Module – Writing Overview

Module Name: 	Writing Overview

Purpose:		Provide participants with the ability to organize, record, document, provide information to persuade, request information from others and justify a request.
 
[bookmark: _GoBack]Example: of workplace writing could include: write changes on worksheets, such as recording the substitution of materials.

Logistics: 		5 spots throughout the 12-week program.

Facilitator: 		Member of the WEM Facilitation Team  

Special Instructions:  

A) It is essential to understand the specific needs of the workplace partner.
B) The participants are expected to acquire a level of reading which will enhance their employability and success in the workforce today and into the near future. 
C) Essential to connect the learning objectives back to the workplace partner(s). Example: Appendix A.
D) Sessions below are a guideline. It is the facilitators responsibility to identify and accommodate the participants needs.
E) Additional materials are available through the WEM, West Centre.


Facilitator: 	Facilitated by a member of the WEM facilitation team who has a specialty in teaching writing.

Essential Skills: 	Writing


Transferability to the Workplace 

Workplace examples should be collected and brought into the training room to enhance the participants transfer of learning.

Learning Objective
 
Presented and included in the program overview below.


Assessment(s):

· MRA Assessment completed prior to the program
· Completion of activities during the module 
· Practice activities within each module/lesson.


Program Overview 

	Sessions
	Lesson
	Learning Objectives

	A
	Audience: Who will read what I write?
	· Identify the audience in a document/scenario
· Identify the audience for your own writing
· Identify the purpose in a scenario
· Identify the purpose for your own writing
· Write purpose statements

	B
	Writing Foundations: Planning
	· Identify and use a variety of planning strategies
· Identify audience and purpose for your writing
· Plan your writing using a mind map
· Plan your writing using a flow chart
· Plan your writing using a list
· Plan your writing using the Sticky notes strategy
· Plan your writing using a writing frame
· Plan writing tasks using strategies of your choice

	C 
	Writing Conventions: The 5 Cs of Workplace Writing
	· Identify the 5 Cs of workplace writing
· Practice being clear
· Practice being coherent
· Practice being concise
· Practice being courteous and confident
· Practice being correct

	D
	Writing Conventions: Grammar
	· Use and understand the value of correct:
-Grammar
-Capitalization
-Spelling and use of homonyms
-Verb tense
-Pronoun references
· Identify sentence fragments and run-on sentences
· Correct sentence fragments and run-on sentences

	E
	Writing Conventions: Punctuation
	· Identify the importance of using correct punctuation in the workplace
· Use comas for a variety of purposes
· Place commons in the correct places in sentences
· Use quotations to repeat an individual’s exact words
· Edit a paragraph for commas, apostrophes and quotation marks

	F
	Writing Foundations: Tone
	· Identify tone in another person’s writing
· Determine the impact of tone on audience
· Write using a positive tone
· Compare formal and informal language
· Describe the tone of someone else’s writing
· Re-write a statement using appropriate tone



 
APPENDIX


Appendix A – NOC Shipper and Receiver

  Writing  
· Write brief loading and delivery instructions to truck drivers. (1)
· Write short reminders to themselves about tasks they must do. (1)
· Write memos to the front office to inform staff of an incorrect shipment or bill of lading. (1)
· Complete labels and bills of lading for shipments. (1)
· Make entries in a book describing what is received and what is sent out each day. These entries refer to smaller customers who do not ship through trucking companies and include reference numbers, number of packages, type of product and billing instructions. (1)
· Write short reports to carriers about damaged or missing goods. (2)
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