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Calendar   ABE Writing

10:00 AM
FALL 2011   Harrigan       (Note: instructor may make changes)
	
	      Monday
	Tuesday
	Wednesday
	Thursday
	Friday



	Wk 1
	Sept 19
· Syllabus.
· Complete forms.
· Introductions using picture cards.

· Homework: read syllabus and print Syllabus Quiz. Discuss quiz on Wednesday.

	Sept 20
· Competencies—complete and turn in.
· Review website,

www.Harriganclasses.weebly.com
· Format of the class-journals, Will need a notebook or file to keep journals in.
· Homework: read syllabus and print Syllabus Quiz. Discuss quiz on Wednesday.

	Sept 21
· Syllabus quiz due--discussion.
· Make class file to put all complete and scored/graded assignments in. Leave in class in file cabinet.
· Homework: Journal Write: tell about your first days of school this quarter.
3 minutes.
	Sept 22
· Preview Textbook:

*Writing to Others”
Lesson 1: Personal Notes and Letters: pgs 4-11.
Print assignment from website—do as homework.

· Homework
Lesson 1: Personal Letters—three parts:

*Thank you note,  *Sympathy note, *Personal letter. 


	Sept 23
· Lesson 1 due. 
· Preview Language Builder textbook:

· Find your level in Language Builder. 
· Begin Pre-test for your level.



	Wk 2


	Sept 26

4 Minute Journal Write: Tell about someone you admire as a worker—a model for you, and person you do not know well. Can share with class.
· Language Builder (LB): continue working on Pre-test. Correct with key. Share results with instructor. Put pre-test in your class file  and leave in file cabinet.

	 Sept 27

4 Minute Journal Write: Tell about a decision you made that changed the direction of your life.

Can share with class.
· LB: continue working on Pre-test. Correct with key. Share results with instructor. Put pre-test in your folder and leave in file cabinet. You can work on LB on Thursday, if not done.

	Sep 28

4 Minute Journal Write: Why do people need certificates or degrees to get higher paying work? What good is a certificate or degree?

· Writing to Others (WTO): Lesson 2: Invitations, pg 12-16. Print and complete Lesson 2--Invitations Turn in tomorrow.

· Homework: Journal Write: Tell about an invitation you accepted to go to an event. What happened at the event? 
3 min, at least.


	Sept 29

5 Minute Journal Write: How will what you learn in this class help you in a future job?

· Work in LB and/or complete Lesson 2.
· Lesson 2 due.
Homework Optional: Journal Write: Tell about a family relationship that is especially important to you. Write for at least 5 minutes. 
	Sept 30 

5 Minute Journal Write: What changes or sacrifices have you made to go to school this fall? Can share with the class.
· Lecture and work on sentences: What is a sentence? 

5 requirements:

Capitalization. Subject. Verb. Punctuation. Complete thought. 
· Homework: Print assignment:
“Simple Sentences A, B, and Answers.”
Correct it with answer key. Bring completed on Monday.


	Wk 3
	 Oct. 3

5 Minute Journal Write: An early childhood memory about observing someone work.

· Review 5 Sentence requirements.

·  “Simple Sentence A, B, and Answers” due.
· Homework: Journal Write: write about another early childhood memory—any type you choose.
5 min.
	Oct. 4

5 Minute Journal Write: A memory from last year regarding school or work.

· Review 5 sentence requirements. 
· LB: Work at your own pace. Share corrected results with instructor.

· Homework: Get journal ready for Journal check tomorrow. Separate folder, entries in order.
	Oct. 5

6 Minute Journal Write: A good thing you have done for yourself.

Sentence fragments and run-ons. Exercise assigned.
Journal Check: Journal due. Please leave your journals with the instructor. Fold pages that you do not wish for her to read. Put all entries in order in journal notebook or file with your name on the outside. You will get these back tomorrow.
Homework: Print “Fragment and Run On Exercise”:  complete and bring for tomorrow.


	Oct. 6

6 Minute Journal Write: Good advice you got and took.

· Journals returned.
· Correct “Fragment and Run on Exercise”—put in your class file.

· LB—continue at your own pace.
· Homework: Journal Write:  Tell about a bad habit you have overcome or a change you have made for the better. 

