
on any one aspect of style in ny comments to give all students 

material for an intelligent response, 

There are difficulties in using 8Xercises of the types de-

s cribed here. ·I am an unusu c;.lly slow paper grader myself, There 

is no chance of sturlents getting immediate feedback from me, But 

I don't think they need to. The delay can often be very helpful 

i.n that the student has a better chance of looking objectively 

at something he WTote a wr,ek or even two weeks ago than i: the 

paper were still warm from hi s hand writing. The slowness may 

mean that a student loses some interest in her paper as a whole. 

But that isn't necessarily bad if one can get her to work on a 

lir.tl ted part of the paper as a matter of principle, or if onr, can 

persuade her to compare her reactions at this later time with the 

teacher's comments. As the semester wears on, the exercises, 

though they don't take much time, may seem to some stud ent.s like: a 

wo:::-thl,,ss bother, Thus, some wi 11 do no more than a perfunctory 

job, I~ the student is not lookifig critically both at how he 

writes and at comments on how he WTites, he probably will not 

change his writing habits much, Jne needs to make changes or 

pro•ri.sions for problems like these, 

ifonetheless, there are quite a number of major advantages for 

exercises like these which invite student responses to comments 

on their papers. ?or one thing, students obviously get extra 

writing practice under circumstances which must seem mcar~ngful 

but not particularly threatening, A second advantage is that 

these exercises help the teacher t o maintain strong emphasis on 

the peculiarities and difficulties in written communication, .The 

third advantage which helps alleviate some o~ the difficulty 

alluded to in the preceding sentence is that the exercise con

tributes to a continuing dialogue in written form between teacher 

an~ student, Comments on papers can be responded to or argued 

against or asked about. There isn't such an obvious, unques

tionable finality in the teacher's judgements, Perhaps the 

students could even feel there isn't necessarily any last word in 

discussions of papers, · The fourth advantage was alluded to in 

the opening comments of this paper: these exercises force the 

student to look directly at a reader's reactions to their papers 
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and think at least once more about how she writes, or about 

principles already encountered in her schooling, The fifth and 

last advantage seems to me as valuable as any of the previous ones 

in that the teacher learns how people react to his comments, He 

learns that different students respond in strikingly varied ways 

to some rather standard remarks, such as "not well stated" or 

"this is a fair opening paragraph." In these responses, the 

teacher probably receives quite a number of politic if not down

right insincere compliments for comments on student papers. But 

he learns a great deal about how particular students misunderstand 

or need further help with some kinds of instructions, and learns 

that comments, if truly looked at and understood, mean a great 

deal to students, 

WRITING LAB 

by Hiles B. Canning 

INTRODUCTION 

The Writing Lab was implemented at HHS at the beginning of 

the 1979-80 school year and became part of the program at the 

District's other senior high, Apple Valley, in 1980-81. Approx

imately 100 RHS students were involved in the lab its 1st year 

and t.50 more participated in 1980-81, This year another 1.50 

students are using the lab to improve writing skills. 

The program is based on the demonstration of mastery of 

specific skills, Writing skills are divided into nine areas of 

concentration: writing terminology; reference, study and evalua

tion; spelling; capitalization and punctuation; usage; style and 

diction; sentences; development of paragraphs and larger elements; 

and forms of writing. These areas, in turn, are subdivided into 

more detailed components. 

There are two ways students may participate in the lab--they 

can join it on their own, or one or more of their teachers may 

recommend them to the lab after reviewing their writing samples 

and determining a need, Results from the writing assessments 

program are also used in crunseling students, 

Once in the lab, students receive indivicual attention and 

progress at their own pace. Students attend class daily, work 
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from lesson plans prepared ~o meet their special needs, and 

prepare writing samples about once a week. Each sample is care

fully analyzed by the teacher to keep track of the student's 

needs and growth. 

The 1:tosemount Writing laboratory is a unique, flexible, and 

effective learning center, This report emphasizes three elements 

of the }lriting Lab: that it is a flexible learning cente:?:", both 

physically and academically; that it engages students and 

teachers in intensive work in writing; and that it provides all 

of the resources needed to learn to write better, The lab is 

used for several kinds of classes, The maximum number of students 

that can be served by the lab as a class is about 24, Their 

ability levels can vary a great deal, from SLBP and ~SL kids to 

senior research paper and journalism students, Our lab serves 

grades 9 through 12, and has served as a mainstream alternative 

for special programs, as well as an alternative for tenth grade 

required grammar classes. 

