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Great expectations

 Like the protagonist in Dickens’ novel, we
sometimes come to class with great
expectations of our students, only to be
disappointed by their actual performance
on written assignments



Agenda

Assignments as instructions
A short guide to writing instructions of all kinds
Guidelines for writing assignments

Drafting; workshopping; discussion
Break

How students read assignments- -,
6. Guidelines for creating grading rubrics...’
7. Drafting; workshopping; discussion-_ *
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2. Writing Instructions

 One way to forestall
disappointment is to
write clear
Instructions

* As the co-author of a
technical writing
textbook, | have some
advice on this




Orienting Your Readers

« Define your terms ﬂh
* Write a brief overview g
of the entire -—
procedure q U
* Provide a list of tools
or concepts that the

reader/user needs to g |
know to complete the Na
procedure Cva -

successfully



Orient your readers: example

Purpose

This essay should demonstrate that you can identify the
audience, ethos, and purpose of a written text (Chapter
1). You should also demonstrate the ability to apply the
concepts from Chapter 2—visual and verbal
explanations, organization, point of view, focus and
frame, and interest in texts. Your essay should explain

 the purpose of the news article,

 the ways in which the visual interacts W|th the verbal to ..
accomplish this purpose, 4

* how the language of the article contrlbutés to thIS Ca
purpose and communicates with the audience.; T

« how the context of this article (it appearedin-a student
newspaper at a university) affected the way itwas .
written, the selection of the topic, and the framlng of the
topic i



Plastic bags harm marine animals, ecosystems
London Plastic Bag Project screens documentary film

By Desiree Gamotin
Gazetie Staff

How could something as commonplace as
using plastic bags for garbage be damaging
to the environment?

The BBC documentary film Message in the
Waves answers this question and reveals how
our throw-away lifestyle threatens ecosys-
tems. Shot in Hawaii, the documentary
shows the detrimental effects of plastic pol-
lution, The film contrasts beautiful shots of
the island and waves with scenes of dis-
tressed marine species on the shore.

Millions of seabirds, tartles, seals and dol-
phins have suffered from the entanglement
or ingestion of plastic bags and materials dis-
posed by humans, Filmmaker Rebecca Hosk-
ing, moved by her experience filming this
movie, has inspired entire towns in the UK
from using plastic bags,

As part of Waste Reduction Week, a
national environmental initiative, Message in
the Waves will be screened at Hyde Park Unit-

ed Church here in London this Saturday fol-
lowed by a discussion on the environmental
issues raised in the film.

The screening is held by members of The
London Plastic Bag Project, a volunteer-
based movement that promotes sustainable
reduction in plastic bag use in London,
Ontario,

“Plastic bags are conceived by consumers
as [ree so people use them then throw them
out,” Annemarie Bosco, London Plastic Bag
Project member, comments. “Canadians use
55 million bags a week but they have a lot of
environmental costs that are hidden.”

Although the film is shot in Hawaii, Bosco -

says plastic pollution is a global problem. She
argues we must realize the things we do here
affect the environment thousands of miles
away: Having lived in Australia where reduc-
ing plastic bags is a priority, Bosco noticed
plastic bag reduction is a relatively new con-
cept in London,

“There's a huge contrast between here and
Sydney. Here, the issue hasn't come to the
floor yet,” she says.

Part of the reason is people are unaware
of the problems posed by plastic bags. Since
they are not biodegradable, they decompose
into bits of plastic that can contaminate the
ground and clog waterways.

Bosco pointed to the wave of awareness
that has increased since the Ontario provin-
cial government stepped up efforts to reduce
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LONELY, | AM SO LONELY. | HAVE NOBODY, TO

CALL MY OWN, BEC documentary

in the Waves shows scenes of beached seals among plastic debris.

the use of plastic bags by 50 per cent. Grocery
stores like Dominion and Loblaws now sell
99-cent reusable shopping bags.

