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Think/ Organize/ Write! 

~An Umbrella of Strategies 
with which 

Teachers Teach 
and 

Learners Perform 

the Skills of Managing Content 

• • • • • • • • • • • • • • • • • • • • 

by Thea M . Holtan 

Prepared for leaders of learning as you focus on strategic proces ses. 

Dedicated to learners as you successfully think , organize , write 

and read. For these build more than communication. 

They build self-esteem. 
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• Author and Instructional Designer • 
Thea M. Holtan 

Thea Holtan designs instru c tion that leads 
to successful learning . Throughout the de
velopment of her process , she has written 
two previous publications for teachers and 
four publications for students; she has also 
produced v ideo guides and computer ap
p li cations for students. Her teaching posts 
include secondary English teacher, sec-

• About the Author • 
ondary ar:,d elementary media program di
rector , and instructor for four universities. 
Her Master of Science Degree has served 
her well in In structional Media and Tech
nology. She is schooled in Dr. Hilda Taba's 
"Group Discussion Dynamics," Dr. Made 
line Hunter 's "Elements of Ins tru c tion ," 
and Dr . Benjamin Bloom's "Taxonomy of 
Cognitive Ski I Is. " This Thinking and W rit
ing Process is her synthesis of al l of these 
experiences. 

Currently schooling herself in brain- c om
patible learning , she has discovered that 
students have succeeded with her pro 
cesses be c ause the thinking strategies ef
fect ively engage the brain i n exercising 
and storing memory. In her teacher work 
shops she heavily emphasizes brain-com 
patible learning. 

She also heavily emphasizes The Si x -Trait 
Writing Assessment from Northwest Re
gional Educational Laboratory and the 
Basic and High Standards of Minnesota. 

Ms. Holtan resides in Minnesota, promot
ing success for both teachers and learn
ers. For over twenty-five years she has nur 

tured her process to what they are today . 
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• A Pre facing Per spec ti v e • 
Three years ago a teacher in one of my graduate classes brought to me a printout 
of a fifth grade student's character portrait titled, "My Grand pa. 11 It was her fu lfi 11-
ment of my assignment, "to teach my process to one learner." She had chosen this 
fifth grade boy in hopes of helping him . She had previously observed h is bullying 
behav iors , his rejection by peers, and his inability to commu n icate with pen or 
pencil. She led him through my process on its forms and had him write h is docu
ment on a Macintosh. It worked! His first product was crude, but this second 
document, "My Grandpa," was unbelievable. She told me of profound behavioral 
improvements that had evo lved through the processes of only t h ese two docu
ments . He demonstrated pride , calmed behaviors, a n d accelerated efforts . He 
wrote the "Grandpa" document so successfully that sh e submitted it for publica
tion through the local newspaper . She told me of his parents' conference and of 
their joyous tears in what they had witnessed . As we stood there , she and I, our 
own tears brimmed at the humble joy of having been a part of t hi s success story. 

At that moment an awareness sparked within me. I saw how profou n dly this pro
cess affects learners' self-esteem. I had seen it before, hundreds of times ; but this 
moment of realization awakened something special. I had known that for genera
tions each learner 's "academic self-esteem" has been heavil y influenced by "how 
well I read." Until now, reading has been interpreted to be the "smart" skill. Now , 
finally, "writing" joins "reading" to give learners thei r "smar t" s kill s. For several 
weeks following this experience, I thought often of this teacher and her learn er. 
Then , a second awareness stirred within me . I began to realize that I was not 
simply showing colleagues "how to do my process;" I was e nabli ng them to give 
successes to their learners . I was actually teaching learners by helping their teach
ers. I saw myself as a "second generation" teacher. 

Since that spring, I have continued to grow. I have seen many learners judge 
themselves as "pretty smart , " being able to write as they do . I have seen "weak" 
readers perform as "successful" writers . I have seen young writers transfer their 
writing strate g ies to their reading analyses. I have watched hundreds of teachers 
succeed with a strategy that brin gs successes to them and to their learners. Since 
that moment , I have steered my life toward sharing this pro cess. I focus on tan
gible ways of keeping it alive for many years of teachers and learners. 

Since that spring I have discovered the new brain-to-learning resear c h, and I 
finally understand why these process st rategies work for students. I have also 
discovered Portland 's Six-Trait Writing Assessment ; I ha ve le arned that the strength 

of these process strategies lies in the traits of thinking and organizing and that 
Portland's program adds the traits of writing with voice, word c hoi ce, senten c e 
flu e ncy , and conventions. Along with these I have examined Minnesota's Basic 
and High Standards and determined which standards can be reached with these 
process strat eg ies . Since that spring I hav e realized that we are making firm ed u 
cational c han ges that will remain with us and our learners . We have just begun a 
most excit ing time! 
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- Goals -
1. That yo ur students acquire strategies 
that will h e lp them to think, to organize, 
and to co mmunicat e as writers and 
speakers and as readers and listeners. 

2. That you succeed with individual stu
dents' strategies as tools to use through
out your daily lessons. 

3. That you process knowledge curricu la 
through the th ink i n g and communicat
ing curricu la. 

4. That yo u plan an all-school program 
of expectatio ns , weaving these st rat egies 
t ogether with sta ndards , content, and as
sessme nt s. 

5. That you add a writ in g assess m ent pro
gram such as Por t land's Six- Trait Writ 
ing Assessment to your c urri c ulum for 
standard expectations. 

·.·.•.-:❖:❖:-:- · -:-

- Point of View -
1) Art focuses on communication skills . 
Fields of the communicati ng arts include: 
language a rt s, music arts, visua l arts , 
physical arts, practical arts , technical arts , 
and the mathematical arts. 

2) Science focuses on clusters of knowl
edge. Fields of t h e scie nces include: so 
cial, historical, lif e, h ealth, earth , physi
ca l, medical , psychological , and techni
ca l sciences. 

3) Teaching across the curricula means 
teaching skills of the communication arts 
by filtering thro u g h th e m knowl ed ge of 
the sciences. 

Sc iences ca n be personal or impersonal , 
yet b ot h share the sa m e purpose. e.g. : 
"My Grandpa" and " L ife in Slovania " both 
focus on people . "A Lau g h Th at I Enjoyed" 
a n d " Laughter" both focus on the psy c ho 
logical science of humor. 

Scie n ce ca n be told as narrative fiction 
or as expository nonfiction , yet they both 
co nvey information. e.g.: "My Dinosaur 
Fri e nd s" and "Dinos au r Discoveri es." 



• Understandings • 

----- J:::1: ~ ,1 
Th is Instructor's Guide focuses on how to teach strategies of Thinking and Writ
ing Processes (Chapters 1 - 3, 4, and 6) and how to use these strategies in 
teaching. This Guide communicates with teachers. Writer's Guides communi
cate with learn ers. Videos and computer disks help learners . Transpar encies 
help teachers. 

- Terminology -
1) Process : A process is best achieved 
with strategies. 

2) Premises: Premises are the foundation 
on which a plan is built. 

3) Strategy: A strategy has a plan of ac
tion; that plan is aimed at an intent. 

4) Authentic Assessment: An assessment 
is a measurement of a performance. Sev
era l assessments are needed to yield 
enough information for an evaluation. An 
authentic assessment is a measurement 
of an actual or a realist ic a performance . 
In this Instructor's Guide I present three 
forms of authentic assessments. (a) Port
folios (or folders) house collected pieces 
and products from actual performances . 
(b) Observations (recorded) measure how 
we ll learners actually do while learning 
and applying the skil l in focus. (c) Per
formance tests (prepared with necessary 
props, parts , and pieces) simulate the per

formance of the ski ll that is being mea
sured . 
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- Cautions -
1) Throughout Chapters 1 -3 teach all strat
egies that are not marked Optional. Add 
optional strategies with experience. 

2) Teach the process at least four times 
each year, remaining focused on the strat
egies. Apply thinking strategies often with 
your conte nt c urri c ulum . The more often 
both you and your learners follow it , the 
better your strategies become. The first ex 
periences cost the most time and confu
sion. To find t ime for this process , exam
ine the writing and reading skills that you 
teach ; determine those which are applied 
and strengthened by this process. Use this 
process as authe ntic assessments; deter
mine strategies that need attent ion , and 
teach them. 

3) Grade and age are terms of approxima
tion. Use them for general placements of 
ski I ls . Readiness is the term that truly ap
plies. Only you know which if your learn
ers is ready for a given strategy. 

4) Focus on processes until learners grasp 
performances and physical coordinations 
of the strategies . Then apply skills to higher 
(not harder) subjects. (See 4•72- 7 7) 

5) Beware of assigning cute written prod
ucts that detract from real lifetime skills. 
Assign real paragraphs with margins and 
left-to-right word placements ; avoid activi
ties of writing paragraphs in non-paragraph 
forms. 

V 
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0 • 2 Strategies: Brain-Compatible Learning 

New Connections 

- Brain-Compatible Learning -

Brain-compatible learning now gives educators 

concrete info rmation about learners , learning , 

a nd what we can do to link the brain to learn

ing . This information , new to me, has solved 

man y mysteri es of unanswered questions . For 

years I have known that strategies of th is pro

cess wo rk for students. I have known that they 

wo rk , and when, where, and how they work. 

However , I now understand why they work! 

Dr. Patrici a Wolf e has ca ught m y attention. She 
br i ngs to us str ategies that we can use in the 
class room . She has worked with tens of th o u
sands of teachers throughout the world. She has 
coaut hored Mind , Memory, and Learning © 
1 990 [1) with M arny Sorgen , and produced 
video and audio tapes . Dr. Wolfe focuses on 

he lpin g us to und ers tand inform ation about the 
brain and to interpret it in ter ms of c lassroo m 
strateg ies w ith ou r students . 

Her informat io n co m es from scientists w ho are 
making remarkab le discoveries abo ut the brain 
and how it wo rk s. Dr. Marian Diamond is one 
of those scie nti sts. She shares her research in 

her seminars and publications. Dr. Diamond 
coauthore d he r lat est Magic Tree s of th e Mind 
© 2001 [2) wi th Janet Hopson. 

Journalist Ronald Kotu lak shar es results of ex
tensive interviews about th e brain in his ve ry 
readable Inside the Brain: Revo lution ary D iscov
eries of H ow the Brain Works©1996 [3]. Find br ain
compat ib le sources throu gh Books for Educators [3]. 

Throu gh th ese and m any ot her sources we are 
learning some truths abo ut the br ai n . Th ese 
truths have everyt hin g to do wit h what we do 
in our teach in g environments . We st ru ggle, 
though , because we h ave lea rn ed to teach by 
the modeled ways in w h ich we were taught. 
Now we must not on ly focus on th e learner , 

b ut o n ourse lv es as wel l. Cha ng in g th e ways 
we teach poses no simpl e task. Per haps a co l -

legial partnership would help so t hat some help
ful and caring colleague could he lp us not onl y 
to recognize our actions , but to impro ve th em 
as wel l. 

Volumes of brain informati on are ava il able to 
us. The y help us to understand effec ti ve and 
ineffective str ateg ies . A few key brain discov
eries might help yo u to see the impacts we can 
make when we teach K-1 2 students the st rat e
gies wit h these Think , Organize , and Write ! 
processes . 

A. Dendrites stretch and grow with active 
thinking. The more the brain engages in active 
thinking , the more its d en dr it es branch and 
bush. 

The brain' s cor tex is m ade of bi lli ons of neu
rons in wh ich memory is stored. Eac h t im e the 
brain cal ls for inform at ion , the neurons ki c k into 

Through Its A xo n 
Neuron 1 

Transmits Knowled ge 
to Neuron 2 

Dendrite• ,tretch, bran c h , and 
b u ,h when they rea c h to re ce iv e 
i nformation from Axon■• Th ink in g 
1trate g ie1 cau■e this dendri t i c 
growth. Ab■en•e of activ e think
ing resul t■ In re c ession of den-
drite•' gr o wth. 

Figure 1 
Two N eu rons Connect as Part of a N etwo rk 

Tr ans mittin g from Axon to Dendrite 

::::'.:::::::::;:;:::::::•:::::;:•:::• 

Think. Organize Write by thea ho/tan th© 2001 • FAX/Call (612) 512-9197 • theathot@mneta.net 



Strategies: Brain-Compatible Learning 0 • 3 
a,,,~,:~ =; ,=;-=~;=, ~=;;:'~ '~'~ -'~/~ ·,·;·~;;;-~;/ ': n ~=,=:~,;~,I~ ·:r =,,-ce;ct: =i ~=;~== ;=;~;,,=~=:~~; ·; ·~-e~ ~f'th\~ ·k·;~·;· ,,; ,~,d ,,~,;-~'; ': ' 

charges. Neurons call for memory from one nizing and with the products they produce. 
another because memory is stored in them by 
bits and pieces . 

When a neuron has stored memory to contrib
ute to an al I-network cal I, it sends it out of its 
axon. A dendrite's membranes receive the 
memory by almost touching the axon mem
brane of another neuron. Always electrically 

charged, neurons are ready to send memory to 
the ends of their axons. When the electrical 
charge reaches the end of the axon, it causes the 
release of chemicals in the gap (synapse) between 
the dendrite and the axon, (See: Figure 1 ) . 

When performing the Thinking and Writing Pro
cess , Chapters 1-3 students connect dendrites 
by asking themselves t he questions: For what 
reason? Like or unlike what? For example? A 
Definition? They further make dendrite-to-axon 
connections by charging their memories w ith 
think ing of subject synonyms and ar ranging parts 
int o sentence patterns . 

B. Practice makes permanent. Long term 
memory stores knowledge when sensory and 
short term memory have practiced an axon-to
dendrite connection several times. The more the 
practice , the more permanent the memory. This 
means that early exposures and performances 

create prior knowledge which is prior memory 
of informat ion , skills, and strategies. 

A K-12 , or even a K-6 plan gives students these 

processes, beginning with appropriate experi 
ences in kindergarten. As students grow with 
the strategies, their practice perfects their per 
formances because the dendrite-to -axon con
nections become established. 

C. The brain can focus on only one thing at a 
time . Physiologically the brain can zero in on 
only one thing at a time. When learning how 
to drive , the learner cannot engage in a length y 
discussion with a passenger. With accom
plished driving skills, a conversation is possib le, 
but when the roads are ha zardo us , uninter
rupted focus must be on the driving. 

The strategies throughout this process build 
upon one another and focus the learner on one 
strategy at a time. Thi s helps students to sue-

:::::::::::::::::::::::::· 
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D. Reading yields 10 % retention; telling and 
doing yield 90 % retention. When we input 
information wi tho ut outputs , learning is mini
mal. Reading , seeing, a nd hearing yield the 
least learn in g; telling yields more , and tel l ing
and-doing y ields the most learning. 

When this process is learned by talking with 
partners or groups , student lea rnin g is strength
ened. In Chapters 1-3 students should be 
matched wit h partners until they organize notes 
in Step 4 . In Chapter 4 they should talk through 
each step and plan their own strategy outlines. 

E. Visualizing helps the brain to work with parts 
and relationships. Learning is enhanced when the 
brain can envision an idea , a process , a relation
ship of what is to be learned. Much of what we 
teach has been in linear , rather than visual form . 

Chapters 4 and 6 provide graphic visualizers to 
help students visualize narrative prose , exposi
tory prose , and cognitive thinking processes. 
These visualizers are to be used as transparency 
masters for teachers and as pra ct ice sheets for stu 
dents to apply their thinking . 

F. The brain is most actively learning between 
ages 0 - 4, and then up to age 10. Students shou ld 
begin strategies at early ages. During their first 
three years foundations are laid for: vision , lan 
guage, vocabulary , muscle control, intellectual 
development, and emotional development . As 
students move into our schoo ls, they should be 
experiencing high standard performan ces. 

This process builds learners with strategies that 
they can use for a lifetime . It gives them ways of 
performing tasks that meet standards with assur

ance of successes. 

Sources 
[1] Wolfe, Dr.Patricia and Marny Sorg en. Mind , 

Memory, and Learning . MM & L, 80 Crest 
Road , Fairf ax , CA , 94930. 

[2] Diamond , Dr. Marian and Janet Hopson. 
Magic Trees of the Mind. Dutton , 2001 . 

[3] Books for Educators, In c., 1-888- 777-9827. 

[4] The Brain Store, 1-800-325 -4769 . 
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0 • 4 Assessment: Standards 

Writing Assessment 

- The Six-Trait Writing Assessment -

Until recently we have had little help in as

sessing wr iting , or even in defining what we 

mean by it . Fin al ly a source provides us with a 

tool to fill this gap. 

This p lan comes from the Northwest Regional 
Educational Laboratory of Portland, Oregon. 
Their assessment model assesses six traits i n 

writing: 
• Ideas and Content 
• O rganizat ion 

• Voice 
• Word C hoice 
• Sentence Fluency 
• Convent ions. 

Ideas give the message conte nt , a theme, and 
details . Stud ents must understand the ideas and 
their relationship to make sense of them . 

Organization is the structure in which a piece 
is put together . A narrative piece , for exam pl e, 
has a sequential structure; an exposito ry piece 
has a logical structure of main ideas and sup
porting details . 

Voice gives the piece a sound that make the 
piece witty , clever, forma l, informal , close , dis
tant , cozy , stuffy , and so forth. Voice is en 
hanc ed by first , second, and third person. 

Word choice gives the piece texture of ri ch
ness , co lorfulness , and prec ision. The wr it er 
must understand the chosen words. 

Sentence fluency makes the se nt ences fluid , 

c hoppy , rh ythmic , musical. It plays o n th e ea r. 