The physical layout of the lab consists of one large 

40' X 4o' room with a combination of tables, chairs, cabinets 

and chair-desks, The best arrangement of the furniture allows 

students independent writing space and teacher access for con

ferencing, The lab materials: books, sketchbooks, AV supplies, 

and carts should be spaced around the room to avoid traffic jams, 

vh.llspace for progress charts and learning posters, as well for 

room decorations is desirable. Many arrangements can be equally 

effective, The real unique aspects of the lab, however, involve 

the teaching and learning that goes on there, 

DIAGNOSTIC PrtOCi;:DUnES 

This is truly an individualized program, Through some very 

ingenious diagnostic procedures, coupled with abundant resources, 

all the students in one class can be working on mastering 

different writing skills, with different assignments, all at the 

same time, The teacher knows at a glance what the student 

already knows and can do, what he or she is currently working on, 

and what the student should be working on in the near future, 

I taught composition and grammar classes for five years 

before using the writing lab approach: three of these years with 
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junior high, low-ability students. I can remember many hours, 

weekends, and countless frustrations correcting papers, writing 

detailed criticisms and thorough analyses of student writing, 

I remember particularly two thoughts which ran through my mind 

on some very tired Sunday nights. The first was, "I'm writing 

the same stuff over and over and over, •• " I wished there was a 

code number I could put for such common errors as "run-on 

sentences", or "parallel structure", The other thought blended 

the darker emotions of anger, frustration, and resentment, when 

I'd be saying, "I corrected this last week, and the week before 

that, why doesn't this kid read my comments and learn?" 

I'm sure every English teacher has experienced and felt a 

bit ineffective in the student's response to receiving a paper. 

Ever see one. of your masterpieces of correction crumpled 

instantly or used for a missile? It is not a rewarding experience, 

The problem with this way of teacher correcting is that there is 

no method to remember criticisms made, I corrected everything 

I knew to correct, and the student ended up with far more feed

back, data, than he or she could possibly absorb, let alone do 

anything about, Therefore, my comments were largely ignored, 

and mistakes were repeated, Probably equally ineffective, in 

disguise, is the approach where the teacher corrects the paper, 

and if the student can basically follow the corrections, he can 

copy over what is essentially the teacher's final draft, This 

copying is a lesson in compliance, not necessarily learning, 

The diagnostic procedure I now use is effective, efficient, 

and constructive. The procedure uses a code system which assigns 

a number from 101 to 995 to each of abrut JOO skills. These 

skills range in complexity from basic writing terminology to 

research paper skills, Mechanics, sentence structures, and 

different forms of writing are also covered, This tremendous 

range of skills, each with its own learning package, is what 

enables students of varying abilities to all be served at once. 

Each student has a copy of the objectives book. Each 

student also has a diagnostic sheet like the one the teacher uses. 

This sheet lists all the numbers for the skills. Each mark 

~presents an error made in that skill that the student made in 
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his or her own prose writing. ;,s more writing is produced, skills 

continue to be tallied on this sheet. 

In this way, the teacher can record errors made, and when 

enough tallies signify a definite need, the teacher will assign 

the student that skill to master. 

Before I go on to the prescription techniques, I'd like to 

anticipate two -frequently asked questions, and make some brief 

comments about them. First, it is not necessary to memorize the 

code!?! After 10 or 15 writing samples have been analyzed, and 

the teacher is familiar with the basic divisions, finding a 

specific skill is not difficult, After about two or three weeks, 

the numbering code becomes almost automatic, and the booklet is 
always handy for reference, 

The second concern is "How much time does it take to 

diagnose?" In the beginning, before the code is familiar, it 

might take a bit longer than just writing out all the .comments 

and criticisms. But very quickly, the time it takes to analyze 

a paper is greatly reduced. The system saves a tremendous amount 

of time, There is no need to write on the student's paper at all. 

The purpose is diagnosis, not instruction, 

So to recap •• ,a student provides a writing sample (usually 

on the first day). The teacher diagnoses the writing using a 

number code which corresponds to writing skills, Tallies are made 

accumulatively with each successive writing sample on the same 

diagnostic sheet. This information is important to the teacher 

since it gives him or her the tools necessary to direct a 

student's learning in a purposeful, relevant way. 

