question students further to generate additional responses.

Ask, “Do you believe that these are the only thinking steps that should be used?” Pause. “Could there be more?”

Say, “Now we are going to go to our lessons and list the thinking steps we should know and use. When we have finished our work, we will compare your answers that I have recorded on the flip chart to the ones we have learned.”

Book

Select a lesson (or lessons) from the wage curriculum Matrix or other source that best supports your needs. Spend ample time in the chosen lessons until you believe that each learner has mastered the skill.  As you move through each lesson, be sure to emphasize the thinking steps that a learner must use to correctly apply this skill. Ensure that all thinking steps are properly sequenced during the learning and that each learner has had opportunities to practice each step in the application of the skill. Write the thinking steps identified by the lesson(s) in the sequential order they are to be used; you will use these again in Hooks 1b, 2, and 3.

Use the Transparency for Brief, Descriptive Writing and Painting a Picture.

Thinking Steps for Competency W10.  


NOTE: If your chosen lesson(s) indicates a different set of thinking than these listed here, substitute those that was presented in the lesson(s). 









1. Determine the subject and the audience.

2. Determine if the purpose is to inform, express, or persuade.

3. Write the narrative, being brief and descriptive.
4. Proofread your writing, correcting any mistakes or changing any words.
Hook 1b

Get out the Transparency for Brief, Descriptive Writing, Painting a Picture, and the sheet of paper where you recorded learner responses in Hook 1a.

Say, “We are going to evaluate your answers. You gave me the following steps.” Post the sheet with responses on the wall. “Now, let’s look at the thinking steps that the lessons recommended we use.” Compare their responses to the given recommendations.

Example: Create a scenario in which the learner will visualize the situation and the need to learn the skill.

Say, “Now I am going to model for you the use of the thinking steps we learned as I follow the direction to complete this task. As I say the thinking step, you help me apply the skill at each step. Do you understand what we are going to do?” Address any concerns before moving ahead.

Call out each thinking step and get the learners to assist you as you perform the task at each step.

Hook 2

Say, “Now that I have modeled how a new worker would use the thinking steps we learned when performing this task, are there any questions before you complete two more assignments?” Address all concerns before moving ahead. 

Hand out a copy of Fill Out an Eyewitness Report that you have chosen for this exercise to each student.

Say, “Here is another situation that is similar to the one I just used as a model. In this exercise, I want you to work alone and use the thinking steps you learned as you complete this task. When you have all finished, each of you will have a chance to model for the class the thinking steps we should use as we complete this task. I will ask you to model the steps for the class and tell us what we should do as we go through each step. Are there any questions about your task?” Address all concerns before moving ahead.

When all have finished, ask for a volunteer to model the application of thinking steps to the task. Pay attention to the proper sequence, the learner’s ability to model, and the actions that must take place at each step. Allow all who want to model the steps an opportunity to do so before moving ahead. Have the students turn in all work to you. Review the work and address any exceptions noted with the learner.


NOTE:  Mastery of this competency is determined by the students’ work on Hook 2. Review or rework is necessary when a student has not demonstrated mastery at Hook 2. Mastery is defined as the task being performed correctly with zero mistakes. A WAGE certificate should not be granted without mastery on all competencies listed in the student’s Individualized Program Plan. 






Hook 3

Compliment the class for all the good work done at Hook 2. Say, “For this last exercise, you will work in teams, like they do at the workplace.  In the workplace, workers know that people who are working together usually do the best work.  By working together, they are able to combine their skills, share in the work, and complete the job in the proper amount of time.

“Now, I want you to move into teams of at least three people and no more than five people. Your team will need a leader, so select a leader now.”  Make note of the leader in each team.  Try to see that all learners have an opportunity to serve as leader during the course of their study. 

Hand out the third assignment, Group Work for Writing Descriptive Accounts, selected for this exercise. Be sure to give only one copy to each team.  Say, “Team leaders, I want you to assign the thinking steps to each member of your team. If there are more steps than members, give each member more than one step. Try your best to make your distribution of thinking steps as fair as possible.” 

Say, “Working as a team, I want you to apply the thinking steps we learned to the task. Each of you will be doing a different step, so make sure to keep up with your work and your solutions. When all of your team members have completed their assignments, the team leader is to put all the work together into a completed task.  Team leaders, you will present your team’s model of this task to the other teams in this class. Are there any questions?” Address all concerns before moving ahead.

When all the teams are finished, call for a volunteer leader to model the application of thinking steps to this task.  Get the other teams to offer constructive criticism when appropriate. Strive to develop a level of competitiveness between teams.  This will increase the bonds between team members and make the learning more fun.  You might work up a recognition system for rewarding good work by each team.  Be careful that your students do not get in the same team with each lesson.


NOTE:  When it is impossible to use teams at Hook 3, usually due to an open-entry, open-exit class format, you will want to use peer tutors, paraprofessionals, or yourself as a supplement to the team.  When conducted correctly, the concepts of interdependence can be reinforced when there are only two people assigned to the task. 











Evaluation for W10:

85% on all worksheets

95% on Assessment for Writing Brief, Descriptive Accounts
Resource Listing for W10:

Teacher-generated Materials:
Lil Williams

Harrington, Karen. Golden, Bernice. Workplace Essential Skills: Communication & Writing. Contemporary Books. Public Broadcasting Service. 1999.