Conventions make the piece mechanically cor
rect. They include spelling , grammar and us
age, pa ragraphs, capita ls, and punctuation. Tra
ditional ly we have pretty mu ch foc used only 
on th e conve ntions (spelling, grammar, punc
tuation , capita li zation, and so forth ) . 

Of these si x tr aits, Organization is the trait 
which the Lab has found is the most difficult 

.... . 

for students . This is w here the Think , Orga
nize , Write! works so we ll with this assess
ment model. Along wit h Ideas and Content, 
Organization is the strength of these strate
gies . Students know where they are going . 

A rubr ic is given to each of the six tra it s, (See 
Figure 1). The scoring guide for the rubric 
has five points. Sliding scores can be given 
to a trait by marking an up arrow above the 
sco re o r a down arrow be low it. This avoids 
th e 3+ or 3- kind of score so the scores wi ll 
not be translated to letter grade C+ or C-. 
Crite ria a re provided for 1, 3, and 5 of each 
trait. Thi s informs everyone of the score 
meanings. 

The package provides activities, record-keep
i ng forms , a handbook for writing teachers , 
sample student papers , and countless writ
ing activities. 

To help teachers learn how to use their as
sessme nt too l , the Region al Laborator y 
teaches semi nars. They also teach leaders. 

Northwest Regional Educational Laboratory 

101 Southwest Main Street , Suite 500 

Portland , Oregon 97204. (800 ) 54 7-6339 

Figure 1 
FIVE -PO INT SCORING GUIDE (RUBRIC ) 

Nort hwes t Regio nal Educational Laborator y 

Think. Organize. Write by thea ho/tan th© 2001 • FAX/Call (612) 512-9197 • theathot@mneta.net 



Strategies: Brain-Compatible Learning 0 • 3 
a . ;;·:;;/~=;='''~=';=;:'~';'~'='~Y:'i';'~=~;;,~:r=':'~'~ ,.~,h';'; '';'~';'( ,,,,,,,~:;,;d· ·:;;~I/\'h'~'''';';~~;';';';;'·~/\h·i·~·•ki·~;,.;,~d ···; r~:·~ · 
charges. Neurons call for memory from one nizing and with the products they produce. 
another because memory is stored in them by 
bits and pieces. D . Reading yields 1 0 % retention; telling and 

When a neuron has stored memory to contrib
ute to an all-network call, it sends it out of its 
axon. A dendrite's membranes receive the 
memory by almost touching the axon mem
brane of another neuron. Always electrically 
charged , neurons are ready to send memory to 
the ends of their axons. When the electrical 
charge reaches the end of the axon, it causes the 
release of chemicals in the gap (synapse) between 
the dendrite and the axon, (See: Figure 7 ). 

When performing the Thinking and Writing Pro 
cess, Chapters 7-3 students connect dendrites 
by asking themselves the questions: For what 
reason? Like or unlike what? For example? A 
Definition? They further make dendrite-to -axon 
connections by charging their memories with 
thinking of subject synonyms and arranging parts 
into sentence patterns. 

B. Practice makes permanent. Long term 
memory stores knowledge when sensory and 
short term memory have practiced an axon-to
dendrite connection several times . The more the 
practice, the more permanent the memory. This 
means that early exposures and performances 
c reate prior knowledge which is prior memory 
of informat ion, skills, and strategies. 

A K-12, or even a K-6 plan gives students these 
processes , beginning with appropriate experi
ences in kindergarten . As students grow with 
the strategies , their practice perfects their per
formances because the dendrite-to -axo n con
nections become established. 

C. The brain can focus on only one thing at a 
time. Phys iologically the brain can zero in on 
only one thing at a time. When learning how 
to drive , the learner cannot engage in a lengthy 
discussion with a passenger . With accom 
plished driving skills, a conversation is possible , 
but when the roads are hazardous, uninter
rupted focus must be on the driving. 

The strategies throughout this process build 
upon one another and focus the learner on one 
strategy at a time. This helps students to sue-
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doing yield 90% retention . When we input 
information without outputs , learning is mini 
mal. Reading , seeing, and hearing yield the 
least learning; telling yie ld s more , and telling
and-doing yields the most learning . 

When this process is learned by talking with 
partners or groups, student learning is strength
ened. In Chapters 1-3 students should be 
matched with partners until they organize notes 
in Step 4. In Chapter 4 they should talk through 
each step and plan their own strategy outlines. 

E. Visualizing helps the brain to work with parts 
and relationships. Learning is enhanced when the 
brain can envision an idea, a process , a relation
ship of what is to be learned. Much of what we 
teach has been in linear, rather than visual form. 

Chapters 4 and 6 provide grap hi c visua li zers to 
help students visualize narrative prose , exposi
tory prose , and cog nitive thinking processes . 
These visualizers are to be used as transpar ency 
masters for teachers and as practice sheets for stu 
dents to apply their thinking. 

F. The brain is most actively learning between 
ages O - 4, and then up to age 10. Stud ents shou ld 
begin strategies at early ages. During their first 
three years foundations are la id for: vision , lan
guage , vocabulary , muscle control , intellectual 
development , and emot ional development . As 
students move into our schools, they should be 
experiencing high standard performances. 

This process builds learners with strategies that 
they can use for a lifetime. It gives them ways of 
performing tasks that meet standards with assur
ance of successes. 

Sources 
[1] Wolfe, Dr.Patricia and Marny Sorgen. Mind , 

Memory, and Learning . MM & L, 80 Crest 
Road, Fairfax, CA, 94930. 

[2] Diamond , Dr. Marian and Janet Hopson . 
Magic Trees of the Mind. Dutton , 2001. 

[3] Books for Educators, Inc., 1-888- 777-982 7. 

[4] The Brain Store, 1-800-325-4769. 
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Reading and Writing Performa n ce 

- Minnesota's Bas ic and H igh Standa rd s -

Accountability is the thrust of having standards . 

Throughout the whole country educators have 

been seeking a way to respond to the call for 

accountabi I ity . 

Standards have become a focus of the late '90's. 
Educators have determined what set of ex pec
tations K-12 schools shou Id teach and how to 
assess student performances of them. 

Minnesota has identified two sets of standards , 
Basic Standards and High Learner Profile Stan
dards. The Basic Standards require minimal 
reading , writing , and math performances that 
all students must perform for graduation. The 
reading and writing standards focus on the ex

pository style which is logically organized with 
main ideas in topic sentences and supporting 
details in paragraphs. (See: Figure 2) 

MN 
BASIC 

STANDARDS 

Reading and Writing 

Expository Style 

Main Idea 

Supporting Details 

Think, Organize 
Write! 

Strategies 

Read and Write 

Chapters 1, 2, 3 

Chapter 4 

Figure 2 
Minnesota's Basic Standards 

Taught in Think, Organize, Write! Strategies 
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The High Learner Profi le Standar ds establish 
performances that students must demonstrate 
to show competencies in ten Learning Areas. 
As students perform these competencies, the y 

meet with huge success when they use this 
process' strategies and graphic visualizers 
found in Chapters 4 and 6. (See: Figure 3 ) 

With these strategies students can read and 
write in both the expository style and the nar
rative style. In reading and writ i ng the y can 
interpret and organize expository information 
logically and narrative events sequentially. 

Strategies throughout Think , Organize , Write! 
help students with g raphic and linear orga
nizers. Graphi c organizers help students to see 
thought relationships ; line ar organizers help 
them to outline them. Once students learn how 

to think with any strategy , they can apply them 
to their performances of the High Standards. 

MN HIGH 

STANDARDS 

Reading 

Writing 

Arts 

Mathemat ics 

Inquiry 

Science 

Social Studies 

Decision Mak ing 

Resource Management 

World Languages 

Strategies to 

Think, Organize, W rite! 

Inform 

Explain 

Describe 

Guide a Procedure 

Recount (Narrative Style) 

Compare/Contrast 

Conclude Cause/Effect 

Assume-Predict 

Conclude 

Generalize 

Discuss 

Evaluate 

Form Opinion 

Argue 

Figure 3 
Min n esota's High Standa rds 

Taught in Think, Organ ize, Wr ite! Strategi es 
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0 • 6 Process: Curriculum Connections - Background 

Background 

- Curriculum Connections -

The Past. N ea rly twenty-five years have passed 
since first thoughts of this pro cess became a part 
of my teaching . I, a secondary English teac her, had 
come to a K-12 building as a media director . 

I found that all intermediate learne rs wrote a re
search paper each yea r. Th is, I discovered, was 
pretty much the only writi ng that they experienced. 
Their texts at that time certa inly did not he lp them 
to become writers. My part was to help them find 
and use media for note-taking skills. Th is, of course, 

made our inexperienced writers' tasks twice as dif
ficult... the thi nk ing, organizing , and writing were 
prefaced by reading and taking notes. They man
aged their d iffic ulties by co pying World Book 
Encyclopedia arti cles for the first half of their docu
ments and finding other sources to copy for the 
second half. The English teacher in me surged. I 
had to do something to help them! I designed the 
first rendit io n of this process to he lp le arners write 
those research papers. 

The Present . Since those years , the process has 
grown and so have I. I now see that "thinking skills" 
and "writing skills" are the rea l focuses. I no lon ge r 
perceive o ne way for w r iting a resear che d docu

ment and anothe r way for writ ing other documents. 
Sources, footnotes and bibliography distinguish a 
researched document, but the skills are pretty much 
the same: jotting notes, thinking, organizing , and 
explaining in w r iting (or speak in g). 

Discovered Truths. Since those years I have dis
covered some truths: 

1 . This process for thinking and writing works for 
almost all learners. Currently it is in the hands 
of nearl y 10 ,000 teachers. Their students have 
shown what they can do. It is applie d in Arabia, 
Hungary , M alaysia , Austr ali a, Japan, Ca nada , 
and most of our states her e at home. Heav iest 
use is in my own home state of Minnesota. 

2. Th is process follows the same o rd er as the NCTE 
"Writing Proces s," (spo nsored and adopted by 
the N at ional Council of Teachers of English in 
response to for m er President Reagin's "Nation 
at Risk Report" ). Th e difference is the five-step 

Writing Process brainstorms prewriting informa
tion, whereas this Thinking and Writing Process 
shows lea rn ers "how to think" durin g prewriting. 
My process has fifteen prewriting steps in Level 
3 , thirteen in Level 2 , and eleven in Level 1. 
The actual step of "wr iting " is almost easy for 
learners. 

3. Writin g fr om knowledge and from research is a 
"l ife skill." Writing to co mmunic ate is a life skill . 
Writing a formal researched document is not a 
life skill; it is a "student skill." 

4 . "Strategies" of writing and reading are related. 
Both have the same focuses; bo th require think 
ing strategies. Learners first learn the strategies 
as writers; then they look for the str ategies as 
readers. Looking for the strategies makes them 
"anal ytical" readers. "Analy sis" of reading strat
egies is easier to learn if learners first know how 
to use the strategies in writing. Some learners , 
ages eight and older, have actually begun to read 
by first writing their own documents . The strat
egies that we teach include: authors ' compari
sons , causes, examp les, definitions , and syn
onyms. The structure that we teach includes: 

introductory paragraphs , topic sentences , tran
sitions , and co nc lusions . The styles that we 
teach inclu de: persuasion , des cription, narra
tion , and exposition. When taught to app ly writ
ing skills to reading analyses , learners' reading 
skills soar. 

5. This pro cess can be internalized by learners. 
Tau ght for both non - researched and researched 
writing, it gives learners strength and indepen
dence with thinking and communicating. 

6. Learners can apply this process across "infor

m ation curricula of all the scien ces." They can 
apply the thinking steps to information from text
books , to shared information , and to informa 
tion from lyceums , films, or from their own 
knowledge. The process applies to daily 
thoughts about information. 

have grow n to realize that teaching across the 
curricula means using skills of all the arts to com
municate the knowledge of all the sciences . 

·.•.· .. •:•:•.·······=··=·:::::::::::::::::::::::::::::::::::::::•:•:•:•:-:;:::::::::::::::::::::::::::::::::::::::::::::::::::::::::::;:;:::::::::::;:;:;:;:;:;:;:;:::::::;:::::::;:::::::;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:::;,;,;,:-:-:-:-:-:-:-:-:•,•:•:•:-:-:-: - •. 

Think. Otganize. Write by thea ho/tan th© 2001 • FAX/Call /612) 512-9197 • theathotli>mneta.net 



Process: Curriculum Connections - Relat ionships 
:•:•:•:•:-::;:::;:;:;:;:;:;:;:;:;:;:;:;:;:;:• ;:;:;:;:;:;:;::· 

Re lationships 

- Curriculum Connections -

I Process the Information l 
J through Strategies 

Teac h analytical reading w ith think
ing and writing strateg ies by proce ss
in g in fo rm at io n o f t he science cur
ricula . 

4. Teac h read i ng analysis by apply
ing th in king and writing/s peaking 
stra tegies . 

3. Teach strat egies fo r writi ng/speak
ing to commu ni cate t h oughts 
about th e sc iences. 

2 . Teach strateg ies for thinking with 
information fro m any of the sci 
ences. 

1 . Teach the mec hanical ski ll s of 
reading, wr it ing, and handw riti ng. 

2 
Thinking 

Strategy Skills 
App ly Think i ng 

Strategies 
to the 

Information Curricula. 

Information 
from the 

Sci ence Curric ula 
Social Sciences 
Earth Sciences 

Physical Sciences 
Li fe Sciences 

Hea lth Sciences 

1 
Reading 

Mechanics Skills 
Learn M echan ical 

Read ing Ski ll s. 

1 
Writing 

Mechan ics Skills 
Learn Mechanical 

Writ ing Sk i l ls. 

. ·.·.·.·,·.·.·.·.•.:::::::::::::;:::;::···:::::::::::: 

4 
Reading 

Ana lysis Skills 
Learn Reading Analysis 

Strategies from 
Writing Strategies. 

3 
Writing -Speakin g 

Strategy Skills 
Learn Thinking 

and Writing Strategies 
with the 

Information Cur r icula. 

. ..... . 
·.-.·- :-:-:-:-:-:-:❖:-:-:-:-:-:-: 
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Writing Process 
from the i::{ational ~ounci l 

ofJeachers of _Engli sh 

1. Prewriting 
• Inv ention 
- primary sources 
-secondary sources 
-new knowledge 

•Pro cessing the 
Inform ation 

•De sig nin g the Plan 

2. Writing 
•Wri ting the Draft 
•Co nferencing 

3. Revising 
•Conf ere nc in g 

4. Editing 
•M echanics 
• Spelling 

5. Publishing 

) 

• The Thinking and Writing Process • 
• Develop Thinking with Prewriting Strategies • 

Rooted in Taba, Hunter , and Bloom by Thea M. Holtan 

Level 1 
Grades K - 2 

1. Choose a Subject 
2. Find Inform ation from Your 

Own Knowledge or from 
Sources 

3. Take Notes (10Gr. 1)(15-25Gr. 2) 

3a.1Think of Reasons (2-6) 

3b. Think of Likenesses [OJ 
and/or Differences [OJ (2-4) 

3c.lThi nk of Word s to 
Call Your Subject [OJ (2-5) 

Level 2 
Gr ad e 3 - 4 

1 . Choose a Subject 
2. Find Inform ation from Your 

Own Knowl edge or from 
Sources 

3 . Take N ates (25-35 Gr. 3)(30-40 Gr. 4) 

3a .1Think of Reasons (6-1/3ofnotesl 

3b. Think of Likenesses [OJ and/or 
Differences [OJ(4 -1/4 of notes) 

3c. l Plan of Sentence Patterns [OJ (5-10) 

~Think of Words to 
Call Your Subject [OJ (4-6) 

Level 3 
Grades 5 - Adult 

1. Choose a Subject 
2. Find Inform atio n from Your 

Own Knowledge or from 
Sources 

3. Take Notes (40-60) 

3a. Think of Examples [OJ (2-10) 

3b. Think of Definitions [OJ (2-6) 

3 c . Think of Reasons (8- 1/3 of notes) 

3d. Think of Likenesses [OJ 
and/or Differences [OJ (4- 1/4of notes) 

3e. Plan of Sentence Patterns [OJ (8-15) 

3f. hink of Words to 
Call Your Subject [OJ (5-8) 

[Learners ca n think together above this line. However, they design thei r own products from here to the end.) 

4. Sort the Notes (3-6stacks) 4 . Sort the Notes (3-6 stacks) 4. Sort the Note s (3-6 stacks) 

5. Outline the Notes 5 . Outline the Notes 5. Outline the Notes 
6. Write an Introdu cto ry Paragraph [OJ 

6. Write Topi c Sente nces 

(1 lo end) 
6 . Number Notes Sensib ly [OJ 7. Number Notes Sensibl y (1 to end) 

7. Write Your Document 
8. Put t he Parts of Your 

Document Together 

9. Finalize Your Document 
• Self-Questions 

• Final Dr aft [OJ 

8 . Write Your Documen t 
9 . Put the Parts of Your 

Document Together 

10 . Finalize Your Document 
• Self-Qu estions 
• Checklist 
• Spelling Connections 
•M ec hani cs Guidelines 
•Fin a l Dr aft [O J 

7. Write Topic Sentences 
8. Sort Notes into Subtopics [OJ 
9. Number Notes Sensibly (1 to end) 

10. Write Your Document 
11. Put the Parts of Your 

Document Together 

12. Finalize Your Document 
• Self -Questions 
• Checklist 
• Spelling Connections 
•M echanics Guidelines 
•Fin al Dr af t 

• [OJ = OPTIONAL : These strategies, marked [OJ, can be omitted until learners are ready for them. 
• 3a - 3f: These strategies are for both teachers' group discussions and students' independent practices . 
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Process: Design - Premises 0 • 9 

Firm Foundations 

- The Design: Premises -

1. Definition . Learning "how to" do a skill requires 
a process. A learning "Process " is a ser ies of 
lin ked experiences that focus on developing a 
ski 11 while involving thinking above rote and re
cal I levels. 