PRESCRIPTION AND EVALUATION 

A prescription of a skill or skills to learn is made after 

this diagnosis o The student has input into what he or she wants 

to work on via a survey taken at the start of the course. The 

teacher can conference with the student also to make sure some 

terms are clear, or that the student has the necessary knowledge 

to understand the assignment, (421 EXAMPLE: terminology CD, 

comma, conjunction). The student is expected to learn about that 

one skill, and is expected to be able to use that skill in his or 

her own writing. This i t t d s a mas ery concep, an is probably the 

98 

most dif::icult standard that many students have ever had to ful

fill, The rationale is that unless a skill is learned and applied 
to one's own writing, it will not be remembered for long. Rather 

than pass an objective test whereby the student might have to 

guess where the comma goes in a sentence, he or she is asked to 

include this comma and conjunction joiner in at least three com

pound sentences in his or her own writing, (Hot just once , but 

from henceforth into eternity,) The student gets a credit for 

each skill mastered, and the credit is removed if mastery is not 

demonstrated in the future, The skill is then re-assigned, 

'.fow that you know the expectations made upon the learning 

task, it is time to discuss how the student learns the particular 

skill, Anything that works is valid, in my opinion, and the lab 

contains many different methods, The library is replete with 

English textbooks from virtually every publisher, Host titles 

arP. copywrited 1978 or later, In addition, carousel slide pro

grams and cassette tapes are also available, Student-made and 

teacher-mad e posters of some common skills show examples, simplify 

rules, an~ try to explain the material, The sketchbooks in the 

room are the real heart of the learning process, however. In 

these sketchbooks is an introductory page which draws analogies 

about the use of the skill, shows examples of correct and in

correct usage, and includes a behavioral objective for each skill, 

"After you :'inish this sketchbook, you will be able to .. ," The 

first learning task, called Design A, is to learn about the skill 

and its uses by reading or Viewing a program, The exact place to 

find the section on commas, for instance, is written down, The 

directions might read, "Read M-08, pp,112-114," The student gets 

the book from the library and. begins to learn, When the student 

feels he has a very good idea what the skill is all about, he or 

she goes on to Design B, in which he practices the skill, using 

traditional methods of exercises, etc. He uses an answer key 

to correct his own work. When he finishes one source, and still 

doesn't ~eel he knows the material, he goes on to another source, 

At least six sources are listed in Design B, The whole idea is 

that a student can learn a specific skill if given proper 

_guidance and resources, If one explanation is too obscure, others 
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are available. The responsibility of learning -rests with the 

student. He or she knows when the material is understood, 

Design Casks the student to jot down notes on the skill, or 

to begin writing a masterpiece, or mastery paragraph. The student 

may combine one or two skills together, and use one mastery 

paragraph to demonstrate knowledge of both skills. If it is time 

for a mastery paragraph, explicit instructions are given so that 

the assignment is very clear, The mastery task asks the student 

to write a paragraph, or letter, or specific type of writing to 

demonstrate the particular skill. 

The student then includes an evaluation form with his or her 

final draft, and on it will put the number or numbers of the 

skills he or she is showing and include a description of the skills, 

The teacher corrects this paper, looking for mastery of 

specifically assigned skills, Other errors may be evident, and 

these are tallied on the diagnostic sheet. But the student is not 

penalized for these other errors. These tallies form the basis of 

future prescriptions. He or she is responsible only for the 

specific skills assigned, as well as previously learned skills. 

The student is directed to review the process again, The student 

receives a credit if mastery is shown. Peer help from students who 

have already mastered the skill is useful for reviewing. The 

teacher may ask for the Design B exercises to make sure this 

part has not been skipped, The teacher can also be used as a 

resource if the student is lost. 

The teacher records on another sheet, much like the diag

nostic sheet, those skills which have been assigned. A circle 

around the number is drawn. When the skill is mastered, a line 

is drawn through the skill, and recorded and dated by the teacher 

on the back of this sheet. The student also records the skill 

mastered on a large wall chart, This is a rewarding and pro

ductive task. It is from this chart that other students can see 

who can help them. 
CONCLUSION 

Features which make the lab unique include: 

1. Specialized instruction according to student needs diagnosed 
from actual prose writing 
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2. Individualized lesson plans 

3. Skills worked on one at a time 

4. 

6. 
7, 

8. 