For those who use plastic bags in trash-
cans, Bosco suggests giving something value
when reusing it. For example, try to use up all
the packaging that you can, using milk bags
for garbage to reduce additional bags.

“Once I started doing that, I changed all
my shopping habits,” Bosco adds. “Just be
mindful when you're buying stuff,”

Even simple habits like taking tote bags to

the store and carrying reusable water bottles
and mugs can help reduce more waste than
you think.

“I myself feel that this is an issue we could
do something about and make changes in
our lifestyles,” Bosco says.

Messages in the Waves is playing for free at
Hyde Park United Church, 1560 Hyde Park '
Rel., this Saturday ar 6:45 p.m. RSVP arwaste-

freeworld@gmail.com. For nwore info on The =«
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Break Instructions into Steps

 Use numbered lists for steps that must
occur in chronological order

e Use bulleted list for items that do not have
to appear In sequence

e Limit each sub-procedure to 7-10 steps

e If there are more steps, try to break the .
task into sub-groups of no more than /- 1D
steps i



Keep Steps Discrete

e Each step should describe one action

 Packing more than one action into a step
Invites errors



Keep Steps Discrete: Example

Invention/Drafting/Research strategies

1. Identify a scientific topic that you are already familiar
with or that you want to learn more about.

2. Inthe research class on Oct. 31 in UC 2, find 5-10
sources that you might be able to use in the research
essay (Assignment 4)

Email pdfs or full-text copies of these to yourself.

Write short (50-100 word) summaries of these articles
describing what they add to your knowledge of the '
topic. =y 0 .
5. Write the introduction to your proposal-in. which you =,
make the argument that researching this.topic benefits
you in some way or improves your scientific knowledge
and background—why do you want to study this topic?

|
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Use imperative sentences

e Use the imperative (command) sentence
order: “Verb + ODbject” [This sentence is itself an
example of this principle]

e If conditions apply to the action, include
them in a dependent phrase or clause |
before the imperative. [This senterice is itself an /.
example of this principle] ; |



Nice-to-Know vs. Need-to-Know

* Provide only “need-to-know” information
for readers

 To decide, create a working definition of
your readers, and constantly re-examine it

* Apply “Occam’s Razor”: “Things must not |
be unnecessarily multiplied.” g



Strategies for Effective
Instructions — A Summary

 Overview

e Group into chunks
o Step-by-step

o Clarify key points

* |nclude alternatives
or substitutions

e Tips, warnings,
cautions

Troubleshooting

Adapt to reader’s
level

Use imperative
Define terms
Use Ioéfi'_éﬁal order
Maintain_,ypifi)'rm torie:



3. Guidelines for writing Instructions

e Topic/description

* Purpose

e Audience
 |nvention/drafting/research strategies
e Length

* Drafts/workshopping deadlines
* Revision policy
 Drafting

« Criteria/rubric/grading

Glenn, Cheryl, Melissa Goldthwaite, and Robert Connors. The St. I\/Iartln,s
Guide to Teaching Writing Rz =



Drafting

 Open a word processing file and begin
revising a writing assignment

« Alternatively, draft a writing assignment
using the headings in the previous slide



Workshopping

1.

2.

Read at least three other people’s drafts,
either on screen or printed out

Note language they have used, esp.
descriptive verbs

Note procedures they list, esp. advice to |
students on the process of cqmpletlng L
the assignment -

--'-.-_



Discussion

* Did you need all these categories?

* Do your students need other kinds of
Information?

e Conflicts?
e Observations?



5. How students read

assignments

e Questions we ask—“why” and how"—
need to be elaborated to make obvious the
Implied argument we want to read

e Directives (“discuss,” “consider”) need to
be elaborated to identify the argument
from sources you want to read;

 Open-ended assignments: turn them mt@_'-
guestions Py

O’'Brien, Emily, Jane Rosenweig, and Nancy Sommers, “Making the mb's'~tgof'-gollege
Writing.”