Strumpf, Lori and Beth Blanchard-Smith. Essential Skills for the Workplace: Improving Workplace Performance. Chicago: Contemporary Books. 1993.

http://www.mercer.edu/eli/describe.htm
http://www.delta.edu/pahutchi/descriptintro.htm.


Transparency for Brief, Descriptive Writing
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Painting a Picture

I

n the workplace there are times when you need to write a description of an activity or transaction. This is different from recording information in that you create the description and are not just transferring data. The word, description, implies that you need to create a picture of what you are writing about. Even writing about an activity should induce an image in the mind of your reader. 

Descriptive writing is used in several places in different workplaces. Your audience may consist of  your administration, your customer, your patient, and others. For example, a construction worker may write a descriptive account of the work he has done or is planning to do for either the administration or his customer. A doctor will describe a treatment plan for his patient. The scenarios are varied and can range from complex to simple. Often it is necessary to write in brief precise sentences as when writing on a form where the space provided for writing is limited. 

Your purpose for writing varies from job to job. You write to persuade, inform, or express. Different techniques help accomplish the task. Knowing the purpose aids in accomplishing your goal in writing. 

In descriptive writing the writer tries to describe the situation in terms of the five senses. This will heighten the chances of the reader getting the picture. There are two types of descriptive writing – subjective and objective. Subjective writing gives the writer’s personal opinions and can be emotional. On the job, subjective writing should be avoided. On the other hand, objective writing describes the situation without opinion. It does this by subordinating the writer’s personal responses while emphasizing the actual qualities of what is being described. For example, if you are a nurse and you are writing a brief description of how you treated your patient, you would not use words that would reflect a negative attitude toward the patient. You would state the facts of what happened. 

The words you choose have a great deal to do with how the reader will interpret the writing. The type of words used can be critical. Concrete words are those that can be perceived by the senses; they are specific in nature. For instance, you can describe a table as being 6’ long. This appeals to the sight sense and it is measurable. Abstract words are the opposite of concrete words. They are general in nature and should be avoided in describing something. If a writer must use abstract words then they should qualify them with concrete words. Denotative words mean exactly what they say without inference or innuendo. For descriptive purposes these are good. Examples of denotative words are “female” or “child”. Connotative words are the opposite of denotative and can confuse the reader. An example of connotative word would be “bimbo” used in the place of “female”. Imagine the reader’s reaction to that word!

In order for your reader to get the picture, you have to give accurate information. As mentioned above, using the senses to give sensory information will allow the reader to construct the correct image. Group the information by senses, sight, sound, touch, etc. Chronological order is important for many work situations. 

A

s with any writing there are steps to follow in order to write brief descriptive accounts of activities or transactions. 

· Determine the subject and the audience.

This will help you select the format of your writing.  

· Determine if the purpose is to inform, express, or persuade.

Knowing this will help in word selection and how detailed you need to be.

· Write the narrative, being brief and descriptive.
Write complete sentences but be as brief as possible and still get the idea across.
· Proofread your writing, correcting any mistakes or changing any words.
Correct any grammatical mistakes. Change words if another word will make it better.  
Name __________________________________ Date ___________________

Fill Out an Eyewitness Report

As one of the eyewitnesses to a bank robbery, you are asked to fill out an identification report for the police. The picture below is what you saw.


 Study the photo.

Then answer the questions.

1.
Describe the driver.___________________________________________________________

2.
Describe the motorcycle. ______________________________________________________

3.
Other details.________________________________________________________________

4.
Now complete the Identification Report below. Include the details you’ve noted above. Since you are the only person who saw the robber leave, make your report as compete as possible.

	IDENTIFICATION REPORT



	Witness Name:






Date:



	Type of Incident:




Location:  



	Description of Incident:



	Witness Signature:




Officer Signature:




Group Names ___________________________________________________

Date _______________________

Group Work for Writing Descriptive Accounts

Mark Wilton is a sales representative for Grand Communications, Inc., a company that installs intercom and buzzer systems in apartment and office buildings. A new customer called Mark for a bid t see how much it would cost to install a new intercom entry system in an apartment building.  As Mark walked through the building with the property manager, he wrote the following notes bout the materials that would be needed. 

Using these notes, complete a letter to the new customer, describing the process and filling in the blanks. Use complete sentences and follow the thinking steps for this skill. Use the letterform on the next page.


Name ___________________________________ Date __________________

Assessment for Writing Descriptive Accounts

1.
List the thinking steps for writing descriptive accounts.

a. ______________________________________________________________________

b. ______________________________________________________________________

c. ______________________________________________________________________

d. ______________________________________________________________________

2.
Pretend that you have just completed plans for a graduation ceremony. Your task is to write a descriptive account of what your plans are. Your audience is your supervisor and she needs to know what to expect and how much money you are planning to spend. Write the description  below and be persuasive. Create any information you need.


Subject __________________________________________________________________


Audience ________________________________________________________________


Purpose _________________________________________________________________


WAGE Competency W10:  Writing brief, descriptive accounts of activities or transactions performed.   
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Dear Mr. Schwartz:





(Purpose of letter) _______________________________________________________________


______________________________________________________________________________


______________________________________________________________________________


(Special details) _________________________________________________________________


________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


(Cost of materials and labor) ______________________________________________________


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


(Payment requirements) __________________________________________________________


__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


(Your desired response) __________________________________________________________


____________________________________________________________________________________________________________________________________________________________





Very truly yours,


Mark Wilton


Mark Wilton


Sales Representative





Narrative


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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