9, 

Vast resources including audio-visual materials and the most 
current, varied, and complete writing librar,J possible 

.\11 evaluation of skills tairnn from ctctual w:d ting tasks 
(not exercises from a book) 

Credit given only for mastery of skills 

Complete, a.ccu:!'.'ate record keeping procedures 

Flexibility of lab enables students with a great range of 
capabilities to be challenged at the same time, eliminating 
boredom and frustration 

li'lexi bili ty of application for different classes' needs 

OBJECTIVES FG:1 THE WHITING LABOJATO:W 

This list of objectives in the writing laboratory system is 

organized as follows: 

100 Writing Terminology 
200 deference, Study, and Evaluation Skills 
'300 Spelling Skills 
l}()0 Capitalization and Punctuation Skills 
S00 Usage Skills 
600 3tyle anc' Diction 
700 SFntences 
800 ]evelopment of Paragraphs and Larger ;'.lements 
900 Forms of ',/ri ting 

100 WRITING TEBHINOLOGY 

3tud.ents will define the following .terms and identify examples 

of them in their writing, 

JOL Verbs 117, Participles 

102. Linking Verbs 118. Gerunds 

103, Auxiliary-Helping Verbs 120. A pposi ti ves 

106. Nouns ~r122. Subjects 
,c 
C) 107, Pronouns ct... (I) 123. Objects 
Q) 

0 g Q) 

108. Adjectives 124. p; C/l (i) Complements 
CJ) +' +' 
4-l 109, Adverbs H ,-: 127, Modifiers <U (I) 0 p.. t(l 

C/l 110. Prepositions L 128. Phrases 
+' 
H 

1-11. Conjunctions Clauses e.J 129, 
p., 

'Hl"f 135. L 112. Interjections Simple Sentences 
0 ,-: 

11.3. Determine:::-s Q) 1.36. Compound Sentences 'E ~ 
116. Infinitives •M Q) 137, Complex Sentences ~,:: t(l 

Ln8. C ompound-0 omplex 
Sentences 
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Ji 
+' 
~ 
(l) 

s 
(l) 
,-j 
r=3 

C) 
•ri 
+> 
(l) 

0 
p.. 

142, 

1.43, 

141,. 

145, 

146, 

147, 

1.60, 

~I 1· 
;201. 

203., 

i 
:~l 

' I 

Tense: Past, present, Future, Perfect 

Voice: Active and ?assive 

!food: Conditional arrl Subjunctive 

Case: liominative, Objective, Possessive 

?·lumber: Singular and Plural 

Person 

Language: Dr?finiUon, Origin and Structure 

Poetic F'orm 

Poetic Devices of Sound 

Mete,~, Hhythm, and Foot 

Verse and 3tanz:a Forms 

Creativity 

200 HEFS:r:mc]~, ~,TlfJY, AND EVALUATION SKILLS 

Locate and use the carxl. catalog, vertical file, 
reference books, and Header's Guide in the school 
library, 

Identify types of cards found in the card catalog, 
and intErpret information given on the cards, 

Locate specific books in the school library, using 
the card catalog and. the Dewey Decimal System of 
cla,ssirication. 

208,i Locate specific words in a dictionary and state the 

224. 

information given about the words, 

Use a thesaurus to find synonyms for words and use 
these word.s correctly in sentences. 

Use three encyclopedias to find general information 
about a topic and bibliographical references for 
further study, 

Find specific information in an atlas, 

Find speci fie information in an almanac, 

Locate and explain the contents and use of the 
biographical references found in the school library, 

Locate and describe the contents of literature 
reference books in the school library, 

Use the Reader's Guide to Periodical Literature to 
locate and interpret references to sources of 
information about a particular topic, 

Use the table of contents of a book to locate topics 
within chapters; use the index to locate pages 
which contain specific topics, 

102 

r233. 
(I) 
,-j 
,-1 
•ri G 235_!. 

-8' 237~ 
£l 239, rp .. 

L~~1_. 

Arrange a list of words and bibliographic citations 
in alphabetical order, 

i/ri te a sentence or topic outline for a passage from a 
textbook, using at least three levels for the topics 
within the outline. 

llri te precis of paragraphs. 

Summarize and paraphrase paragraphs, 

'fake organized, legible notes from a taped lecture, 
including all main points in the lecture. 