More advice to students

» Analyze: find connections
» Compare and contrast

 Define: make a claim about how
something should be defined

» Describe: observe and select detaills |
* Evaluate: argue according to griteria that

="

something Is good, bad, best =~ . _f

* Propose: identify a problem and argue for
a solution :

The Brief Penguin Handbook, Canadian ed.

|



Instructors as audiences

e To engage

O’Brien, Emily, Jane Rosenweig, and Nancy Sommers, “Making the most':gaf:";-:.w
College Writing.” 'J'Ean::{;;




Writing for other audiences

e Non-academic

Audience

For the brochure, your
Initial audience for this
assignment is your
Instructor; readers of
general purpose
newspapers and
science-oriented
magazines form the
primary audience.

November 2: Afte
figure out how to
ne Moon, the next step

November 1: The

Islamic workd is
science’s leading
edge—bi n

October 31: The
uttimate

October 30: James
Lovelock: I's
cutting carbon.
something rather

GET A
YEAR OF

DISCOVER

Mind & Brain | Technology | Space | Human Origins Living World

ail P

frs
4 & ey e =

R

y,and The Future

Environment

12

Departments

20 Things You Didn't Know About.
20 Things You Didn't Know About Living In
Space
- Health Trends
The Legend of Green Tea Keeps a-Growin
- Vital Signs
Vital Signs: Misdiagnosing ADHD
- Blinded By Science
Quasars Say Earth s 1/2 a Pinkie Smaler

- Jaron's World
Space-Faring Fungus Hats and Synthetic
Biology

- Watch Your Water

- The Human Cancer That Became a New
Species

- Intelligent Design People Don't Get
Theology, Either

« The Next Miracle Antibiotic: Clay?

- How Snorting Can Make You Mare Popular

Physics & Math | Video

Recent Features

Attack of the Giant (Extinct]
Insects!

They just don't make
dragonfies like they us
re's why.

-foot
to.

11.02:2007
What To Do Before the
Asteroid Strikes
The doomsday rock is out
there. Ifs just a matter of time
11.01.2007

Halloween Science:
Bacteria of the Living Dead
Chop up their DNA and the
buggers stil keep comin’ back
1o ffe

10.31.2007
Birds Navigate Using
Magnetic Compass-Vision
Combined with a GPS beak,
leads them on marathon
migrations.

10.30.2007




6. Guidelines for rubrics

4.

ldentify your marking criteria

Describe levels of quality: excellent work
poor work has these

looks like . . .;
characteristics .

Create a document that communlcates

this information

|

"

o)

Format the rubric to make it ugfablé' by -
both yourself and the students -



Sample Rubric

Writing Program General Grading Rubric Writing Program

Grade Ranges

e
YT r——— N a

Below 50 50-60 60-70 T0-80 80-90 90-100
Grades in this range identify | Grades in this range identify Grades in this range | These grades may More common Grades in this range are
assignments with problems assignments that, while tend to be fairly also be given to than 90+ but still | very rare. and identify
sufficiently severe and/or generally acceptable, have AT | common in writing assignments that relatively rare, assignments that show
pervasive that they LEAST ONE of the following | courses. contain some minor | assignments in this | considerable onginality
significantly compromise the | charactenistics: mustakes, or evena | range demonsirate | and unusuval skall n
document’s ability to These grades identify | very small pumber | the same features | addressing an audience,
communicate. » a significant global a generally good of more significant | as those in the accomplishing a purpose,
deficiency (mistaken audience, | performance on the ones, provided that | upper range (clear | using an approprate
Grades in this e generally | inconsis in purpose criteria listed below other outstandin, purpose; coberent le. choosing an
indicate ONE Qr:nngnm of u_-,ey =3 ! with minor problems | attributes g and cohesive :g;xmpriate dfcumx:nl
following characteristics: » several major problems (see of vanious kinds compensate for writing, varied design or _fmmat, and
1. Plagiarism. list below) throughout the them. prose style), but to | proofreading thoroughly.
2. Failure to follow the assignment or m a slightly lesser
assigned topic. » numerous minor problems ;n;ure than one ;wdegree or with a
3. Severe systematic problems fegory problemsmm_
1
Please note that these descriptions are guidelines only, and do not cover all situations. '_-.-g
Evaluation criteria = M
Category Description of a major problem in this category I = -
Purpose = anunclear, vague, weak, or otherwise problematic thesis statement I 1
Audience = mapproprate linguistic register; incorrect assumptions about background knowledge of reader v -
Coherence = problems with paragraph length/structure " ' u
Cohesion = lack of connection between ideas, paragraphs CRar P
Style = lack of sentence vanety, awkwardness, faulty senfence structure -
Grammar = sentence boundary errors: fused sentences, comma splices, sentence fragments
Proofreading = typos, msspellings, and so on common enough to significantly slow down the reader ._ ]
Format = poor document design for technical writing assignments; incorrect essay format La
Citation = problems with proper citation format, scholarly procedure _':