2. Four "Beings" of the Learner. To teach a ski 11, 
begin with its physical coordinations and ma
nipulations. This affects the emotiona l, then the 

soc ial beings of the learner . After physical co 
ord inat ions have been learned , apply the skill 
and challenge th e intellectual being. 

3. Elements of Instruction. A process, in a teacher
learner situation, is e nh anced by a skilled 
teacher . These four elements provide the com
ponents of skilled teaching. Dr . Madeline 
Hunter (See 0•26-31) 

4. Open Focusing Questions to recall information. 
When w rite rs draw in formation from their long 
and short term knowledge, a questioning strat 
egy helps them to surface that knowledge . Dr . 
Hilda Taba (See 0 • 34-37) 

5. Subjects of challenge . Writers begin by perform 
ing the process with single-focused comp rehen 
sion subjects. They later can be intellectually 
cha ll enged with subjects of hi gher thinking lev
els in documents of other styles and formats. Dr. 
Benjamin Bloom (See 0•32-33 and 4 • 72 -77 ) 

6. Doc uments of challenge . Writers begin wit h 
documents in simple expository style . When 
they have learned the process , the can be intel
lectually challenged by planning and wr iting 
documents of other styles, formats , and higher 
levels of th inking. Dr. Benjamin Bloom (See 
0 • 32 -33 and 4 • 14-68) 

Four "Beings" of the Learner 

Beings Early Expectations ----►• Proficient Expectations 

(4) Note: Enjoy results, but avoid expec -
lntellectual tations of product excellence until 
(cogn itive ) ~ 1 physical coordinations are in place . 

(3) Social 
(affective) 

(2) 
Emotiona l 
(affect ive) 

( 1 ) 
Physical 

I _I 
qJ::,yu1u111 

Engage learners in cooperat ive learn 

ing prior to Step 4, "Sorting Notes ." 

Observe se lf-confidence and assured 
fee l ings of success . Build o n where 
each learne r is wit h the psychomotor 
performances of the steps. 

For first experiences focus on th is 
domain. Physical coordinat ion 
is crucia l; it affects all the other 
domains. Confidence begins here. 
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Plan challeng ing subjects of comparisons , • 
cause s, predictions, etc. (See Chapter 4) 
Plan challenging document styles/formats. 

Engage learners in cooperative learning , 
up to , but not including , Step 4 "Sorting ." 

Observe to maintain high comfort levels 
as you introdu ce increasingly difficult 
strategies with each expe r ience. 

Observe to maintain co nfiden ce levels by 
setting check points wit h learner s as they 
move into gui ded practice with Video 
Guides and Writer's Guides . 

Process. Design 

I 
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0 • 10 Process: Tools - Functions and Purposes 
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Instructional Materials 

- Understanding the Tools of the Process -

This Guide's Purpose . Th is Instructor's Guide has 
bee n desig ned and written to be a tool for teach
ing instructors how to teach and use The Th ink
ing and Wr iti ng Process. In this guide you wi l l 
find explanations and examples for understand 
ing skills and strategies , scripts for teachi ng learn
ers, and connections with research experts who 
have contributed perspectives and efficient meth
ods that cause better learning . 

This Guide' s Arrangement. The c hapters are ar

ranged around the three levels of The Think ing 
and Wr iting Process. To help you to find the level 
you seek, the c hapters have been numbered with 
the leve l numbers. So Chapter 1 is Leve l 1; chap
ter 2 is Level 2, and Chapter 3 is Level 3. Now 
you know why you are currently reading Chap
ter "O." All premises , introductions, legends, ex
planations, and con nections are in this Chapter 
0. Chapter 4 extends Chapters 1-3 by offering 
additional help in teaching the several styles and 
formats in which learners should learn to write. 

This Guide's Future De velop ments . Separate pub-
1 ications are in the making. They will be in this 
same format so you can add them to this book. 
The first that wi l l be developed will teach skills 
for fiction readers and writers. The seco nd wi ll 
teach question-asking strategies . It will help 
teachers to ask Hilda Taba's open focusing ques
tions beyond recal l thinking levels . 

This Guide and Acco mp anyi ng Too ls. 
• This Instructor's Guide is a text for teachers to 

use while teaching and applying The Thinking 
and Writing Process. In compliance with copy 
rights, this guide must be purchased for each 
tea c her. Copyrights, enforceable by law , state 
that , 
... each hom e bound or clas sroom instructor must ow n 
this book if any of his or her assigned learners is in 
any way lea rning or using this process. Permission 
for duplication of master forms is granted only to the 
person for whom this book has been purchased . 

Where else can you adopt an entire writing cur 
riculum without the cost of a per-pupil text? Ac 
companying teaching tools, shared with i n 
schoo ls, gre atly enhance the load for the teacher . 

• Video tapes at Levels 1, 2, and 3 present the 
w ho le program to learners , one step at a t ime. 
Teac hers use my tapes as lead lessons. I can be 
you r team teacher. On them I give the lead les
son, you turn off the tape, and learners follow 
the instructions with guided practice from you. 
These tapes also provide teachers with an op
tion for learners who need instructions because 
of uncertainties or absenteeism . The y make 
wonde rful staff development tapes. They a lso 
make wonderful tapes for parents helping learn
ers at school or at home. 

• Wr ite r 's Guides at Leve ls 1, 2, and 3 are ava il
able for learners. Once you and the video tape 
have guided learners through their first and sec
ond experiences, the Writer 's Guides help them 
to become increasingly self - reliant. These 
guides are designed with "Basic" and "Specif ic 
Instructions." "Basic Instructions " lead learners 
through the basics of each step. "Specific In
structions" give learners minute details that are 
sometimes needed. Both pages give le arners 
"practical" experiences, applying reading to 
headings , outlined order , indentions , boldfaced 
type, i l lustrations , and capt ions. They serve not 
o n ly as guides for this Process, but also as valid 
exper iences of reading printed and graphic d i
rect ives and interpreting "what to do." The 
gu ides are tools to teach app l ied reading skills 
with minimal guidance. At the end of this 
chapter's "Sk i lls" section, find master assess
ment forms for recording the reading skills that 
are app l ied through the Wr iter 's Guides . These 
forms can be stored in learners' portfo l ios . 
Write r 's Guides are bundled in sets of fifteen to 
facilitate classroom uses and reduce costs . 

•T ranspa rencies are available, he lping teachers 
to explain with examples . Each transparency 
i l lustrates an en largement of a Proces s step as 
it looks on its corresponding page from the 
Writer's Guide. These transparencies stren gth en 
teachers' exp I anations of the steps by i 11 ustrat
ing the directions of the Video Guides and bridg
ing their movement into Writer's Guides. 
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Instructional Materials 

- Using the Tools of the Process -

• Instructor's Guide • 
For Instructors 

1. Choose the level that you will teach. 
Leve l 1 - Grades K - 2 
Level 2 - Grades 3 - 4 

Grades 5 - 12 f irst-time learn ers 
Leve l 3 - Grades 5 - 12 

2. Fol low its corres ponding chapter (1, 2, or 3). 

3. Find the listing of the steps at the beginning of 
your chosen chapter. Plan to omit some o r all 
"Op tional" steps for first- t ime learners . 

4. Follow the six parts of each step. 
A. Track the Learned Skills. 
B. Understand the step and its thinking skills. 
C. Plan the year's expe ri ences. 
D. Practice the "Teach " script and prepare. 
E. Schedule time for the strategi es. 
F. Plan how you will Assess Authentically . 

5. Familiarize yourse lf with Chapter 0 . Find 
Hunter , Taba, Blo om , and the Tables of skills. 
The "Teach" scripts incorporate Hunter. Re
ca ll ing informa tion inco rpor ates Taba 's Open 
Questions; and Tables arrange skills by Bloom . 

• Writer's Guides • 
For Learners 

1. Teach first-time learne rs with the v id eo tape 
and the transparencies. 

2 . On their third-time experience , introduce the 
Writer's Guide. Instruct learners to open to 
the page and fold back the "Specific Instruc
tions" so that only the "Basic In structions" 
show. Show learners how to read the "Basic 
Instructions" of gu ides. [The Level 1 Guide 
works for second semeste r, Grade 2 reade rs. 
The Levels 2 and 3 guid es work for most read
ers of grades 3-4 and 5-12 .) 

3. Teach learners how to read the head in gs, in
dentatio ns, numbers and letters, boldfaced 

type, margins, i llu strations, and captions. 

4 . Acco un t fo r their skills in using the Writer 's 
.G..u.id.e.. Record their rubric scores on the 
record -keeping form. (See page 0 • 46) 

• Transparency Guides • 
For Instructors 

• View a step from the v ideo; then renew w/transpa rency. 

• Tomorrow renew the step being learned today. 

• Remind learners of yeste rday' s video lesson . 

• Show an example of how each step looks. 

Intr odu ce the Writer's Guides to third-time users . 
• Teach learners how to read each step of the Writer's 

Guides . Project the transparenc y of toda y's step to 
illustrate it and to transfer them to Writer 's Guides. 

• Project the transparency to stress how to read head
ings, indentations , numbers and letters, boldfaced 
type, ma rgi ns, the illustration s, and captions. 

• Video Guides • 
For Learners and Staff 

• To f irst-time learners, play the video , one step at 
a time . When you are told to "stop the tape ," 
press STOP and guide learners through the in
stru ctions of that step. Use transparencies to 
review the video instructions. 

• Play the tape, view the next step, stop the tape, 
and again gu ide learners. 

• Play th e tape to learners who were absent or who 
need another explanation of the process . 

• Play the tape to volunteers who are helping you 
to guide learners at school or at home . 

• View the video to prepare lessons. 

• Play the video to train staff on the steps of the 
process and on how to teach the process. 

• Computer Discs • 
For L ear ners 

1. Give fourth- fifth-time learners the computer disc . 

2 . H ave them use the database for all prewrit ing 
except the topic paragraph and topic senten ces. 

3. Have them read the instructions on the disc . 
4 . Have them open the word processor and write 

their documents from the database on the top of 
the monitor to the word processor on the bottom . 

thea•thot Press• 2065aratoga Lane North• Minneapolis, MN 55441 ©2001 
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Instructor ' s Guid e 

- Layout of Chapters 1, 2, and 3 -

The Thinking and Writing Process . Throughout 
this process yo u w ill find something for nearl y 
every learn er. Th is Thin king and Writing Process 
has been designed w ith three leve ls of develop
ment, beginnin g in kindergarten and progress
in g to ad ulthood. Each level evo lves from a con
sistent co re of steps that builds a framework ; each 
level adds "opt ion a l" steps to increase learners' 
thi nkin g and writing performances . Level 2 , then 
Level 3 add graduating levels of thinking with 
information and graduat in g complexit ies of skills 
for comm uni cating . 

The Chapters . Each Leve l (1, 2 , and 3) is pre
sented in its own c hapter of the same number. 
Therefore , this introductory chapte r is numbered 
"Chapter O." This Chapter O informs you of al l 
t he other chapte rs and the premises on which this 
Thinking and Writing Process has been designed. 

,~---.. -, .. , ---- ·- -- - .. --· 1 - .., ____ ,.,._,.,._ ..,.,~ .... ,._,,.., ____ .. 
_ .., __ __ 1, ... .. , _ _ ___ .., __ ,.._,_ ._ _ _ _ 

k, Acco ,m t for Lea1•ned Skills. .. 

Chapters 1, 2, and 3. These c hapte rs have a con
sistent format throughout eac h step , giving you a 
flow of t hou ght th rou gh eac h of the six sections . 
Four pages display each step . The first pa i r of 
pages presents a l ist of each step's skills , an ex
planation of the step , and a full-year plan for 
implementing the step. The second pair of pages 
presents a script for teaching the step , a sched 
ule for planning it , and authentic assessment 
choices in three styles. 

Writer's Guides . These gu ide s are separ ate p ub 
lications th at have been designed for learn ers to 
read and fo ll ow. Their spiral-bou nd pag es flip 
up and back so t he "Specific Instru ct ions " do not 
show. Learners read and app ly th e "Basic Instru c 
tions " for one step at a time. They refer to the 
flipped-back "Specific Instructions" onl y w hen 
they are ready to use them . 

l!o Urnlerstaocl ... 
A Re u on II a OH.1111 rtlatklnl-hlp btl- f.w:u 
Jt!UUl1 1ubi,,a Wlwfl- flCI II I OUM llflltl tl • 
leaul~ "-'t. 11'111~- llul i.d 1•1u1011." 

Cauul l • l11lon1hlpo amon1 Fac io 

1;:,:;1___,.1'::,.11___,.1-::..i•I 

• Re~1on1 • 

J • 1 1 

(C, Pinn .. . 

" - · · ---·- .... •-- ... cwt 
--. --,- ___ ,...._"""_._ 
...,..._ , __ .... ~.._ ........... "'1' 
~ ... ""lfrr_ ... _ 1, ___ .. 

~:-;:,':':,::::~-=-r• 
, .. ,.,,.. . .. ._..... ..... ,..,_,._...,,..., • .,,,.!'o-...... ,__ ........ __ , ... ,_ 
•-1t-s. ,.-......... _.,,...,_ ,.. __ na..i. _ _,....., r_...,,. ., 

~== ·'::.:.:·===-=-______ ... ~ --- ,.-1,. 
....,..,...,, __ ,__ .... ,--... --
-- ,,._~ro.-,.,,::-;:,::;: ,: 

Thi s layo ut repr esents the fir st two of four page s for each step throu gho ut th e 
Instru ctor' s Guide. "G" illustrates the "Basic Instruction s" pag e for th e same step 
as it is expl ained to learner s in the Writer's Gu ide. 
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Th is layo ut represents the second two of four pages for each step throughout the 
Instructor 's Guide. "H" illustrate s the "Specific Instructions" page for the same 
step as it is expla in ed to learners in the Writer's Guide. 

Writer's Guid es give learners opportunities to be 
come self-reliant with the process. They give 
teache rs anot her tool for teaching "independent 
practice." Also , they can be used for teaching, 
apply in g, and assessing learners' ski lls with read
ing and following direct ions. (See record-keep
ing form 0 • 46) 

"App li ed" direction rea ding skills are rarely 
among the list ed re ad in g sk ill s of texts. As 
W riter's Guides help yo ur learners with indepen
dent practice of the process , they also teach learn
ers how to interpret and follow instr uct ions . To 
me , this is an imp o rtant ski l l for tomorrow's world 
of technical manuals and internet communica
tions . 

G. "Basic Instructions," Writer's Guide for Learn
ers. (See illustration "G") Throughout Chapters 
1, 2, and 3 "Basic Instructions" are il lu strated on 
eac h step's first pair of pages, showing how the 
step looks in the Writer's Guide. They show you 
basic stra tegies, bas ic flow from the headings, and 
the layout and d es ign fo r each step. These "Ba
sic Instructions" lead learners thro ugh "how to 
do" each step. Th ey teach K-1 2 learners the es
sential steps of three leve ls. Level 1 is written in 
a mid -second grade reading vocabulary; Level 2 
is in a mid - third grade , and Level 3 in a mid-fifth 
grade reading vocabu lary. 

These "Bas ic Instru ctions" g ive learners experi 
ences w ith several comprehension skills , includ 
ing decoding text, i ll ustrations, and captions. 
Teac her s use their Instructor's Transparencies to 
introduce the Writer 's Guides. Tran sparencies 
project enlarged essentials from Writer's Guides. 
They help teachers to display examples of how 
to interpret Writer 's Guide instructions and illus
trat ion s, and how to infer meanings from mar
g in s, headings , indentions , bold type, number
ing and lettering. 

H. "Specific Instr uct ion s, " Writer's Guide for 
Learners . (See illustration "H") For eac h step , 
the second pa ir of pages illustrates "Specific In -

structions" from the Writer's Guide. Throughout 
Chapters 1, 2, and 3 these illustrat ions show you 
the flow of the headings and layouts. "Specific 
Instru ctions" are very specific , giv ing detailed in 
formation for learners who seek more depth and 
deta il. In the Level 1 guide , the spe c if ics g ive 
illustrated details , rat her than ve rbal d eta il s. In 
Leve ls 2 and 3, the specifics g ive verbal details 
to the point of exp laining how to write an out 
line , a bibliography , footnotes , and a title page 
on wo rd pro cesso r, typewriter , or in cursive hand 
writing. 
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I n st ru c t o r 's Gu ide 

- Layout of Chapters 1, 2, and 3 (Cont'd) -

A. Account for Learned Skill s. (See illustration 
"A.") For each step th roughout Chapters 1, 2, and 
3, Broad ski l l outcomes are listed. Th is section 
has bee n deve loped on the premise that "skills 

are arts, " that "comm u nication ski l ls are Commu
nication Arts," and that "know ledge comes from 
the Informative Sc iences." Skills (arts) are listed 
as Intellectua l, Relationa l, and Communication 
Arts (ski ll s). "Communication Arts" includes the 
"Musical," "Visua l," "Physical," "Practica l," and 
"Mathematical" A rts of Communication. 