Select important information from a reference book 
or textbook; paraphrase this information or take notes 
from it, 

Jecogniz:e the need for revision of writing, 

Use a dictionary, a handbook of grammar and usage, 
a,nd proofreading symbols to proofread and edit 
written material, correcting errors related to skills 
you have studied in the Writing Laboratory, 

~ -~ ?!±_z.__ Use a checklist of items related to a form of writing 
+' to evaluate and revise a paper you have written, 
g 
.--, 21.~9, Use a checklist to evaluate the discursive writing of 

~ - C--~ another student, using tact and honesty, 

t .?51., . Use a checklist to evaluate creative wi"i ting, 

253, Develop your handwriting skills, 
-------' 

307, 

. I 
311. i.,: __ _ 

317, 

i 319, 

I 321. 
! . 323, 

I ~;25. 

L327. 

300 SP8LLING SKILLS 

Spell commonly misspelled words, 

Apply the rules for doubling final consonants, 

Apply the :rules for adding prefixes to root words, 

Apply the rules for adding suffixes to words ending 
in y, 

Apply the rules for adding suffixes to words ending in 
e, 

Apply the ie and· ei rule, 

Apply the rules for forming regular plurals of nouns 
and the plurals of compound nouns, 

Apply the rule for plurals of nouns ending in o, 

Apply the rule for plurals of nouns ending inf and fe, 

Apply the rule for plurals of nouns ending in y, 

Form plurals of foreign words, 

Use the suffixes-able,-ible,-ise,-iz:e, er, ar, or, and 
our correctly. 

Use the particles-el,-al,-le,-ceed,-cede, and -sede 
correctly, 
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Spelling continued: 

rn 
~ 
~ 

:g 
Cl) 

ro 
~ 
0 

0 

I~ 
i 329,, 

41J. 
1-1-15. 

1-1-17. 

419. 

1-1-21. 

/}22. 

423, 

425, 

427. 

431. 

432. 

433, 

fu4J9, 
QJ 

-& 2 443, 
~ 445. 
0 
p., 

1--

Apply the rules fo:r. using hyphens to form compounds, 

400 CAPITALIZATION AND PUNCTUATION SKILLS 

Capitalize the first word of a sentence and the first 
word of a direct quot2.tion. 

Capitalize proper nouns and proper a.djecti ves, 

Avoid capitalizing names of the se2.son, points of the 
compass indicating direction, and school subjects 
other than langua.ges and specific numbered courses. 

Capitalize titles indicating office, rank, profession, 
or family relationship when they are used with a 
person' s name or a.s a su bsti tu te for a person' s name. 

Capitalize all important words in titles of books 
and other works. 

Use appropriate terminal punctuation, 

Use periods at the end of abbreviations. 

Use the exclamation mark for interjections expressing 
strong feeling. 

Use the comma to separate parts of a series and to 
separate two or more adjectives preceding a noun, 

Use the comma when necessary before the coordinating 
conjunction in compound sentences. 

Use the comma to set off nouns of direct adrlress and 
appositives, 

Use the comma to set off nonrestrictive elements in 
a sentence. 

Use the comma after t.he salutation of an informal 
letter and after the complimentary close of a letter, 

Use the comma to separate days of the month from the 
year, to separate parts of an address, and to 
separate names from titles. 

Use the comma to set off introductory words, phrases, 
and clauses, 

Use the comma to set off parenthetical expressions 
and trasitional words and phrases. 

Use the comma to prevent misrearling o: a sentence, 
and avoid using the comma when it is unnecessary or 
intrusive, 

Use the apostrophe to indicate possessive forms of 
nouns, 

Use the apostrophe to form contractions, 

Use the apostrophe to form plurals of letters, 
figures, symbols and words being discussed as words, 
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449, 

451. 
Ul 

~ 1,53. 
;;r: 

465, 

469, 

471. 

477, 

501. 

Use quotation marks to distinguish titles of 
magazine articles, short stories, one-act plays, 
one-reel motion pictures, essays, short poems, 
chapter titles, and other short works. 
Use appropriate punctuation to indicate direct and 
indirect discourse in writing, 

Use quotation ma.rks to indicate a direct quotation 
Trom another writer. 

Use quotation marks to draw attention to a word being 
defined or explained, 

Use single quotation marks to enclose a quotation 
within a quotation, 

Use the semicolon in place of a conjunction to 
separate independent clauses and to separate major 
word groupings from less important ones, 

Use a colon between the clauses of a compound 
sentence when the second clause explains the first 
and to introduce a list of appositives or a long 
quotation in expository writing, 

Use the colon after the salutation in a business 
lP-tter, between hour and minutes expressed in figures 
beh,tSen volume and page number of a ITI8.gazine, and 
between Biblical chapter and verse, 

Use italics (underlining) for titles of full-length 
works: books (except fortheBible and books of the 
Bible), plays, motion pictures, magazines, news
papers, book length poems. 