Writing Program Office (revised July 2006)

!
-~ "



Sample Rubric

7 Writing 207: Website Development Criteria

Criteria

5 Pages of writing
Page 1—
Page 2—
Page 3—
Page 4—
Page 5—

Ul o

Chapter 6: Scannability
o Tifles—
+  Subheads—
*  EKevwords, phrases, links--
*  Lists—-

Chapter 7: Links
+ Emphasis—
* Number of links—
+  External/outbound links--
*  Pre-linking information—

*  Use of keywords— 1
i L=
Chapter 8: Chunky Paragraphs i Rl
+  One main idea-- == o R
» Context first-- - . .:-:__
+ Conclusion/lead in first paragraph-- T
3 ' T
Chapter 9: Reduce Cognitive Burdens b ii
¢+ Reduce clauses— ! i ST
+ Eliminate nominalizations-- =, J -
» Highlight the agent and action-- P, " 0 -
*  Avoid negatives-- o 8 4
* Reduce scrolling— . whye
*  Pnnt the document opfion— ! g i
= i
Chapter 10: Menus LT | f
+ Reusable headings— 1 i



Science writing rubric

IAssignment 2: Lab and other reports

Criteria Rating
Excellent 8]24 Meeds work

Audience:
« Adapted to scientists

« Appropriate level of background
knowledge

Organization
« Lses the IMRAD structure
« Llses transitional words to signal the
structure
« Has an appropriate title

Language/diction
« Scientific jargon used?
« Meutral, impartial tone? |

« Final draft proofread = L
Purpose o r=
« Introduction explains s
+ Procedures describe W A
» Results report ol "t i
« [iscussion analyzes | r Tl
'
Style £ j
« Mo informal word choices "-:.-
« Language is objective and neutral = £
« Tables and figures labeled ==,
L




/. Drafting

 Open a word
processing file and
begin drafting a
writing assignment
rubric

e Consider using the
tables function to
format the rubric

Ei Edit  View Insert Format Tools | Table | Ado be PDF Window Help Ado be PDF  Acrobat Comments
DEHan Sy EJ aaaaaaaaa z p 100% - @,
% 4 Nomal . Time| Insett g Table Fi= =
T D Delete »
©@HB.
Select
Final Showing Markup
= 2 Mail
M Table AutoFormat., @ [ = ' ' '
AutoFit
2]l Sort.
Formula...
Hide Gridlines
1 "
-._I::::a 11
4, =
[ 8 |
e



Workshopping

1. Read at least three other people’s drafts,
either on screen or printed out

2. Note language they have used, esp.
descriptive verbs

3. Note gualitative descriptions they list

i



Discussion

e Problems?
e Conflicts?
e Observations?



NSSE, Outcomes, and you

 Assessment tools, like NSSE (National
Survey of Student Engagement) and other
“benchmarking” or outcomes statements,
iIncreasingly rely on explicit statements
describing levels of student achievement

* Rubrics are useful ways to control this
process because they allow you‘to self-
define the learning outcomes for your
course

-
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