B. Underst and . (See illustration 118. ") Each A - F 
sectio n is headed with a verb addressing you , the 
instructor owning this guide. The six verbs each 
relate to a function with which you as a tea c her 
are involved. "Understand" simply introduces 
you to the meaning, perspectives , and connec
tions w ith of the step's strategy. 

:t;;JmM®:~IiJ,WtJMW#JJ.JMt1!:!i!f I 
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This layout represents the first two of four pages for each step throughout the Instructor 's 
Guide. "A" i l lustrates the skills of this step . "B" illustrates an explanation of the 
step. "C" illustrates a one -year plan for the step . 

This "A" section corre lates skills with one another . 
Inte l lectual and Language ski ll s, for example, re
late to one another . The ski ll s fa l l into a taxonomy 
of developme nt. They are numbered, based on 
where they fall among the four lev e ls of growth: 
[1) [Learn), [2) [Perform), [3) [Application), and 
[ 4] [Tra nsfer). W ithin each of these developmen 

ta l stages , t he steps of Thinking and Writing Pro 
cess control the order. 

Each "Understand" section follows a pattern to 
help you to follow with consist ency: 

• the "B. Understand" heading , 
• definition and pr emise of the step , 
• illustrat ion using a consistent subje c t, 
• thinking level accordin g to Bloom , 

• operation of the step , 
• applications to written and spoken text, 
• applications to informational curri c ul a. 

Think, Organize. Write by thea 
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For more information and listin gs on th inki ng 
levels according to Bloom , see the "Bloom" sec
tion, (0 • 32-33); fi nd Bloom in Madeline Hunt er 's 
Element 2. Teacher Be haviors, (0 • 29). 

C. Plan . (See illustration "C. ") Each "Plan" sec
tion first gives you additional perspectives about 
its step. Th en it guides you in planning a year of 
experiences for your learne rs. Up to six experi
ences are proposed here, approximate ly one ev
ery six weeks. Produ ct lengths are moderate , be
gin nin g with 20 - 35 notes and end ing wit h 40 -
60 notes. Styles and formats of end prod uct s vary 
to g iv e learn ers app li ed experiences with forms 
and purposes in spoke n and written communi
cations. (See Chapter 4.) 

"Our precious time with 
learners is so limited that we 
cannot afford isolated activi
ties that do not focus on 
strategy development and 
learning processes." 

"Process Skil ls" are the focus here, rather than 
"products ." Teaching the "skills" m eans perform
ing core sk ill s in a beginner's fas h io n, focusing 
on think in g processes, strengthening with several 
applications, adding elevated ski ll s to core steps , 
producing in var ied forms, and assessing with cri
teria. In contrast, picture learners , writing that 
traditional "one huge research report for the year." 
The who le assignme nt, instead of being an as
sessment of severa l "skil l-building processes ," is 
li tt le more than o ne lo ng "activity," coming from 
nothing and leading to nothing. That scenario 
rings familiar notes to most of us, but today we 
know better. Our precious t ime with learners is 

so limit ed that we cannot afford isolated activi 
ties that do not focus on ski ll d eve lopm ents and 
learni ng processes. 

0 • 15 

The "Sched ule " section shows va ried sour ces, al
low ing minimal ti me for note taking. Four of the 
experiences use reca ll ed or observed inform atio n 
for "not resea rched" products; two experiences 
use sources' information for "researched" prod
ucts. The premise of this is the fact that learners 
must experience appl ication of this process to 
all forms and purposes of writing. If, for example , 
they on ly learn how to use it for "researched" in
formation , they very lik ely will not transfer strat
egies to "recalled" information. Most people have 
to be taught transfer of application from one use 
to another. Hence , for most learners this pro
cess wil l on ly be used for "researched writing" if 
that is all they have been experienced. 

"Your professional expertise 
enables you to assign several 
short processes of writing and 
to transfer learned skills to 
reading and listening to text. 11 

Giving learners six experiences provides many 
options . Product options include a speech , an 
expository report, an opinion doc ument, a com
parison-contrast document , a feature story, and 
nonfiction narrative; and the l ist grows. Process 
options ca use learne rs to apply ski ll s learned in 
texts , strengthen knowledge from curr icula, 
strengthen l istening ski ll s, strengthen viewing 
skills, write in severa l forms , write for varied pur
poses, write to varied audiences ; this l ist, too , 
grows . This process provides a consistent way of 
teaching communication across the skills and 
knowledge curricula. It is not intended as "an
other thing to do." Here is where your profes
sional expertise is crucial. Your expertise and 
ski ll s enable you to sort through the mountains 
of activit ies and to discard those which have pro 
duced less dynamic effects. Your professiona l 
expertise enab les you to assign several short pro
cesses of writing and to transfer learned ski ll s to 
reading and listening to text. Finally , your ex
pertise enables you to gu id e learners throu gh ap 
plying criteria whil e assessing th eir own authen 
tic , skil l-focused do c uments . 
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lnstru c tor 1s Guid e 

- Layou t of C h apters 1 , 2, and 3 ( Cont 'd ) -

D . Teach : Each Step of the Pro cess. (See "D" on 
the i 11 ustrated pages , below , from Chapters 1, 2, 
and 3. ) This section is primarily written in the 
form of a scri pt. I deliberated carefu l ly before 

concluding w ith th is script for m at. In previous 
yea rs I had w ri tten books to teachers, but those 
books to ld teac hers how "to do " t he process. In 
my recent Writer's Gu ides for learners I l ist fu l l 
instructions for "do ing" the process. 

l ines l ike , " ... for me, saying' __ ' really works ." 
As 1 've given my quotes , partici pants hav e fer 
ve nt ly writte n my effective quotes. 

Consider ing al I aspe cts, I decided to write scripts 
of "how I teach" each step. The scr ipts are in
tended to help you to develop your own ski l ls as 
fast as poss ible. I suggest these uses : 

. .. """"' ~-, _.,_.'""" 
. t,w ....... •Aul 
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lffljl,~i:ii~0:l:t:fi{j1:~Ii::I::! 
This layout represents the second two of four pages fo r each step throughout the 
Instructor's Guide . "D" illustrates the script for teaching the step. "E" illustr ates the 
step 's time schedule . "F" illustrates some ways to assess the step authentic all y. 

What has been missing a l l these many years is a 
guide that te ll s instructors not o n ly how "to do , " 
but also how "to teach " thi s process. I perceived 
a huge strategy issue. Should I "tell you" how to 
tea c h it , and let you fig ure o ut th e best wa ys to 
imp lement my "how to do's?" Or , should I "show 
you" how to teach it and "lead you" throu gh les
sons? I reflected back on the thousands of co l
leagues in my seminars ove r the years. I've shared 

• Practice scripts w ith friends or famil y. 
• Enl arge them on a copier so you can eas i ly read 

them alo ud to learners . 
• Read them to learners ; watc h them respond. 
• Use them to p rep are the props th at you need . 
• Use t hem to review you r own growin g sk i l ls. 
• Use no ted Hunter 's Lesson D esign, Prin c ipl es 

of Learning , and Teacher Behavior s to acco unt 
for your lessons. Find more with pages 0 • 2 6-3 1. 
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The scripts show teachers 
how lessons look. They help 
teacher to teach the strate
gies of the basic process. 

Prefac i ng each script, introductory comments re

mind you of perspectives on the step . 

Throughout the scripts, Instructor's Transparen
cy Guides and Writer's Guides are woven into 
your plans. For information about these tools, 
see "Tools" on pages O • 10-11 . 

Throughout the scripts many of Madeline 
Hunter 's "Elements of Instruction" are matched 

to what you are doing . This is intended as proof 
of researched validity of your own lessons . It is 
also intended to help colleagues who are new to 
the vocabulary and the imp lementations of Dr. 

Hunter 's "Elements of Instruction." 

E. Sch edule . (See "E" on the i I lustrated pages , 

left , from Chapters 1, 2, and 3 .) Here , you learn 
approximate amounts of times to schedule for 
each experience. [Time for getting on and off 
task are not included in these estimates .] Also , 
in this section are reminders of the kinds of 
sources and the quantity of notes . In the center 

are approximations of how many strategy app l i

cations you can assign a particu lar step . 

Assessments give data of 
performances . Authentic as 
sessments focus on realistic 
performance s . Evaluation 
can be determined with th e 
d a ta collect e d from various 
as s e ss men ts . 

F. Assess Auth e nti ca lly. (See il/ustration"F") "As 
sess" means "to gather evidence" of performance. 

It is a function that happens before "evaluate" or 

"judge." Therefore , "evaluations" (judgments ) are 

made from a collection of measured "assess

ments" of a performance. 

"Authentic" means "real, related, actual" (unlik e 
multiple choice, true and false, fill in the b lank, 

or wr ite about.) "Authentic" means the "actual 
performance" of a ski 11. 

"Authentic Assessment ," then, means collected 

evidence of actual ski I I performances . 

I have I isted three forms of "authentic assess

ments " which focus on the skills listed under the 
sections , "A. Account for Learned Skills." You 

may collect assessments of learner's perfor
mances by recording them on a record-keeping 

form. Use the 1-2-3 rubrics listed under eac h 

"Authentic Assessments" section. Find these 
forms in this chapter. 

Authentic assessment suggestions are provided 
from three perspectives. 

• Portfolio Samples - Teachers assess perfor
mance from evidence on actual product s in 

learners ' portfolios. e.g.: note cards, outlines , 

bibliographies . 
• Observation Records - Teachers know the per 

formance to be measured ; they watch for the 
actions that indicate learners ' performances 
of skills. 

• Performan ce Tests -Teachers set up a scenario 
of actions and observations with props and 
all. Learners perform while they either self

assess or you assess them with criteria for the 

performances and/o r the end products. 
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0 • 18 Level 1: Assessment Records - Skill s of the Process 

• Level 1 • 
Skills of the Process 

Learner 
Grade School Year ---- -- -----

Assessments 

1111 rr1 I I I I lnstructor (s) ____ _____________ ___ _ 

Rubric Scores • The Thinking a nd \Nritin g Pro cess • 

[ xp•rirnos 1-10] 

10 9 8 7 6 5 4 3 2 1 Steps Skills Assessment C>ptions 

. . . . . . . . . . . . . . . . . . . . . . .. 1-2 • Recall skills with Portfolio: Bibliography forms display data about sources . 

reference tools . Observation: Acquires sources and locates information in them. . . . . . . . . . . . . . . . . . . . . . . . . 
[knowledge 1.21 Performance Test: Uses catalogues, indexes, and cross references to find information. 

. . . . . .. . . . . . . .. . . . . . . . . . 3 •Recall ideas Portfolio: Note cards each display one specific fact in non-sentence form . 

from memory. Observation: Acquires sources and locates information in them . . . . . . . . . . . . . . . .... . . . . . . 
!knowledge 1.1 J Performance Test: Uses catalogues, indexes, and cross references to find information. 

. . . . . . .... . . . .... . . . . . . 3 • Interpret ideas Portfolio: Note cards each display one specific fact in non-sentence form. 

from text. Observation: Acquires sources and locates information in them . . . . . . . . . . . . . . . . . . . . . . . . 
[comprehension 2.1 I Performance Test: Uses catalogues, indexes, and cross references to find information. 

. . . . . . . . . . . . . . . . . . . .. . . . 3a •Infer meanings Portfolio: Several notes show circled 3 's; some display chosen reasons . 

with reasons . Observation: Follows strategy for thinking of reasons among facts. . . . . . . . . . . . . . . . . . . . . . . . . 
[analysis 4.21 Performance Test: Asks questions to infer reasons; then writes some on cards. 

3b •Infer meanings with Portfolio: Some notes show circled 4 's; some display chosen comparisons and/or contrasts . . . . . . . . . . . . . . . .. . . . . . . . . 
likenesses/differences. Observation: Follows strategy foc thinking of likeness/difference between facts and knowledge. . . . . . . . . . . . . . . . . . . . .. ... [analysis 4.2 I Performance Test: Asks questions to infer likenesses/differences; then writes some on cards. 

. . . . . . . . . . . . . . . . . . . . . . . . 3c • Infer meanings with Portfolio: Subject Synonyms form displays listed synonyms and some circled choices . 

subject synonyms. Observation: Follows strategy for thinking of subject synonyms . . . . . . . . . . . . . . . ... . . . . . . . 
[analysis 4.2) Performance Test: Asks questions to think of synonyms for a subject. 

. . . . . . . . . . . . ..... . . . . . . 4 • Plan categories to Portfolio: Notes are crisscrossed in stacks with names or initials on Topic lines. 

form an outline. Observation: Follows strategy for sorting notes into stacks. 
. . . . . .. . . . . . . . .... . . . . . . [synthesis 5.1 J Performance Test: Asks questions to sort notes and name stacks as they form . 

. . . . . . . . . . . . . . . . . . . . . ... 5 • Plan major topics Portfolio: Outline form shows topics in learner's own reasoning. 

in logical list. Observation: Follows strategy for arranging topics for a certain audience . 
. . . . . . . . . . . . . . ... . . . . . . . 

[synthesis 5.11 Performance Test: Explains reasons for arranging topics for a certain audience . 

. . . . . . . . . . . . . ... .. . . . . . . 6 • Arrange notes in Portfolio: Notes and outline display numbers, listing '1' only once. 

logical order . Observation: Follows strategy for arranging and numbering notes. . . . . . .. . . . . . . . . . . . . . . . . 
[synthesis 5.1 I Performance Test: Forms long column of note-beneath-note, then numbers them. 
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Dates 

I I I I I I I I I I I 
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• Level 1 • 

0 • 19 
-Side 2-

Rubric Scores 

[Experiences 1-10] 
• The Thinking and '\Nritin g Proces s • 

10 9 8 7 6 5 4 3 2 1 Steps Skills Assessment C>ptions 

. . . . . . .. . . . . .. . . . . . . . .. 7 •Write in form to Portfolio: Document has paragraphs in the same order as listed on the outline. 

audience for purpose . Observation: Follows strategy for writing a document from a planned outline and notes. . . . . .. . . . . . . .. . . . . . . . . . 
(synthesis 5.1 ( Performance Test: Writes a document the paragraphs in their outlined order . 

. . . . . . . . . . . . .. . . . . . . . . . 8 • Prepares special Portfolio: Title page is on the front. 

pages in document. Observation: Follows strategy for preparing title page and arranging pages. . . . . . . . . . . . . . . ... . . . . . . 
(synthesis 5.1 I Performance Test: Prepares title page and arranges pages in a document. 

. . . . . . .. .. . . .. . . . 9 • Judges document Portfolio: First draft shows marks and changes from self-questioning and self-checking strategies. . . . . .. 
with listed criteria. Observation: Follows strategy for finding errors and making revisions. 

. . . . .. . . . . . . ..... . . . . . . (evaluation 6.1 I Perfonnance Test: Uses criteria on Question and Check forms to find errors and make changes. 

. . . . . . . . . . . . . ..... . . . . . . All • Manages time and Portfolio: Envelope and forms display orderliness. 

order of spaces and Observation: Uses time for work; clears space for work; maintains forms and sources . . . . . .. . . . . . . . . . . . . . . . . . . 
materials . Perfonnance Test: Notes and uses time; clears spaces for work; maintains orderliness of materials. 

. . . . .. . . . . . . . . . . . . . . . .. 

. . . . . . . ... . . . .... . . . . . . 

. . . . . . . . . . . . . .... . . . . . . 

. . . . . . . . . . . . . .... . . . . . . 

. . . . .. • • • ♦ . . . .... . . . . . . 

. . . . .. . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . ... . . . . . . . 

. . . . . . . . . . . . . . . . . . .. . .. 

. . . . . . . . . . . . . ... . . . . . . . 

. . . . . . . . . . . . . . . . .. . . . . . . 

. . . . . . . . . . . . . . . . .... . . . 

. . . . .. . .. . . . . .... . . . . . . 
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;.;, .. :.;,:,:,:,::::::::::::::::::;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:;:; :;:::::::;:;:;:;:;:;:;:;:;:;:• 

• Level 2 • Learner 
Skills of the Process Grade __ _ School Year ____ _ 

Assessments 
Dates 

I I I I I I I I I I I 

10 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

Rubric Scores 

[Exf)<:riences 1-10] 

9 8 7 6 5 4 3 2 

. . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . ... .. . . . 

. . . . . . . . . . . ..... . . . 

. . . . . . . . . . . . . . . ... 

. . . . . . . . . . .. . . . . . . 

. . . . . . . . . . . . . . . . . . . 

. . . . . .. . . .. . .... . .. 

. . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . ..... . . . 

. . • • • ♦ • . . . . ..... . . . 

. . . . . . . . . . . ..... . . . 

. . ..... . . . . . .... . . . 

. . . . . . . . . . . .. ... . . . 

. . . . . . . . . . . . . . . . ... 

. . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . ..... . . . 

. . . . . . . . . . . . . .. . . 

1 

... 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 

. . . 
. .. 

lnstructor(s) _ _ ____ _ ___ ____ ___ ___ _ 

• The Thinking and VVriting Process • 

Steps Sk ills Assessment C>ptions 

1-2 • Recall skills with Portfolio: Bibliography forms display data about sources. 

reference tools . Observation: Acquires sources and locates information in them. 

[knowledge 1.2) Performance Test: Uses catalogues, indexes, and cross references to find information. 

3 • Recall ideas Portfolio: Note cards each display one specific fact in non-sentence form. 

from memory . Observation: Acquires sources and locates information in them. 

[knowledge 1.1 I Performance Test: Uses catalogues, indexes, and cross references to find information . 