Use italics to indicate words ·or letters considered 
independent of their meaning and to give emphasis to 
a word or phrase. 

Use the hyphen to make the division of words at 
the end of a line of writing and to separate dates 
of birth and death, 

Use the dash to indicate a sudden change in the 
thought of a sentence and to set off parenthetical 
ideas that interrupt the structure of a sentence, 

Use parentheses to enclose explanatory material 
which should not stand out conspicuously in a 
sentence and to enclose letters or figures that 
indicate items in a series. 

500 USAGE SKILLS 

Use the pronouns I, me, he, him, she, her, they, 
them grammatically in writing. ("It's me" is 
ace eptable,) 

Avoid the use of pleonastic subjects: "My sister 
she," "my dog he," 
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505. Avoid using them as a demonstrative pronoun; avoid 
this here and that there. 

507, Use possessive pronouns correctly, 

.509. 

.511. 

.513, 

Use we before an appositional noun used as a sub
ject; use us before an object, 

Use the correct case of personal pronouns in com
pound constructions, 

Use proper case forms of who and 'Whom. (The use of 
who as an objective case pronoun to begin an 
interrogative sentence is standard.) 

.515. Make pronouns agree with their antecedents, 

517. A void ambiguous use of pronouns. 

.518, Avoid confusing the relative pronouns who or whom 
with which or that, 

520. Use principal parts of irregular and troublesome 
verbs correctly, 

522. A void the nonstandard forms he don't and you was. 

.526. Use said, not says 'When indicating the words of a 
speaker in the past. 

527, Use the forms of the verb to be grammatically with 
respect to number and tense. 

.528. Make subjects and verbs agree in sentences with 
predicate complements, and in sentences with 
modifying phrases or clauses between the subject and 
verb, 

529. Make subjects and verbs agree in sentences with 
indefinite pronouns used as subjects. 

1

-530, 

531. 

Make subjects and verbs agree in sentences beginning 
with there and here, 

Make subjects and verbs agree in sentences with 
=>mpound subjects, +> 

I 532. 

a 
< 
1_534. 

536. 

540. 
.542. 
_544. 

_546. 

Make subjects and verbs agree in sentences with col
lective nouns and with words that are plural in 
form but singular in meaning. 

Maintain consistency of the tense of verbs, 

Use the subjunctive mood to express wishes and 
conditions contrary to fact, 

Use homonyms and near homonyms appropriately, 

Use commonly confused words appropriately. 

Avoid confusion of adjectives and adverbs, 

Use comparative and superlative degrees of 
adjectives and adverbs correctly, 
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,-◄ 
,-◄ 

'" (ii 
Q) 
<) 

'" 0 
.c 
C,) 

ll 
0 

::0: 

.918 •. Use a and an correctly before consonants and vowels. 

552. Avoid using at after 'Where, 

5.54. Use abbreviations appropriately, 

556. 

558. 

560. 

Avoid the double negative and can't hardly and can't 
scarcely. 
Avoid analogical forms such as ain't, hisn, their
selves, etc. 

Eliminate dangling modifiers • 
6oO STYLE AND DICTION 

6o1. Vary word choice relative to the audience and purpose 
of the writing. 

603, Select words with awareness of connotation and 
denotation, 

605. 

607. 

611. 

613. 

61.5. 

617 • 

619. 
623. 

625. 

627. 

629. 

631. 

633. 

637. 

639. 
641. 

643. 
64.5. 

647. 
649, 

651. 

653. 

Use the sound of words for emphasis. 

Select words and rhythmic patterns 'Which convey a 
clear, consistent tone throughout a written passage, 

Use language which "shows" rather than "tells.'' 

Use concrete nouns, 

Avoid overuse of the verb to be, 

Use specific, active verbs. 

Use vivid, specific modifiers. 
Use sensory impressions to add appeal to writing, 

Select appropriate figures of speech to increase the 
appeal of writing, 
Use simile and metaphor to increase the appeal of 
writing. 
Use personification to increase the appeal of 
writing. 
Use allusions to enforce meaning in writing. 

Use irony in writing. 

Avoid mixed figures of speech. 

Avoid over-use of modifiers. 

Avoid jargon. 

Avoid cliches (except in dialogue). 

Avoid pompous language, 

Avoid ambiguity. 

Eliminate deadwood from writing. 

Express statements in positive fom. 

Use parallel structures. 
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655. Use correlative conjunctions in sentences to join 
equivalent grammatical constructions, 

657, Write sentences with modifiers placed close to the 
words they modify, 

6 59, Use active and passive voice appropriately. 

661, Select a point of view appropriate for the purpose of 
a creative worlc. 

700 SENTENCES 

-701. Avoid using sentence fragments inappropriately, 

Avoid run-on sentences in your writing. ?OJ. 
707. 

709. 

Ill 711. r-l 
r-l 

:cl 
Cl) 713. 
Q) 

~ 
E-< 

Q) 
715. 

t) 
s:: 
Q) 

717. t 
Q) 

Ln9. 

~ 
___ 727, 

731. 

Ill 733, 
r-l 
r-l 
..-t 
.Ii: 735. Cl) 

>, .., 
Q) 739, 
~ 
> 
Q) 741. 
~ 
Q) .., 

743. s:: 
Q) 

745. Cl'.l 
r 

751, 

Write sentences with the noun-verb pattern. 

Write sentences with the noun-transitive verb-direct 
object pattern. 

Write sentences with the noun-linking verb-noun 
pattern. 

Write sentences with the noun-linking verb-adjective 
pattern, 

Write sentences with the noun-verb-indirect object
direct object pattern. 

Write sentences with the noun-verb-direct object
objective complement pattern, 

Write sentences with the noun-verb-adverb pattern. 
Diagram simple sentences, 

Vary sentence length and structure in passages of 
writing. 

Vary sentence structure by inverting the order of 
the subject and the verb, 

Vary sentence structure by using introductory 
modifiers. 

Add details to basic statements, using loose and 
periodic sentence structures. 

Vary sentence structure by practicing sentence 
combining. 

Use prepositional phrases and single-word modifiers 
to condense sentences, 

Use verbal phrases to condense sentences. 

Use appositives to condense sentences. 

Transform sets of related simple sentences into com
pourn sentences, uM.ng conjunctive adverbs, coordi-
nating conjunctions, and appropriate punctuation. 

___ 753. Form complex sentences, _using adverb clauses to 
subordinate less important ideas. 

108 

S 755. 
:;;l 

Form complex sentences,• using adjective clauses to 
subordinate less important ideas. 

Q) Cl'.l 757. 
t) >, 
s::~ 

Form complex sentences, using noun clauses to sub
ordinate less important ideas. 

i ~ 759. Distinguish between pairs of sentences which should 
be combined in compound sentences and those which 
should be combined in complex sentences1 make the 

C/)L 

Ill 
r-l 
r-l 

:cl 
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.d 
~ 
ti, 

G 
p., 

appropriate transformations. 

800 DEVELOPMENT OF PARAGRAPHS AND LARGER ELEMENTS 

801. Write topic sentences which are appropriate for 
development in a paragraph. 

803, Write at least three items which support a central 
idea or topic sentence, 

Write a paragraph, placing the topic sentence first. 

Write a para.graph, p]jacing the topic sentence at the 
end, 

Write a paragraph, placing the topic sentence in the 
middle, 

Write a paragraph with an implied topic. 

Use concluding (clincher) sentences in para.graphs. 

819, Write paragraphs with unity, 

821. Write paragraphs with coherence. 

f 025.1 
1827, : 

Write paragraphs, using supporting sentences which 
contain reasons. 

Write paragraphs, using supporting sentences which 
contain examples. I 

1829 Write para.graphs, using supporting sentences which 1 

• contain details. 

Write paragraphs, using supporting sentences which 
contain facts. 

1835 •. · Write paragraphs developed with chronological order, 

1
837, Write paragraphs developed with spatial order • 

j839. Write paragraphs developed with order of importance, 

!845. Write paragraphs developed with definition. 

Write paragraphs developed with the cause and effect 
pattern, 

Write paragraphs developed with comparison and/or 
contrast, 

Write para.graphs with description, 

Write paragraphs which contain dialogue, 

Use transitional expressions within paragraphs to 
show relationships among ideas, 
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Paragraph Skills continued& 

Use transitions to link ideas in two or more 
paragraphs. 

, ---863. Distinguish between fact and opinion. 

865. Use inductive reasoning to develop an argument. 

Use deductive reasoning to develop an argument. 

Evaluate evidence. 

871. Analyze and qualify generalizations, 

873, Verify and support assertions, 

Avoid common logical fallacies, 

Use sound analogies, 

Avoid unjustified emotional appeals. 