3 •Interpret ideas Portfolio: Note cards each display one specific fact in non-sentence form. 

from text. Observation: Acquires sources and locates information in them. 

[comprehension 2 .1 I Performance Test: Uses catalogues, indexes, and cross references to find information. 

3a • Infer meanings Portfolio: Several notes show circled 3 's; some display chosen reasons . 

with reasons. Observation: Follows strategy for thinking of reasons among facts. 

[analysis 4.2) Performance Test: Asks questions to infer reasons; then writes some on cards. 

3b • Infer meanings with Portfolio: Some notes show circled 4 's; some display chosen comparisons and/or contrasts . 

likenesses/differences. Observation: Follows strategy for thinking of likenes~difference between facts and knowledge. 

[analysis 4.2) Performance Test: Asks questions to infer likeness5"differences; then writes some on cards. 

3c • Infer meanings with Portfolio: Several notes show planned sentence pattern numbers, upper-left. 

sentence structure. Observation: Follows strategy for planning sentence pattern variations. 

[analysis 4.2) Performance Test: Reads parts in varied order to choose and write a sentence pattern on card. 

3d •Infer meanings wilh Portfolio: Subject Synonyms form displays listed synonyms and some circled choices. 

subject synonyms. Observation: Follows strategy for thinking of subject synonyms. 

[analysis 4.2) Performance Test: Asks questions to think of synonyms for a subject. 

4 •Plan categories to Portfolio: Notes are crisscrossed in stacks with names or initials on Topic lines. 

form an outline. Observation: Follows strategy for sorting notes into stacks. 

[synthesis 5.11 Performance Test: Asks questions to sort notes and name stacks as they form. 

5 • Plan major topics Portfolio: Outline form shows topics in learner's own reasoning. 

in logical list. Observation: Follows strategy for arranging topics for a certain audience. 

[synthesis 5.1 I Performance Test: Explains reasons for arranging topics for a certain audience. 
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I I I I I I I I I I I 

10 

. . 

. . 

. . 

.. 

.. . 

. . 

. . 

. . 

... 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

... 

. . 

. . . 

. . 

Rubric Scores 

[Experiences 1-1 o] 
9 8 7 6 5 4 3 2 1 

. . .. . . . . . . . . . .. ... . .. 

. . .. . . . . . . . .... . . . . . . 

. . .. .... . . . .... . . . . . . 

. . . . . . . . . . . .... . . . . . . 

. . .. . ... . . . . . . . . . . . . . 

. . .. . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . .... . . . . . . . 

. . . . . . . .. . . . . . . . . . . . . . 

. . .. . . . . . . . .... . .. . .. 

. . . . . . . . . . . . . . . . . . ... 

. . . . . . . . . . ..... . . . . . . 

. . . . . . . . . . . .... . . . . . . 

. . . . . . . . . . ..... . . . . . . 

. . .. . . . . . . .. . . . . .. . . . 

. . . . . . . . . . ..... . . . . . . 

. . . . . . . . . . . . . . . . . . . . . 

. . .. . . . . . . . .... . . . . . . 

. . . . . . . . . . . . .... . .. . . . 

. . . . . . . . . . .. . . . .. . . . 

. . .. . . . . . . . . . . . . . . . .. 

-Side 2-
• Level 2 • 

• The Thinking and \.Nriting Process • 

Steps Skills Assessment C>ptions 

6 •Write a topic state- Portfolio: Outline fem, shows topic sentences, each with topic and the subject ( or referents). 

ment for each topic. ObseNation: Follows strategy for writing topic sentences. 

[synthesis 5.1) Performance Test: Writes topic sentences with subject and topic (or referents) in varied order . 

7 •Arrange notes in Portfolio: Noles and outline display numbers, listing "l" only once. 

logical order. ObseNation: Follows strategy for arranging and numbering notes. 

[synthesis 5.1] Performance Test: Forms long column of note-beneath-note, then numbers them. 

8 •Write in form lo Portfolio: Document has introductory, concluding paragraphs; transitions and topic sentences. 

audience for purpose. Observation: Follows strategy for writing a document from a planned outline and no1es. 

[synthesis 5.1) Performance Test: Writes a document with an introduction, topic sentences, and conclusion . 

9 • Prepares special Portfolio: Title page, outline, and bibliography are in order. 

pages in document. Observation: Follows stra1egy for preparing and arranging pages. 

[synthesis 5.1] Performance Test: Prepares and arranges pages in a document. 

10 • Judges document Portfolio: Fim drafi shows marks and changes from self-questioning and self-d,ecking strategies. 

with listed criteria. ObseNation: Follows strategy for finding errors and making revisions. 

[evaluation 6.1 I Performance Test: Uses criteria on Question and Check forms to find errors and make changes. 

10 • Judges document form, Portfolio: Document has introductory and concluding paragraphs; transitions and topic sentences. 

audience, and purpose. Observation: Follows strategy for writing a document from a planned outline and notes. 

[evaluation 6.2] Performance Test: Writes a ckx:ument with an introduction, topic sentences, and conclusmn . 

All •Manages time and Portfolio: Envelope and forms display orderliness. 

order of spaces and ObseNation: Uses lime for work; clears space for work; maintains forms and sources. 

materials . Performance Test: Notes and uses time; clear.; spaces for work; maintains orderliness of materials. 

All •Applies skills of Portfolio: - -
working wilh Observation: Offers and hears thinking through thought-processing and proofreading. 

others . Performance Test: - -

thea•thot Press• 206 Saratoga Lane North• Minneapolis, MN 55441 ©2001 

I 

::::::::;:=:-:=:: 

ii 
i' 
l l 



0 • 22 Level 3: Assessment Records - Skills of the Process 

• Level 3 • 
Skills of the Process 

Learner 
Grade School Year 

Assessments 
Dates 

I I I I I I I I I I I 

10 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

. . 

Rubric Scores 

[Experiences 1-10] 
9 8 7 6 5 4 3 2 1 

. . . . . . . . . . . .. .. . . . . . 

. . . . . . . . . . ... . . . . . .. 

. . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . ..... . . . . . . 

. . . . . . . . . . . . . . . . ... . . . 

. . . . . . .. . . . . . . . . . . .. 

. . .. .. . . . . . . . .. . . . .. 

. . .... . . . . . .. . . . . . . .. 

. . . . . . . . . . . . . . . . . . ... 

. . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . ... . . . . . .. 

. . . . . . . . . . . . . . . . . . .. 

. . .. .. . . . . . . . . . . . . .. 

. . . . . . . . . . . . . . . . . . ... 

. . . . . . . . ..... . . . . . . . . 

. . . . . . . . . . . . . . . . . . . . 

. . . . . . . . . . . . . .. . . . .. 

---- -------

lnstructor (s) ___________________ _ 

• The Think i ng and '\Nriting Process • 

Steps Ski 11s Assessment C>ptions 

1-2 • Recall skills with Portfolio: Bibliography forms display data about sources. 

reference tools. Observation: Acquires sources and locales information in them. 

(knowledge 1.2 I Performance Test: Uses catalogues. indexes, and cross references to find information. 

3 • Recall ideas Portfolio: Note cards each display one specific fact in non-sentence form . 

from memory. Observation: Acquires sources and locates information in them. 

[knowledge 1.1 J Performance Test: Uses catalogues, indexes, and cross references lo find information . 

3 • Interpret ideas Portfolio: Note cards each display one specific fact in non-sentence form. 

from text. Observation: Acquires sources and locates information in them. 

(comprehension 2.1 I Performance Test: Uses catalogues, indexes, and cross references to find information. 

3a •Translate meanings Portfolio: Some notes show circled S's; a few display planned examples. 

with examples. Observation: Follows steps for translating by thinking of examples. 

(comprehension 2.51 Performance Test: Asks questions lo infer lranslalions of meanings w11h examples. 

3b • Translate meanings Portfolio: Several noles show circled 6's; some display planned definitions. 

with definitions. Observation: Follows strategy for thinking of definitions for special lerms. 

(comprehension 2.SJ Performance Test: Asks questions lo selecl special terms, lhen writes common definitions. 

3c • Infer meanings Portfolio: Several noles show circled 3 's; some display chosen reasons . 

with reasons. Observation: Follows strategy for thinking of reasons among facts. 

Janalysis 4.21 Performance Test: Asks questions to infer reasons; then writes some on cards. 

3d •Infer meanings with Portfolio: Some notes show circled 4's; some display chosen comparisons and/or contrasts . 

likenesses/differences. Observation: Follows strategy for thinking of likeness/difference between facts and knowledge. 

(analysis 4.21 Performance Test: Asks questions to infer likenesses/differences; then writes some on cards. 

3e • Infer meanings with Portfolio: Several notes show planned sentence pattern numbers, upper-left. 

sentence structure. Observation: Follows strategy for planning sentence pallern variations. 

(analysis 4.21 Performance Test: Reads parts in varied order lo choose and write a sentence pallern on card. 

3f • Infer meanings with Portfolio: Subject Synonyms form displays listed synonyms and some circled choices. 

subject synonyms . Observation: Follows slralegy for thinking of subject synonyms. 

(analysis 4.21 Performance Test: Asks questions to think of synonyms for a subject. 
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Dates -Side 2-

I I I I I I I I I I I • Level 3 • 

Rubric Scores 
[Experiences 1-10] 

• The Thinking and \Nriting Process • 

10 9 8 7 6 5 4 3 2 1 Steps Ski 11s Assessment C>ptions 

4 • Plan categories to Portfolio: Notes are crisscrossed in stacks with names or initials on Topic lines. . . . . . . .. . . . . . . . . . . . . ... 
form an outline. Observation: Follows strategy for sorting notes into stacks. 

. . . . . . .. . . . . . . . . . . . . . . . [synthesis 5.11 Performance Test: Asks questions to sort notes and name stacks as they form . 

5 • Plan major topics Portfolio: Outline form shows topics in learner's own reasoning. . . . . . . . . . . . . . . .. . . . . . . . 
in logical list. Observation: Follows strategy for arranging topics for a certain audience. 

. . . . . . . . . . . . . . . . . . . . . . . !synthesis 5.1 I Performance Test: Explains reasons for arranging topics for a certain audience . 

6 •Write an introductory Portfolio: Paragraph shows subject in first sentence and oroered topics in remaining sentences. . . . . . . . . . . . . . . ... . . . . . . 
paragraph. Observation: Follows strategy for writing an introductory paragraph. 

. . . . . . . . . . . . .. . . . . . . . . . !synthesis 5.1 I Performance Test: Writes paragraph to introduce the subject and order of topics on outline. 

7 •Write a topic slate- Portfolio: Outline fonn shows topic sentences, each with topic and the subject ( or referents). . . . . . . . . . . . . . . . . . . ... . . . 
ment for each topic. Observation: Follows strategy for writing topic sentences. 

. . . . . . ... . . . . . .... . . . . . . [synthesis 5.1 I Performance Test: Writes topic sentences with subject and topic (or referents) in varied order. 

8 • Plan subcategories Portfolio: Notes are in substacks and have either names or initials on Subtopic lines . . . . . . . . . . . . . . . . . . . . . . . . 
to complete outline. Observation: Follows strategy for sorting notes into substacks. 

. . . . . . . . . . . . ..... . . . . . . [synthesis 5.1 I Performance Test: Asks questions to sort notes and name substacks as they form. 

9 •Arrange notes in Portfolio: Notes and outline display numbers, listing ' 1' only once. . . . . . . . . . . . . . . . . . . . . ... 
logical order. Observation: Follows strategy for arranging and numbering notes. 

. . . . . . .... . . . .... . . . . . . !synthesis 5.1 I Performance Test: Forms long column of note-beneath-note, then numbers them. 

10 •Write in form to Portfolio: Document has introductory, concluding paragraphs; transitions and topic sentences. . . . . . . . . . . . . ..... . . . . . . 
audience for purpose. Observation: Follows strategy for writing a document from a planned outline and notes. 

. . . . . . . . . . . . ..... . . . . . . [synthesis 5.1 I Performance Test: Writes a document with an introduction, topic sentences, and concluSlon. 

11 • Prepares special Portfolio: Title page, outline, and bibliography are in order. . . . . . . . . . . .. . . . .. . . . . . . 
pages in document. Observation: Follows strategy for preparing and arranging pages. 

. . . . . . . . . . . . ..... . . . . . . [synthesis 5.1 I Performance Test: Prepares and arranges pages in a document. 

12 •Judges document Portfolio: First draft shows marks and changes from self-questioning and self-check,ng strategies. 
. . . . . . . . . . . . .. . . . . . . . . . with listed criteria . Observation: Follows strategy for finding errors and making revisions. 

. . . . . . . . . . . . . ..... . .. . .. [evaluation 6.1 I Performance Test: Uses criteria on Question and Check forms to find errors and make changes. 

12 • Judges document form, Portfolio: Document has introductory and concluding paragraphs; transitions and topic sentences. 
. . . . . . . . . . . . . . . ..... . . . 

audience, and purpose. Observation: Follows strategy for writing a document from a planned outline and notes. 

. . . . . . . . . . . . ..... . . . . . . [evaluation 6.2) Performance Test: Writes a document with an introduction, topic sentences, and conclusion. 
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• Reading Writer's Guides• Learner _______________ _ 

Assessments Grade --- School Year -- --- -

lnstructor (s) _ _______ ____________________ __ _ 

Basic Instructions Specific Instructions 
Reading Skills Dates Dates 

Graphic Interpretation 
Bold and Ita li c Ty pe 

• read s to fol low 
• exp lains reaso n for type 

H ead in gs and Subheadings 
• reads rel ated headings 

Letters and Numbers 

• exp lains outlining order 

Margins 
•e xplai ns indentions 

Columns 
• follows order of col umns 

Bul let Sym bols 
• exp lai ns purpose of bullets 

,,,--.._ 

Il lustrations 
•r eads and explains 
• reads and matches to print 

Verbal (Print) Interpretation 
Printed Instructions 

• reads and explains 
• reads and follows 

Head in gs and Subh eadings 
•r eads and predicts 
•r eads and fol lows 

Print ed Directions 
• reads and explains 
• read s and follows 

Captions 
•r eads and matches i llus trations 
•r eads and follows 

Video Interpretation 
Demonstrated Instructions Rubric 

• views and explains •1 = not yet, should work on _ _ ?_ . 

• views and follows •2 = somewhat consistent, should improve_? _ . 
•3 = consistent, will continue to apply. 

Printed Frames 
•re ads and exp lains 
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Levels 2 and 3: Spelling Connections - Linking Spelling Demons to Memory 0 • 25 

• Spelling Demons• Learner 
Grade --- School Year ----l nstr u ctor(s) __ __ ________ _ _________________ _ 

Spelling Connections 
Common Spelling Demons in Sen tences w ith Clues 

These are some wo rds that hu ndreds of write rs have m isspelled . Help yourself to "fix" you own spelling 
demons by learning a clue to thei r spellings. Perhaps the clues in these sentences will help you, or 
perhaps you will make your own connections to spellings. Find one or two spelling demons in each of 
your documents, an d con nect each demon to a clue. Write clues in the back of your journal, and often 
practice them with a fr iend. 

a lot A LITTLE leads to A LOT. mosquitoes MosQUIToes never QUIT biting. 

accept ACcept is an ACtion. niece My Niece is Nice. 

ache The E at the end of achE makes a long A. o'clock O'clock means On the Clock. 

adult U will become an adUlt. our OUR and yOUR are cousins. 

affect The A in Affect means an Action. parallel Parallel is 2 then 1 L. 

arctic The ARC at the top of earth makes an ARCtic place. prairie The AIR on the prAIRie is fresh. 

believe Never beLIEve a LIE. prey Animals Eat prEy. 

breathe HE could breatHE. principal The princiPAL is a PAL. 

built U and I bUllt that bUllding. recommend I recoMMend M&M's. 

camouflage CamOUflage the OUtside. sigh The G in siGh gets in the way of the h. 

capital CapitAI letters are Abe. CapitAI cities are Active. sign The G in siGn gets in the way of the n. 

capitol The capitOI has a dOme. CapitOI is money. ski I like to ski. 

choose ChOOse an extra O so you won't have a long 0. spaghetti HE loves spagHEtti. 

chose ChOse has a long O because it has Only one. spatial A "T" is in the middle of spaTial. 

climb ClimB a Branch. stationary StationAry stAys in plAce. 

collect Collect an extra L. stationery StationEry sEnds a I Etter. 

color We love to see cOIC,r. subtle The B in suBtle is suBtle. 

consistent The TENT stood consisTENTly. than ThAn compAres. 

desert The desert was deSerted by an S. then Th En tells whEn. 

dessert Strawberry Shortcake gives deSSert an extra S. there HERE and !HERE tell wHERE. 

does Does and goes are cousins of the "es" family. they HE is part of tHEm and tHEy. 

fight When "ight" follows a consonant, it sounds right. they're They + are = they' re. 

fourteen Four+ teen (ten) + four•teen. threw Few threw the ball. 

friend I was a friEND to the END. through ThROUGH the ROUGH times. 

government Govern + ment makes government. throw Th ROW a ROW of darts. 

hear You hEAR with your EAR. ticklish Tickle the ticklish. 

hoping Hoping has a long O and only one P. too An extra "O" means extra and also. 

hopping Hopping hops with a short 0. ugly That bUG is UGiy. 

hour The H in Hour Holds the clock. useful Helpful and useful are wonderful cousins. 

huge The E in HUGE prevents a HUG. vary ChAnge Around and vAry with vAriety. 

island An ISiand IS land in the middle of water. wear Some wEAR EARrings. 

it's Substitute an I with ' to join IT IS. weigh It can wEIGH EIGHt pounds. 

its Its is cousin to hers, his, theirs, yours, and ours. were "RE" makes aRE and weRE cousins. 

meant I MEAN! what I MEAN. which WHo and WHich are cousins. 

meat We EAT mEAT. witch The wlTCH had an ITCH. 

medicine This medlClne is ICI. 
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Four Components That Make Effective Learn i ng H appen 

- Dr. M a deline Hunter's Elements of Instruction -

Dr. Madeli ne Hunter. Dr. Madeline Hunter left us 
gifts for teac h ing learners. Thro ugh her research 
she proved the causes of effective learning . For 
years she led a team of educators through arduous 
tasks of examining the conditio ns, plans , and be
haviors that efficient ly cause learners to learn. As 
a clinica l psychologist , applying her expertise to 
education, she proved truths about learners and 
learning. Before her research, these truths had been 
educators' assumptions or hunches . Dr. Hunter 
organized these significant truths into four parts ; 
she named them, "The Elements of Instruction ." 
Today her proven elements are an umbrella of all 
that goes into learning. 

Elements of Instruction. With the Elements of In
struction, today's educators can professionally 
make knowledgeable judgments on what to use, 
what to do, how to do , and how to observe. With 
D r. Hunter's discovered truths, educators make de
cisions based on proven truths that they "know ," 
rather than personal backgrounds that make them 
"think," "assume ," or "feel." Dr . Hunter's umbrella 
of truths has four parts which she named "The Ele
ments of Instruction ." These elements give educa
tors a common perspective and a consistent vo
cabulary about learning. They serve teams of in
stru ctors who share plans and observations; they 
serve supervisors who observe instructors in ac
tion with learners. 

Effective educators design , deliver , observe, reflect, 
and revise . Effective educators focus on the learner 
and on efficient ways of causing learning. Effec 
ti ve ed uc ators make themselves even more effec
tive when they apply scientifically prov en truths 
to teaching and learning. Effective educators find 

these truths throughout Dr. Hunter's four Elements 
of Instruction. What she gave us is not new. She 
made no inventions in teaching. She simply proved 
and highli ghted what works, and she put all that 
works into one big, organized co llection . 

These four Elements of Instruction include all th at 
goes into teac hing and learning. Two focus on the 
instructor: 1. Teacher Responsibilities and 2. 
Teac her Behavior; two focus on the learner: 3. Prin
c iples of Learning and 4. Lesson Design. Each el-

ement breaks into categories, each other . 

The Elements of Instruction throu ghout Chap
ters 1, 2, and 3 . I have woven ind icators of Dr. 
Hunter's Elements into lessons of each step. 

Thro ughout Chapters 1-3 each Teach section 
leads instructors through a model of how to 
teac h its step . Each Teach sect ion prov ides a 
script for instructors to read , to practice, to 
imitate, and/or to follow. Each Teach section 
displays many examples of Dr. Hunter's four 
elements. "Lesson Design " steps are labeled 
above paragraphs. "Teacher Behavior " and 
"Principles of Learning" are labeled below para
graphs . "Teacher Responsibilities , " are implied 
throughout preparations and scripts. Only 
some examples are labeled. You m ight use the 
following tables to find more . They show you 
how Elements of Instruction weave into lessons. 

I first listed Dr. Hunter's Elements on four of 
the following pages. Then I made a fifth i nd ex 
page. That give maps of Dr. Hunter 's Eleme nts. 
As I planned the Teach sections of Chapters 1, 
2, and 3, I fol lowed her Lesson Design and ac
cented my plans with her Principles of Learn
ing. My maps helped me to see the pattern 
and understand where I was when I was work 

ing among their parts. They helped me so much 
that I have included them for you on the fol
lowing five pages . 

As I planned these lesso ns, I was repeatedly 
reminded of Dr. Hunter 's words , "Follow the 
order of the Lesson Design , but if a step is not 
needed, skip it." So, if learne rs rush into the 
room begging for a lesson on the skill of ask
ing , "For what reason," skip the An ticipator y Set. 

Their minds are ready to learn. 

Dr. Madeline Hunte r, deceased 1 994 , I ives be 
ca use of her legacies. She and her te am ac
co mplished invaluable feats thro ugh the ir work 

with the lab school of UC LA 's Graduate School 
of Education. Dr. Hunter 's achievements are 
gifts to us . She has given us what must not be 
lost , not forgotten, but activated to maintain the 
"PRO" in our profess ion. 
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Dr. Madeline Hunter 1s Elements of Instruction• Tabtebr_ Thea Holtan• ©2001 

1 - Teacher Responsibilities 
w ith In struction (Table 2) 

Planning 

Content 

Materials 
(knowledge 
and use of 
resources) 

• long range 

• short range 

•scope and sequence 

•skills and knowledge 

• learner outcomes 

•varied 

• resourceful 

•long range 

• familiar 

Classroom •varied 

Management •meets classes' needs 

•neutral climate 

•balanced activities 

•daily responsibility areas 

Human 
Relations 

•wi th students 

•with parents 

•with staff 

Growth and • Understand student 

Development development. 

of Self • Develop teaching skills. 

• Project healthy 

self-concept. 

2 - Teacher Behaviors 
in Ins tr uction (Tab le 3) 

Teach 
to the 
Objective. 

Teach to 
Correct 
Levels 
of 
Difficulty. 

Monitor 
and 
Adjust. 

Teach with 
Lesson 
Designs 
to the 
Principles 
of Learning. 

•Content 
•Student Behavior 
• Relevant Actions 
-relevant information 
-relevant questions 
-relevant activities 
-relevant responses to 
learners' efforts 

•Diagnose w/ Bloom's Taxonomy. 
1. Knowledge 
2. Comprehension 
3. Application 
4. Analysis 
5. Synthesis 
6. Evaluation 

•Diagnose w/Task Analysis. 
1. Identify essential information. 
2. Sequence information. 
3. Use appropriate language. 

• Individualize. 

•Elicit overt response. 
• Check the response. 
• Interpret the response. 
•Adjust the teaching: 
1. reteach. 3. practice. 
2. move on. 4. abandon. 

• Lesson Designs 
•Varied Timing 
• Teaching Styles 
•Principles of Learning 

:::a , .. i ·:·:1::,1:< • =< ·'::::,,, ... ::: .. ;a ::::::!:!:!:!: 

3 - Principles of Learning 
throughout Instruction (Table 4) 

Motivation •l evel of concern 

Reinforce
ment 

Rate and 
Degree 

•feeling tone 
• interest 
•knowledge of results 
•success 
• reward {intrinsic and extrinsic) 

• positive reinforcement 
•extinction {no reinforcement) 
• negative reinforcement 
•scheduled reinforcement 

•meaning 
•active participation 
•degree of original guidance 
• hemisphericity 
• knowledge of resu Its 
• level of aspiration 
•modeling {intent) 
•observational learning 
•practice schedule 
•sequence, length, 
relationship, position 

•set to learn 
•positive reinforcement 
•transfer 
•vividness 

Retention •meaning 
•degree of original learning 
•feeling tone 
•practice schedule 
• transfer 

Transfer •similarity 
•association 
•degree of original learning 
•critical attributes 
•applied thinking 
•built into instruction 

4 - Lesson Design 
for Instruction (Tab le 5) 

Readiness 
1. Anticipatory Set 

2. Objective 

{the purpose or goal) 

Information 
3. Input 

4. Modeling 

{showing examples) 

Assessment 
5. Checking for Understanding 

6. Guided Practice 

7. Independent Practice 

The Lesson Design lists seven stages of ef

fective performance learning. Depending on 

the status of learners, ii can be used in part, 

in full, or stretched through a period of two 

or more sessions. Example 1: If students ask 

lo learn something, an 'anticipatory set' is not 

necessary. Example 2: You might present the 

"anticipatory set,' 'objective,' and ' input" on 

one day; then present the remaining four steps 

on following day or days. 
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Or. Madeline Hunter's Element 7: Teacher Responsibilities • Table by Thea Holtan• ©2001 

Planning · 

• long-range plans 

•short-range plans 

Content 

• scope and sequence 
-total scope of skills and 
knowledge 

-sequential arrangement of 
skills and knowledge 

• skills and knowledge 
-acquiring basic skills 
-applying basic skills to 
knowledge 

• learner outcomes 
-applying basic skills to 
knowledge (the basis of 
"authentic assessment") 

Materials 
[kn ow ledge and 

use of resources] 

•varied 

• resourceful 

•long range 

•familiar 

Classroom 
Management 

•varied, based on group 

•classes' needs 
-Use a huge repertoire of 
cognitive teaching skills. 
-Use many motivational 
techniques. 

• neutral climate 
-Discourage socializa
tion and free movement. 
-Encourage exploration 
of ideas and concepts. 

• balance of activities 
-controlled by teacher 
-self-directed by student 
-cooperatively directed 
by students 

•daily responsibility areas 
-instructing 
-assessing 
-communicating 
-care takin 

) 

I 
Growth and 

Human Relations Development of Self 

•with students • Understand student development. 
-Establish performance ex- -Analyze your own lessons. 

pectations and standards. -Spontaneously utilize the 

-Expect positive outcomes. Principles of Learning. 

-Believe students will sue- -Perceive teaching in terms 

ceed. 
of cause/effect relationships. 

-Give challenging work with 
-Match teaching strategies 
to groups, based on grade 

successes to stretch and ap- level, learning task, and 
ply the ski I ls of the sue- socioeconomic status. 
cesses. -Match teaching strategies to 

-Reward them extrinsically learning styles. 
to build intrinsic rewards. 
(See Table 4: Principles, Re- • Develop teaching skills. 
enforcement- Positive) -Improve teaching in own style. 
,Use social rewards often -Strengthen effectiveness. 
(sincere statements). -Gather observation assess-

,Use privilege rewards ments to evaluate perfor-
sometimes ("get to do's"). mance. 

,Use concrete token rewards -Gather student survey 

occasionally (things). assessments to evaluate 
performance. 

-Critique through conferences. 
• with parents -Improve with inservice 

education. 

•with staff 
-Apply appropriate strategies 
to students under specific 
circumstances (key factor). 

• Project a healthy self-concept. 
-leads to healthy attitudes 
toward school 

-produces better self-concepts 
among students 

) 

0 

• 
N 
00 

m 
Cl) 

3 
Cl) 

~ 

::i::: 
C 
::, -Cl) .. 
I 

~ 
"' n 
:::r 
~ 
;;,o 
Cl) 
V, 

-0 
0 
::::, 
V, 

0-

;:;: 

if 



) ) ) 

The Thinking and Writing Process by thea ho/tan th© 2001 thea • that Press • 206 Saratoga Lane North • Minneapolis, MN 55441 

Dr. Madeline Hunter's Element 2: Teacher Behaviors• Table by Thea Holtan• ©2001 

Teach to the Objective 

{ •Content 
.,., Focus constantly on the skill that you want 

students to learn by the end of the lesson. 

• Student Behavior 
Observe what students do and say through 
your lesson as they are learning the skill. 

• Relevant Teacher Actions 
1) Provide relevant information. 

m 2) Ask relevant questions. ro 3) Assign relevant activities. 
3 4) Give relevant responses to learners' efforts. 
ro 5) Dignify learners' erroneous responses. 
:::l 
r-t-

N 

• 
-Weave rour plan tightly to focus directly on 
the skil being learned. 

,Stick to the plan to spare students any distrac-
~ tions from what they are learning how to do. 
OJ -Avoid meaningless digressions (birdwalking) 
n and disjointed information (unrelated bits of 
~ knowledge) . 
--. -Avoid disordered lessons (not sequenced from 
o::, simple to complex). 

~ -Clarify to yourself the level of difficulty to 
OJ which you will be teaching. 
< -Plan with a focus on the correct level of diffi-o· culty and stick to your plan, unless monitor-
~ id] the performances shows you that you must 

I a just your delivery. 

.....J Example: 
i:-, Students have already performed their "For 
~ what reason?" question on a set of notes from 
)11111(1111 a social studies unit. They then demonstrated 
".,J understandings of how to think of reasons. At 
- this time you want them to apply their skill to 
(D information that they heard from a news fea-

ture and/or a lyceum speaker. 

~ 

::- ,.:::::::1::::::,•::::1:::. 

Teach to the Correct 

Levels of Difficulty 

• Diagnose performance with Bloom's Taxonomy. 
1. Knowledge: find, recognize, recall info'. 
2. Comprehension: say in own words; give 

examples; see relationships among ideas. 
3. Application: use skills in new situations. 
4. Analysis: break into parts; compare and 

contrast the parts; consciously reason. 
5. Synthesis: make new whole; create. 
6. Evaluation: support conclusions of a posi-

tion on a "no right or wrong" issue . 

Observe what each student does and says 
while learning the skill of the lesson. 

If the skill is being introduced to students, 
plan the lesson at tlieir knowledge of the skill. 
As they learn and develop the skill ("Moni
tor"), they will be able to apply it to knowl
edge at higher levels of thinking. Be ready to 
"Aajust." (See column, right, #4) 

• Diagnose performance with task analysis. 
1 . Identify the essential information of the task. 
2. From simple to complex. sequence the es

sential information of the task . 
3. Use language appropriate to the student. 

• Individualize. 
Have a clear idea of what you're expecting 
from each student. Always be alert, ready to 
make split-second decisions based on feed
back and observations of each performance, 
"Monitor". Be ready to "Adjust." (See column, 
right, #4) 

Watch skill learning; question yourself: 
• "Shal I I move on to the next step?" 
."Do the students know it with certainty?" 
."Do they know it, but without certainty?" 
• "Shall I give more examples?" 
."Shall I 6reak it down to finer steps?" 
."Do they not know it?" 
,"Is this an instance when I should drop it 
and at another time come back to it?" 

Monitor and Adjust 

the Teaching of the Skill 

[Aiming at a target and knowing if you hit it.) 
1. Elicit overt responsive behaviors. 

While assessing these responses, determine 
the Correct Level of Difficu I~ 
(See column, left, Bloom) 

2. Check the responsive behaviors. 
,On or off task? ,Listening? ,Wandering? 

3. Interpret the responsive behaviors. 
,No problem? Problem with the task? 
,Problem with the teaching? 

Consider the following possibilities: 
(see Principles of Learning, Table 4) 
,Perhaps Motivational techniques are needed. 
You might raise the level of concern with 
temporary stress. (Alter the feeling tone of 
the room from pleasant to unpleasant, then 
back to pleasant again.) 

,Perhaps positive or negative Reinforcement 
techniques would strengthen the lesson. 

(See Lesson Design, Table 5) 
-Perhaps more Modeling would clarify (cor
rectly demonstrating the skills). 

,Perhaps again Check for Understanding. 

,Now you might initiate Guided Practice. 

,Perhaps Independent Practice is fitting. 

,Always Individualize (see column, left), 
keeping everyone functioning in the class
room. 

4. Ad/'ust the teaching. Use appropriate Prin
e f es or Lesson Design steP,S to fit the need 
o arning the lesson's skrll. 

(See Tables 4 and 5) 
1 . Reteach differently. 
2. Move on, continuing the lesson. 
3. Practice, altering the task. 
4. Abandon, to return at another time. 

:::=:::1::a :::::::::: 'r& J::::::::::::::111 :=::t::: 

Teach with L~n Design Steps 

and The Principles of Learning 

Lesson Design (See Table 5) 

• Seven Steps of Lesson Design 
1. Anticipatory Set 
2. Objective 
3. Input 
4. Modeling 
5. Checking for Understanding 
6. Guided Practice 
7. Independent Practice 

• Teac~ing Styles: The seven Lesson Design 
steps list the process for effective teaching of 
skil ls. They are intended to strengthen teach
ing skills in whatever style each teacher may 
use. 

•Varied Timing: To teach a skill, the seven Les
son Design steps could all take place on the 
same day. However, they might take place 
for several days. Also, all seven of the steps 
will not always be needed for teaching each 
and every skill. (e.g.: If students are excited 
about learning how to do something, they will 
not need an anticipatory set.) 

Principles of Learning (See Table 4) 
Let the five Principles of Learning be your 
guide. These principles provide you with 
proven teaching options. Based on students' 
skill learning, these Principles and the Les
son Design steps steer you toward effective 
Teacher Behaviors. 