Select a subject from your experience about which 
you can express a point of view or opinion in a 
short essay. 

Limit the subject and state a thesis for a short essay 
Ill 
r-t 
r-t 

889_!_! List specific ideas which support a. thesis statement. 

:;;! , 891. ; Create a plan (outline) for ordering ideas in a 
u.i r----; short essay. 
>, -

ml~ 
Ill 

M ' 

L 895.· 
1-----'-=-. 

Write an introductory paragraph which limits the 
content of a short essay, · 

Write a concluding para.graph which recapitulates 
content of a short essay. 

900 FORMS 

Choose five forms to be found in the writing 
laboratory and fill them out accurately and 
completely, 

the 

Fill out an automobile accident form accurately and 
completely. 

Fill out a job application form accurately and 
completely, 

Using a model business letter form, write a business 
letter and address the envelope, 

Write a letter of application for a job, including 
a resume. 

Write an order letter. 

Write a letter of request. 

Write a letter of adjustment or complaint, 

Write a letter to the editor or head of a newspaper 
or magazine, a social or political group, a radio or 
television network, 
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Write a friendly letter, observing standard 
practice. 
Write an informal invitation to a party and reply to 
it. 

Write a thank-you note. 

Write a bread and butter note. 

Write a telegram, 

Write a memorandum. 

Write directions for constructing something 
forming an action, 

Write directions for going from one place to 

or per-

another, 

Ill 
§ 
.,-4 

~ Write an explanation of how something works. 

_JJ0 •. Write the minutes of a club meeting, 

i 931._ 

~ ~-

~- -231±, -

1 

__ 939., 

Ill _ 940,. 
~ -2.1!1,_, 

Write the script for a slide-tape presentation, 

Conduct a survey and write a report of the results. 

Write a report, using a scientific method of 
reasoning. 

Write answers to essay test questions, 

Write an essay describing an object. 

Write an essay describing a place. 

Write an extended definition, 
E-< 

~ 
_2_4'.~"--; Write a personal narrative essay. 

Ill ~ 
M 044 

I
I 22--~j 

945,! 
-- I 

~946,! ~---- ---"I 
_22Q_~ 
-221_._j 
~~~ 
-2.22_!j 

Write a persuasive essay. 

Write an opinion essay. 

Write an expository essay of analysis. 

Write an autobiographical sketch. 

Write a journal. 

Write an interior monologue. 

Write a character sketch. 

Assume the role of another character and write from 
his perspective. 

Create an appropriate setting for a given plot or 
idea. 

Write a short story. 

Write narrative or lyric poetry. 

Write poetry in short, patterned forms (haiku, 
limerick, cinquain, diamante, etc,) 

Write free verse poetry. 

Write concrete poetry. 
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Write satiric poetry or prose. 
Write a one-act play. 
Plan an interview, conduct and tape it, and 
transcribe it for a magazine or newspaper article. 

Write a news article. 

Write an editorial for a newspaper. 

Write a classifiei advertisement for a newspaper. 

Write a review of a book, 

Write a review of a concert, play, or movie. 

Write an essay analyzing the point of view of a 
literary work or film, 

Write an essay analyzing the setting of a literary 
work or film. 

.-2.26..._; Write an essay analyzing the character development 
in a literary work or film. 

. 977. i Write an essay analyzing a theme in a ll terary work 
or film. · 

978. ' Write an essay comparing or contrasting a particular 
aspect of two or more literary works, pictures, or 
films. 

~ _279._; Write an essay analyzing the structure of a 
~ literary work or film. 

.., ~ Write an essay analyzing the imagery in a literary 
~ work. 

_-2§.L..: Write an essay analyzing the tone of a literary work. 

2?~-~ Write an essay analyzing the style of a literary 
work. 

983. Write an essay analyzing the symbolism in a 
literary work or film, 

Write an essay showing parallels between an 
author's life and his work. 

Write an essay analyzing the effects of poetic de
vices used in a work of poetry, 

Select a topic suitable for a research paper, limit 
the topic, and write a thesis statement for it. 

Construct bibliography cards for at least three 
kinds of sources and prepare a preliminary outline 
for a research paper. 

Construct note cards with quoted, paraphrased, and 
summarized infonna.tion. 

Write footnotes for at least three kinds of sources 
and construct a bibliography 

Organize note cards into a topic outline. 
Write and assemble a research paper, manuscript form. 
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