•Five Principles of Learning 
1 . Motivation 
2. Reinforcement 
3. Rate and Degree 
4. Retention 
5. Transfer 
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Dr. Madeline Hunter's Element 3: Principles of Learning• Table by Thea Holtan• ©2001 

Motivation Reinforcement 

• level of concern [Action taken to strengthen 
-too high, too low, appropriate or weaken a behavior.] 
-lower, raise, maintain •extinction 
-some (focus), none (no motiva- -no reinforcement 

lion), too much (distracts) 
• positive reinforcement 

•feeling tone [perceived environment] -adds to behavior 
-expressed in facial and body language -strengthens the response 
-pleasant tone = motivation that it follows 
-unpleasant tone = focus -accomplished first with 
-neutral tone = no effect social rewards (sincere 
-use pleasant tone; use unpleasant tone statements as often as 
to focus; then again use pleasant tone possible); next with 

privilege rewards (favored 
•interest [attracts, stimulates, involves) activities); last with con-

-life-related meaningfulness create rewards (tokens, 
-active participation; active forecasting tangible items). 
-vivid, novel, different holds interest 

• negative reinforcement 
e.g.: examples, role playing, stories, 

-taken away 
humor, sharing varied results -accompanied by clari-

•knowledge of results fication of the correct 
[defines, cautions, predicts, assures] behavior 

-dignifies an erroneous -specific and immediate 
-models, demonstrations first of right response 

way, then of wrong way to do a task •scheduled reinforcement 
-affirm results: feed appraisals back -scheduled regularly for 
with exclamations, approvals, praises, establishing a new behavior 
and compliments -scheduled intermittently 

•success for strengthening a 

-level of difficulty: appropriate previously learned 
behavior -orientation: where, when, time to do 

-feedback: tells learners of successes 
-correction: upper achievers need 
75% success focus; others need 99% 

• reward (intrinsic - extrinsic) 
relation of activity to goal 

) 

Rate and Degree 

•meaning 
-(See Principle, Retention) 

•active participation 
(See: Principle, Motivation, Interest) 
-consistent involvement on the task 
-covert (not observable) "think about" 
-overt (observable) "list, show, share" 
-participation from covert to overt 

•degree of original guidance 
-(See Lesson Design, Guided Practice) 

• hemisphericity 
-engages 2 hemispheres of the brain 

• knowledge of results 
-(See Principle, Motivation) 

• level of aspiration: self-motivated 

• modeling (intent) 
-(See Lesson Design, Modeling) 

•observational learning (witnessing) 

•practice schedule 
-(See Principle, Reinforcement) 

• sequence, length, relationship, 
position (of the skill being learned) 

•mind set to learn 
-(See Lesson Design, Anticipatory Set) 

•positive reinforcement 
-(See Principle, Reinforcement) 

• transfer 
-(See Principle, Transfer) 

•vividness 
-(See Principle, Interest) 

\ 
) 

Retention Transfer 

•meaning: • similarity: 
-relationship of new -Ii kenesses between factors 

learning to student's past • association: 
experiences -connection across ti me 

•degree of original learning: •degree of original learning: 
-affected by rate -affected bli rate and 
and degree of learning degree of earning 
-(See Principle, -(See Principle, 

Rate and Degree) Rate and Degree) 

•feeling tone: • critical attributes: 
-special factors -affected by feeling tone 

-(See Principle, •applied thinking: 
Motivation) -stretches thinking 

•practice schedule • built into instruction: 
-(See Principle, -increases frequency 

Reinforcement) 

•transfer: 
-shown in ability to transfer 
-(See Principle, Transfer) 
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Readiness 

{ 1. Anticipatory Set: focuses students' attention on the lesson. 

J Effects: [increases principles of motivation and relen
t lion (See Table 4) and makes efficient use of class time 
J [management]. (See Table 2) 

{ Descriptors: -usually brief 
{ -can be motivational 
f -can be a review 
•.· -can be a quick assessment of 
,:::: behavior, skill, or knowledge 
\ Examples: 
\ a. Write on the board before students enter the room: 
:/ "Choose three of your notes and be ready to 

share them aloud in class." [raises level of con
cern (See Table 4); increases state of readiness 
(anticipatory set)] 

Have students pick up handouts as they enter: 
"While I am taking role, read your notes. 
Be ready to share five of them aloud." 
[increases state of readiness (anticipatory set)] 

2. Objective (purpose or goal): gives sense of direction. 

( Effects: gives students what they will learn and why it is 
( important or relevant to them. [accelerates rate of learn
\ ing (See Table 4)[ 

~ Descriptors: -directs teacher and students to same goal 
-stated at the beginning 

I -stated in clear terms 
.....J Examples: 
~ a. (from "a" above) Tell learners, "Our goal for today 
,- is to think of reasons that connect some of your 0- notes to one another." -rD 
~ 

b. (from "b" above) Tell learners, "Today you will 
stretch your understandings of your notes. You will 
question yourself, think, and connect some notes 
to reasons." 

Information 

3. Input: provides key information and/or structures the en
vironment needed for the objective. 

Effect: gives students appropriate instructions for the goal. 

Descriptors: -follows Anticipatory Set's assessment 
-uses lecture, discussion, demonstration 
-can use materials (book, video, chart, etc.) 
-organize, present in simplest manner 
-presented in simple-to-complex sequence 
-next, model what the information or process is 
-clarifies critical points for performing the skill 
-meaningful tasks ease learning 
-bridges knowledge and practice of the skill 
-esta61ishes relationship between new and 
previous information 

Example: 
"You are now ready to think about possible reasons for some 
notes. Begin with your top note card. First read the note 
aloud, then add the question, "For what reason?" Think about 
the question, and try to answer it. If you cannot think of a 
reason, go on the next card; however if you can think of a 
reason, simply circle the 3 on the note card. Later, you will 
choose some of the reasons and write them on their cards. 
They will be ready for you when you write your document." 

4. Modeling: shows students what they are expected to do. 

Effect: gives students a demonstration or a model of how to 
do what has been given as input toward the goal. 

Descriptors: -example is a form of modeling, give several 
-shows a replica of the skill 
-stresses key points, critical focuses or cues for 
successfu I performance 

-must be done correctly the first time 
-makes vivid impact on student 
-achieves more with several models 

Example: 
Assuring students that volunteers will only ask, not answer, a 
question, the instructor asks volunteers to read a note aloud, 
and add, "For what reason?" The group share answers. 

:: ! :a, :•1:•:1•;;;::,:;;::;;;1:;;:;:1::::• •••··:::•,•:1:•••::::::::::::::::•••:•:ia :•••• 1•111:::•••••:1•:: .... ... . 

Assessment 

5. Checking for Understanding: provides feedback from stu
dents, indicating levels of understanding; prevents teach
ers from commencing when students are lost or uncertain. 

Effect: catches incomplete communication of the lesson. 

Descriptors: -signaled response 
-clioral response 
-personal response 

Example using a note on a transparency: 
Tell the group, "All together, aloud, read the parts on this 
card to make a question that asks for reasons." 

6. Guided Practice: provides monitored practice with the 
teacher present to give immediate feedback. 

Effects: reinforces new learning and catches errors early. 

Descriptors: -first practice is best when accurate as possible 
-specific feedback of correct and incorrect skills 
-prevents learning of incorrect motor patterns 
-"mass" for new skill, several short times, close 
-"mass" for correct answers and good thinking 
-"distributive" for familiar, timed apart 
-"distributive" for speed, fluency, automation 
-intensity, lightened with interspersing activity 

Example: 
Tell everyone to read notes with the question for reasons and 
to circle the 3 on note cards that have reasons. After finding 
three notes with circled 3 's, they should raise their hands. 

7. Independent Practice: provides students the opportunity 
to apply the learned skill without being monitored. 

Effects: allows for application of new learning without major 
errors, discomfort, or confusion. 

Descriptors: -homework or written test 
-independent assignment 
-use of skill for otner applications 

Example: 
After having asked reasons of each note from their social stud
ies text, students apply this skill by first writin~ notes from a 
science unit, then processing them with the 'For what rea
son?" question and a circle around the answered 3's. 
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Taxonom y of Cognitive (Thinking ) Skills 

- Dr. Benjamin Bloom's Taxonomy of Cognitive Skills -

Dr . Benjamin Bloom . The name "B loom" is known 
in all fields of profes sio nal educat ion. Dr . Ben
jamin Bloom focused on learners' thinking perfor 
mances. H e listed them in graduating degrees of 
complexity; he estab lished and named six gradu
ating categories of thinking. In 1956, he published 
his list in a taxonomy of think ing ski ll s which is 
now known as "Bloom's Taxonomy of the Cogni 
tive Domain." He shared discoveries of how to 
challenge and inspire thi nk ing pro cesses for learn
ers. His taxonomy of thinking actions has tran
scended through the years, as a strong resource for 
the planning edu cator. 

Effects of Bloom on other taxonomies. His focus 
on the learner's cognitive domain invited studies 
of the other domains . For the next twenty-five years 
taxonomies of other domains have been explored 
and produced. Taxonomies have been produced 
for the affective domain , the psychomotor domain , 
the moral development domain , and even the ex
perie ntial domain. 

r Taxonomy of Cognitive Skills l 
1 .0 Knowledge 
2.0 Comprehension 
3 .0 Applica tion 

4.0 Anal ysis 

5.0 Synthesis 
6.0 Evaluation _J 

Bloom's Taxonomy throughout Chapters 1, 2, and 
3. In each "Account for Learned Skills" section of 
Chapters 1, 2 , and 3 the "Intellectual Arts" skills 
are listed by Dr . Bloom. Each "Communication 

Arts" skill is prefaced by an abbreviation of one 
of his six lev els of thinking: 1 .0 Knowledge , 2.0 
Wll!l!lrehension , 3 .0 A.pp_lication , 4.0 Analysis, 
5.0 .s.xnthesis , and 6.0 ml.uation . Communi
cat ion Arts ski l ls are c ros s referenced with 
Bloom on Tables 1 - 11 of pages O• 1 8-47. 

Bloom's Taxonomy on Tables 1-11 . Tables 
and 2 (pages 0 • 18-19 ) d isplay this Process' 
skills as they are arranged by Dr. Bloom 's six 
cognitive (thinking) levels. Thes e tables show 
decimal numbers for placing skills on his "1 -
to - 6+" scale . These tables clearly illustrate 
the high levels of thinking that learners perfo rm 
by simpl y following this Thinking and Writing 

Process . 

Dr . Bloom's six cognitive levels are also illus
trated on Tables 3-11 , columns 1 and 2 . They 
identify the thinking levels of each step of this 
process. The Language Arts Skills fo ll ow the 
numerical order of the process ' steps ; the y are 
supported with options for assessin g them . All 
of these are displayed with a th inking level and 
a thinking skill from Dr. Bloom's "Taxonomy of 
Cognitive Skills." 

Bloom 's Taxonomy Ordering Tables 3- 11. 
Tables 3-11 display skills in seven stages of 
development. The seventh stage focuses on the 
social domain. However , the first six stages 
focus on the development as cited by Dr . 
Bloom. 1. Learning, 2 . Performin g, 3. Apply
ing, 4. Transferring , 5 . and 6. Perform in g and 
App ly in g. (See also pages 0 • 7 7- 7 7) 

for the skills of thinking (a) at all levels , (b) 
with all applications, and (c) to all complexi
ties. D r. Benjamin Bloom has given us a foun
dation with which we can be accountable to 
learners . 
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- Examples of Skills in Bloom's Taxonomy -

Bloom's Taxonomy Examples 

• Remembering previously learned strategies• 
1.00 Knowledge 
1 .1 0 Knowledge of Specifics 
1.11 Knowledge ofTerminology 
1 .12 Knowledge of Specific Facts 
1.20 Knowledge of Ways of D ealing with Specifics 
1 .21 Knowledge of Conventions 
1 .22 Knowledge of Sequ ences, Trends 
1 .23 Knowledge of Classification and Categories 
1 .24 Knowledge of Cr iteria 
1 .25 Knowledge of Methodology 

Knows terms and referents. 
Knows specific facts. 
Knows steps to take. 
Knows rules , symbols , and tools. 
Knows actions, influences, trends. 
Knows organization and divis ions. 
Knows criteria and qualifiers . 
Knows methods , procedures , treatments. 

Steps 

Notes 
Notes 
Process 
Ref. Skills 
Notes 
Ref. Skills 
Notes 
Notes 

1 .30 Knowledge of Universals and Abstractions in a Field 
1.31 Knowledge of Principles and Generalizations 
1 .32 Knowledge of Theor ies and Structures 

Knows laws, fundamentals , imp lications . Notes 

• Grasping the meaning of material • 
2.00 Comprehension 
2 .10 Comprehension throug h Translations 
2.20 Comprehension through Interpretations 
2.30 Comprehension thro ugh Extrapolat ions 

Translates, i I lustrates, rephrases meanings. 
Interprets relevancies, relat ionships. 

Infers meanings; anticipate endings . 

• Using learned material 
3.00 Application 

in new and concrete situations• 
I Transfers , uses strategy , law , conclusion. 

• Taking material apart to examine its content and structure• 

4.00 Ana lysis 
4.1 0 Analysis of Elements 
4.20 Analysis of Relationships 

4 .30 Analysis of Organizational Principles 

Dist inguishes parts and inferences . 
Deduces cause -effects and comparisons. 

Detects techniq ues, arrangement , bias . 

• Putting parts together to form a new whole • 
5.00 Synthesis 
5.1 O Synthesis through Producing a Writes , tells an organized document. 

Unique Comm unication 

5.20 Synth esis through Producing a Plan Proposes a plan to solve a problem . 
or a Proposed Set of Operations 

5 .30 Synthesis through Producing a Set of Abstract Relations Combines co nce pts and perceptions. 

• Judging the value of material for a given purpose• 
6.00 Evaluation 
6.1 O Evaluative Judgments wit h Criteria of Internal Standards Assesses accurac ies and stru ct ure . 
6. 2 O Evaluative Judgments w ith Criteria ofExternal Standards Assesses purpose and form. 
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Examples 
Definitions 
Notes 
Top ics 

Subject 
Synonyms 

Sentence 
Patterns 
Topi cs 
Note #'s 
Subtopics 
Reasons 
Like/Diffe 
Apply to Text 

Ou tlin e 
Intro . Para 
Topic Sent. 
Documen 
Parts of Doc. 

Final Doc 
Final Doc 
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Strategies of Questions That Cause Learners To Think 

- Dr. Hilda Taba 1 s Open Focusing Questions -

Dr. Hilda Taha. Of all who have influenced me 
and my teaching, Hi Ida Tab a scores the highest. 
She left with us an invaluable set of tools for use 
with all knowledge and information. She de
signed for us a clear, systematic set of questions 
which can be asked in an open way that makes 
learners think, share, discuss, and grow. Her 
design gives educators the ability to organize 
teaching in ways that openly and actively involve 
learners. Her questions invite learners to listen , 
think, connect, respond, and share. These ques
tions systematically follow Dr . Bloom's taxonomy 
of cognitive (thin king) skills, beginning with re
ca ll of facts and progressing th rough i nterpreta
tions, generalizat io ns, and appl ications of gen
eralizations. Dr. Taba's questions even apply to 
social and emot ional situations, causing learn
ers to think rationally, rather than to react emo
tionally. 

Open Focusing Questions and Group Discussion 
Dynamics. Dr. Hilda Taba led educators in teach
ings of the social sciences . Through her teach
ing and research at Berkeley University she rec
ognized how poorly learners understood con
cepts of the social sciences. She studied what 
caused some learners to engage in discussions 
at high levels of thinking. She observed what 

teachers asked that sparked open discussions at 
high levels of thinking . Strategically she created 
a scheme of open questions for causing discus
sions at high levels of thinking. She created a 
training course for teachers and a training course 
for leaders of teachers. Districts throughout the 
nation sent key teachers for leadership training, 
and the trainers returned, g ro omed to teach their 
colleagues. Her strategy took the country by 
storm. 

Taxonomy of Questioning Strategies. Dr. Taba 
designed four strategies for questioning learners. 
She arranged them by Dr. Bloom's "Cognitive Tax
onomy." 1) Concept Development: Learners re
ca ll information, group it , label groups, and sub
sume groups. 2) Interpretation of Data: Learn
ers examine circumstances or issues, generate 
causes and prior causes, effects and subsequent 

effects , infer conclusions, and form a generali
zation about the circumstance or issue. 3) Ap
pl ication of Genera l izations: Learners predict 
outcomes of a new circumstance or issue , an
ticipate conditions necessary for their predic
tions, and determine the re li ability of a gener
alization. The last strategy applies all of these 
thinking strategies to affective situations through 
4) Interpretation of Feelings, Values, and Atti
tudes. Learners who learn with these strate
gies apply thinking skills and share thoughts. 
The first strategy will help you with this pro
cess. You will be using the "recall" part of 1) 
Concept Development to draw information 
from learners so they can take notes from their 
knowledge. 

Open Focusing Question. Its name says it all. 
An "open" question asks for unlimited responses 
for everyone to share. "What comes to mind 
when you think of .. . " is a generic open que s
tion that fits all subjects. A "c losed" question 
asks for limited responses. (e .g .: "Where is 
Minnesota?") An "open" question maintains 
open channels; a "closed question asks that re
sponses be addressed to the teacher. (e.g. "Tell 
me .... ") An open "focusing" question fixes o n 
a concept to develop knowledge. It is not a 
"brainstorm" question of random responses for 
creative brainstorming. An open focusing ques
tion helps learners to recall info rmation that 
they take as notes for unresearched, memor y
compatible documents. You could write notes 
on transparency note ca rds , or learners could 
write notes on cards , or both . Eventually, teach 
them how to ask themselves these questions to 
attain self-reliance in drawing their own 
thoughts from memory. 

Dr. Hilda Taha died of tetanus in the late 1 960's. 
Her visions and her talents were far beyond her 
t ime. Today many educators still seek the skills 
to teach thinking, to ask questions that cause 
thinking, and to merge thinking with feelings , 
values , and attitudes . Perhaps educators will 
soon reacti vate the legac y that Dr. Tab a shared 
with us long ago. 
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- Open Focusing Questions for Recall -

• Teacher Responsibilities • 

1. Write questions in adva nce and try them 
on a friend. 

2. Establish a class rule , "Speakers give evi
dence for their thoughts." (i.e.: "What 
prompts you to mak e your state ment. ) 

3 . Establish a gestu re that everyone will rec
ognize as a rem ind er to "f inish statements 
with evidence ." (e.g. : a twist of the fin
gers, a summoning gesture.) 

4. Set a safe dis cussion climate w ith a neutral 

feeling tone . 

5. If stude nts are not respo ndin g, stop the dis
cussio n. Either teach the concept that you 
are discussing or meet with a colleague to 
determine how to c larif y the focus of the 
questions. If yo u teach the co ncept , wait 
a few hou rs before asking recall questions. 

• Teacher Behaviors • 

1. Ask the open question and wait at least 
thirty seconds. Leave time for thinking. 
When learners know information about 
the subject, they need time to "load" the 
information before givi ng a response. 
[The average waiting time currently in 
practice is less than a second befo re the 
questioner fi ll s the si len ce with an answ er 
or another question.) 

2 . As students respond , refrain from verbal 
responses. Sm il e pleasantly and nod 
slowly to maintain a safe feeling tone . In 
group d iscussions your verbal responses 
are d istractions from the thinking, (e .g.: 
"uh-huh , " "yes," "okay. ") Repeated en
couraging sounds become meaningless 
noise, (e.g. : "good," "uh-huh ," "good.") 

Also , when you encourage everyone in 
one tone and single a special tone for only 
one respondent , other respondents are 
discredited , (e.g.: "good , " "ye s, " "uh- huh ," 

"good , " "wonderful!") 

• Thinking Skills • 
Open Focusing Questions 

• To Develop Knowledge and Concepts 
*,recall ,group ,label ,subsume 

•To Interpret Facts 
,causes ,conclusio ns 
,effects ,genera l izations 

•To Apply Generalizations 
,predictions ,conclusions 

,assumptions ,genera l izations 

•To Interpret Feelings, Values, and Attitudes 
,causes ,pre dict ions ,conclusions 
,effects ,assumptio ns ,genera li zat ions 

*NOTE: Chapters 1, 2, and 3 only focus on the "recall" 
use of open focusing questions. The purpose for this is to 
give you and learners a tool for drawin g informa tion fro m 
memories for discussions or for know led ge-based notes . 

• Potential Uses • 
Open Question for "Recall" 

[Group D iscussions] 
,sha red topics for subj ects 

,shared knowledge 
,shared knowledge for 
non-researched writing 

,shared experiences 
,shared information 
from a research hunt 

-shared info rmation 
from text book 

,shared observations 
,shared information 
from a v iewing 

,shared responses to 
a lyceum 

,shared descriptors of 
a book's cha racter 

,shared feelings 

[Private Listings] 
,l isted topics for a subj ec t 

, listed know ledge for 
non-researched w ritin g 

,li sted thoughts abou t 
a topic 

• I isted obser vations of 
an exper iment 

, listed thoughts for an 
essay test 

, I isted thoughts from a text 

, listed feelings 
• I isted needs 

, listed things to put 
into prior ity order 

,list ed things to be done 
-l isted th in gs to organize 
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- Implement Open Focusing Questions -

1. Phrase questions 
with open words 
that do not limit 
the number of 
possible re
sponses. What 
do you know 
about Kansas? is 
an ope n ques
tio n . Where is 
Kansas? is a 
c losed question . 

2 . Choose one 
open- question 
pattern and stay 
with it through
out the enti r e 
discussion . 
Chang ing ques
tion pattern 

ve rb al ca u ses 
distraction. The 
form on the right 
provides a ques
tion which works 
with all subjects 
of knowledge 
and information . 

3. Word the ques
tions to imply 
that everyone in 
the room should 
li sten. Share (or 
tell us) what you 
know about the 
westward move
ment is an open 
request for ev
e ryone to hear. 
Tell me what you 
know about the 
westward move
ment is a request 
which closes th e 
c hanne l to every
on e but you, the 

teacher. 

4 . Set a class rule that learners must 
state the evidence that prompts 
their responses . They should state 
what made them make their state
ment. (e.g.: experience, quotes.) 

instead of an informat ive fact, ask 
for specif ics : Give some specific ex
amples of _ . 

6. Listen for responses and check them 
with your plan as yo u progress. 

7. Use refocusing questions to reset the 
th inking , to keep everyone on trac k, 
and to remedy w anderin g ta lkers. 

5. Listen an d check that responses an
swer the question . If a learner gives 
a vague or a broad answer, ask for 
c la rity: Explain what you mean by 
_. If you are asking for info rma
tion , and a learner states a category 

8. Make transitions that shift to exten
sions . Use body movements, verbal 
statements , or a learner 's response 
that leads to --the--nex -t-.focus, • 
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Help students to draw th oughts from the i r memories. Help them to draw information in class 
discussions , prior to essay exams , and pr i or to writing unresearched documents. 

Inspire d by Hilda Taba • Accompanies The Thinkins and Writing Process 
b y Thea M. Holtan 206 Saratoga Lane North, Minneapolis , MN 554 41 

Sub ject 
[Informative) things that are destroying our environment [xam11lt•: 

Alaska 

An t ici p a tor y • !w hen !: • Last week ... c.g • l.151 Wei!k 

Set •T ime we shared speakers, articles, and a video 
•1n 1hemed1.1 ccn. 

•S ource • (used w hat sour c es): 11 ter we found rn-
form.11,on 

about things that are destroying our environment • ;ihou, Alaska 
• Conten t .. ~}~.~~U.1 

•• ~~~}. .5.~.~j~-~'.!.= .. : .. w.•• ••·•w •••· •••· •••• ·•w ·.•··•• · ·• w•.• w w · ·.w · · · · ·• · .-.· · · · · · · • • · · " · .·.·.·.·.·.·.·.·.·.•.•.•.•.•.•.•.•.•.•.•.•,•.•.•.• 

Ob j ective •"T oday let's share wh at yo u rem e mber abo ut .. . cg •Today lei's 
sh.irl! wh.11 you 

• Mental 
!sub ject! things that are destroying our environment rcmemher .ihou1 

Focus ?" Alash 

•I nput • "Thinking bac k o n a ll yo u remem be r, " 
C g • Thulk1 ng 

. .. h.lck on all you 
rcmemher ... 

Open •"What co m e(s) to mind w h en you think of ... e.g.: •Whal comes 
Focusing things that are destroying our environment 

10 mind when 

Question !subject! ?" you think of 
Alaskal .......... ...... .. ..... ... ....... . . ........ ..... ...... ....... ........ .. ...... .. ...... . ........ ... .......... .. ......... ..... . . . ....... 

Ope n • •what els e ... ... come(s) to mind wh en yo u think o f. .. e.g. •Whal else 

Refocusing •
11What other things ... rfl.inai that are destroying our environment 

comes 10 mind 
when you 1hrnk 

Question • •what more ... j su ie ?" or Alaskar 

"Good! Now think about th is quest ion . " l trans itionl c.g •Wharcomcs 
Open •"What come(s) to mind w hen yo u think of ... 10 mrntl wht:n 
Ex tension you lhmk or 
Questio n II 1 acid rain destroyin g our environment weal her in 

(subject and extension) ?" Alu kat 
., .. ···••,•····•·········· •,•.•,••···•···•·· •,•.•,•····· .......... ·. •,•.•,•.•,•,•········· ·.·.· . •,•,•··········· •,•,•················ ,•,•,•.•, •,•.· ,• ,•,•.·. •.•,•.•,•.•,•,•,•.•,•,•, •,• ········· ·•·········· 
Open Refocusing • 

11W hat else ... . .. come(s) to mind when yo u thi n k of. .. eg •Wh,11 t:ISt' 

• "Wha t other things ... °ff · d t · · t 
comes to m,ncl 

Extension when you lhtnk 

Question # 1 
• "Wha t more ... [subjec t and exten lfc! {am es roymg our env,ronmen ?" of weather in 

Alask~~ 

11Yo u 1 re doing fine! Try this question .• 1transi1ionl e .g.; •Whal comes 
Ope n ID mind when 
Ex te nsion •" What come(s) to mind wh e n you think o f... yo u 1h1nk o( 

Question II 2 house§ in Alask~/ 
~isposa/ methods destroyin g our environment 

(subjec t a nd exten sio n ?· 
......... . .. ' .... . . . .•. . .• ................... ........ ...... ......... ..... ..... ........... ... ... ..... ......... .... ... . . 

Ope n Refoc u sing • wwhat else . .. ... co m e(s) to mi n d when yo u thin k of.. . rg • Wh.11 else 
comes lo mind Extens i on 

• "What oth er th ing• ·:· dis!/osa/ met~ods destroying our environment when you 1h,nk 
Qu est io n n • " What more .. . (subject an extension ?H of houses ;n 

Alaskal 

Extension/Refocusing "What comes to mind when you t hink o f. .. 
?" I 

First , list extending sub topics . Then. 
num ber them in pr iori ty order . 

Quest ion # 3 deforestation destrovine our environment #~ taad marketm t:"!""'"'""" 

Extension/Refocusing "What co m es to mind w hen yo u think of... 
?" I #_!_ acid rain l"'l.:IM(lu rcec•) I 

Q u estion II 4 food marketing destro)i!lg our environment #_!_ deforestation , .. ,, -''"' '"' 
lf needed . con tinu e Ex tensions 5 and 6 on the back s ide . # ...!_ disposals 

.... · '"fh/n(Organize, Write by thea ho/tan th© 2001 • FAX/Call (6f2)sf2~9f9f"/i"iieatii/Jt@m~era:nei 
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Help students to draw thoughts from their memories . He lp them to draw info rmation in class 
discussions , prior to essay exams, a nd prior to writing unresearched documents . 

Inspired by Hilda Taba • Accompanies The Thinking and Writing Process 
by Thea M. Holtan 206 Saratoga lan e North , Minneapoli s, MN 55 441 
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Subj ect 
[Informative) 

Anticipatory 
Set •T ime 

• Source 

• Content 

Objective 
• Mental 

Focus 

•In put 

Open 
Focusing 
Quest ion 

Open 
Refocus ing 
Question 

Open 
Extension 
Question # 1 

Open Refocusing 
Extension 
Question #1 

Open 
Extension 
Question # 2 

Open Refocusing 
Extension 
Question #2 

Example: 
Alaska 

•( when):" _______ ______ ___ __ ________ " e.g.: • las1w eek 

• [used what so urces):"---------·------------" 

• [about what subject) : " ________ ___ _ _______ " 

• "Today let's share what you rem ember about .. . 

[subject ) _________ _____ ________ _ _ ?" 

• "Thinking back on a ll you rem emb er, .. . " 

•" What come(s) to mind when you think of ... 

[subject) _____ __ ____ _ ____________ ?" 

• "What else ... 
• "What other things ... 
• "What more ... 

... come(s) to mind w hen you think of . . . 

[subject) ________________ ?" 

"Goo d ! Now think about this question ." [lrans i t ion] 

• "What come(s) to mind when you think of . .. 

• in the media cen
ter we found ,n. 

formal ion 

• about Alaska. 

e.g.: •Today let's 
share what you 
remember aboul 
Alaska. 

e.g.: • Think ing 
back on all you 
remember ... 

e.g.: • Whal comes 
lo mind when 
yo u think of 
Alaska I 

e.g. • Whal else 
comes lo mind 
when you think 
of Alaska? 

e.g.: • Whatcomes 
lo mind when 
you think of 
weather in 

[subject and extension) _____ __ _____________ ?" Alaska? 

• ''What else. .. . . . come(s) to mind when you think of ... 
• "What other things ... 
• "What more ... [subject and extension) ______ _ _______ ?" 

"You're doing fine! Try this question." [ t ransit io n] 

• "W h at come(s) to mind when you think of ... 

[sub ject and extension) _______________ __ __ _ ?" 

• "What else. .. . .. co me (s) to mind when you think of .. . 
• "What other things .. . 
• "What more ... [su bject and extension) _ __ ___ ___ _____ ?" 

e.g.: • Whal else 
comes to mind 
when you think 
of weather in 
Alaska? 

e.g.: • Whal comes 
to m,nd wh en 
you thi nk of 
houses in Alaska? 

e.g.: • Wh at else 
comes to mind 
when you think 
of houses in 
Alaska I 

ExtensiorvRefocusing "W hat comes to mind w hen yo u think of ... 
First, list exten din g subtopi cs. Then, 

number them in priorit y order. 
Question # 3 ?" 

ExtensiorvRefocusing "What comes to mind w hen you th ink of ... 
Question # 4 ?" 

H need ed, co ntinue Extensi o ns 5 and 6 on the back side . 

#
#_ 
# _ 
#_ 

_ __ __ _ l_•.g~·'-'" _nspona11onllll 

_ ______ l•...:c·g_.: resources f4l) 

_ ______ 1e.-'-g.:wea1herll ll 

(e.g.:housesl211 
--------
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Use this abbreviated form with student groups: 

• To write projected transpar e ncy note cards of class responses as, at th e e nd of a da y , 

stud e nts re c all th e d ay' s st udi e d in fo rm at io n . 

• T o think in g roups abou t co nn ect io ns w ith th e "For w h at reaso n " q uestio n . 

• To g ive st ud e nts c h ances to lead th e g ro u p, using questions a n d transparency notes . 

A subject that 
students h ave 
studied today 

Anticipatory Set 

•T ime 

• Sou rce 

• Content 

Obj ec tive 

• Mental 
Foc us 

• Input 

Open 
Focus ing 
Que stion 

Open 
Refocusing 
Question 

[subject] _________________________ _ _ 

• [whe n): 11Earlier today ... II 

• [used what sources]: " - ------------- ·~·•-· ._ .. w_••-••_do_ •• _,._., II 

• [about what subject]: " ---------- -- -~ ··=•·'~···-•"o~•·~·•="'~"'·~"',_
11 

• "For a few minutes share what you remember about ... 

[su bject] _____________________ ~ •-•~·'·-··•.~•oc_ .. _,~•"~'·? II 

• "Thinking back on today's studies, ... 11 

• "What do you remember about . .. 

[subject] c .3. elc:c1tlcl1y . ? II 

• "What else. . . . . . do you remember about ... 

• "What other things ... 

• "What more ... [subject] e.g .: ... c:lcc; trlc;ll y . ? I I 

Ext ending Sub topi cs .. #- ' 
#-' 
#_ , 

List categories wit h i n the subject that students 
have been studying. Then number them logically . 
If needed , they help yo u fo rm exte nsio n qu estions 
conta ini ng t he above subj ec t and a sub top ic. # _, 

c.g . •1 · i. · cunenl 

e.g. : .•. cau M!.• of•(• 

Think, O,ganize, Write by thea ho/tan ,if) 2001 • FAX/Call (612) 512-9197 • theathot@mneta.net 
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LARGE-GROUP TEACHING STRATEGY 

Use Note-Taking and Questions 

Each day ask focusing questions, and on transparency note cards write 
information that the class recalls from today's studies. After collecting ALL 
notes, lead students to share thoughts about "For what reason?" 

•OpenfOCU11111Quea1J-• Tue~ _ 
• Unll ltUII by c..,p. • 

.,.... __ __ _ 

........ ~ -·----· • 
•[Nlll-~ •- --- 1 .,., ........ ,. ........... 
·.-......:...111111 ■M,fl ...... _' ..... ,.. ........... 
.... .._ ...Mt11 ...... -.. ........ ..,_ 
,..,,..-... I .. 

'----:--- -,, 

]"' 1iim1@ifa!!il Q 

J, FOlftATW,IOff? 

4,Ull0IUJIJXIWMAn 

Chapter O - Page 38 
Page 0•38 provides one subject plan. Make a copy and 
identify a subject about which students will recall informa
tion from your content studies . Write each subject and its 
topics (extensions) in questions as shown in the example . 

Note : The fine-print example along the right side (1) 
models the subject, electricity ; (2) shows the rocusing 
question as it will be asked; and (3) words questions with 
electricity (the subject) and its topics (the extensions). 

Chapter 5 - Forms 3 and 5-7 

l..!!'""== = =.j ~=Kf t~~o 

Make a photocopy from which to make transparencies for 
printing student's oral notes . Grade 1 - 12: Cut the trans
parencies into note cards. 

J.R>IWUTUASOl'1 

"-UII Ol 1111.m wiu.n -
Make sufficient transparencies of your note form. [Kinder
garten: 10 notes of Form 3; Grade 1: 10 notes of Form 5; 
Grade 2: 15 notes of Form 6; Grades 3-4: 25 notes of Form 
7; Grade 5-12: 35 notes of Form 8] 

Plan a subject about which you will ask students to recall input from the day's 
studies of a content subject. NOTE: 10 minutes before closing of an hour (or day) 
prepare to leave; for the closing 5 minutes of class direct eyes to the front. For 
that final 5 minutes ask your planned questions so they can recall the 
hour's (or day's) earlier studies of your content subject. 

As students recall information: 
• As they recal l, wr ite orated note on a note card transpare ncy (not in a sentence). 

(Clarify that the notes must be in non-sentence form . Instruct students to break 
away the sentence parts or to tell where dashes and l ines can split sentences apart.) 

• Repeat the same wording of each question with, " What else did you learn about 
___ " or, "What else did you learn about the __ (exte nsion ) of __ _ (subject)?" 

• Gathe r the day 's transparency cards, and store them in an enve lop e or fo ld er. 

• Each day co ll ect notes about that day 's studies and add the m to the stored notes. 

• After ALL notes have been collected, place one note at a time on the overh ead glass. 
Teac h students to read orally one projected note at a time and ask, "For what reason?" 

• After all transparency not es have been q uestioned, wash th e transparencies for another "' 
co ntent subject at anot her t im e. (Optio n : If stude nts have some prior knowledge about the 
subject, you co uld have them again read one note at a t im e, the n ask, "Lik e or Unlike what?" 

• Help students share thoughts about any content with the above teaching strategy . 
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