5 min.
	Oct. 7

6 Minute Journal Write: Describe a time when you have made a complaint to a store or other business—verbally or in writing. What happened?
· WTO Lesson 3: Business Letters:
 pg 17-22
· Homework: Print Lesson 3: Envelop and Salutation, Complete and bring on Monday.
· Print “Simple or Compound Exercise” for Monday.

	Wk 4
	Oct. 10

7 Minute Journal Write: What are three short term goals you plan to achieve?

· Lesson 3 due. 

· Review  Lesson 4: Business Letters—one to business and one to representativeDue Friday..
· “Simple or Compound Sentences” exercise.
· Homework: “Simple or Compound Sentence” exercise from website. Due Wednesday. Note: Print “Library Represent.” Pages (2) for use tomorrow in library tour/lesson
GO TO LIBRARY instead of classroom tomorrow.
	Oct. 11

LIBRARY TOUR and HELP: Go directly to library, not classroom.
· Turn in Sentence Exercise. Instructor will correct. 
· Library Tour. Get addresses of representatives—local, state, national. Get assignment from instructor.
· Homework: determine what topic you would like to ask about or change for the letter to a government representative, due Friday.
	Oct. 12

7 Minute Journal Write: Tell about an accomplishment in your work or school life.

· Correct and turn in “Simple of Compound Sentences” homework from Monday.

· WTO Lesson 4: Writing Business Letters: Content, pg 23-30.
· Brainstorm topics for letters.

· Homework:
For Friday, write a business letter to a government official (WTO, Lesson 4. 

	Oct. 13

8 Minute Journal Write: Tell about a mistake from which you have learned.

· In class and Homework
· For Friday, complete your two letters, Lesson 4. 
· If you have completed the above, continue in LB at your own pace. Correct and share results with instructor.
	Oct. 14

8 Minute Journal Write: Tell about a time when you traveled.

· Read letter to government official to class.
· Turn in both letters, 

Lesson 4.
Homework: Optional journal write: Other issues that I would like my government representatives to address. 8 minutes.

	Wk 5
	Oct. 17

8 Minute Journal Write: Describe your favorite place to spend time. What things make this place special to you? 

· Sentences: complex sentences—review in class. Assignment: “Sentence Combining (2)” Exercise. Get from website.
· Homework: Complete Sentence  Combining 2 Exercise. Turn in tomorrow.
	Oct. 18

9 Minute Journal Write: What significant and possible change would you like to make in your life? How can you make this change? 

· Review complex sentences and Correct “Sentence Combining (2)” homework and turn it in.
· Discuss job searching and the writing skills you might need to apply: completing forms, resumes, cover letters.
· Homework: Think about what kind of a job you are qualified for and might want. How you would go about getting a job you want?
	Oct. 19

9 Minute Journal Write: 

Tell about a job search experience you have had. What did you do to find work? What happened?

· Preview WTO Lessons 8, 6, and 7. 

· Fill out job application form provided by instructor.
Homework: Finish completing job application form. Turn in tomorrow.
	Oct. 20

9 Minute Journal Write: What personality traits do employers look for in people when they want to hire?
OR
What makes a person successful at work? In their personal life? 

· Turn in job application form.
· Lesson 6: Resume: Begin, and Personal Data Sheet for resume for a job you might like. Pg. 41 and 42.
· Homework
*Come to class with a question for Career Center visitor, tomorrow. * Complete personal data sheet draft, due on Wednesday.


	Oct. 21

· Guest Speaker: CAREER CENTER, Anna Nikolaeva Olson talks about strategies for finding work, etc.

· Homework:

Complete Lesson 6: Personal Data Sheet draft, due on Monday. Make copy for yourself to use for writing first draft of resume.


	Wk 6


	Oct. 24

· Lesson 6: Personal Data Sheet draft, due. Keep a copy for yourself.
· Pre-Advising workshop.
Homework: Print and bring 

Lesson 6:

Draft of Resume—pg 3 

on Wednesday.
	Oct. 25

NO CLASS—ADVISING

There is ABE advising for some students (transitioning to college classes) in Room 110. Check with instructor in advance for hours.


	Oct. 26

Begin Lesson 6: Draft of Resume in class. Assignment: This is to be reviewed by Anna in the Career Center. You must make an appointment with her.

 Homework: complete Lesson 6, Draft of Resume using your copy of Personal Data sheet.

Make  appointment to take the draft to the CAREER CENTER where Anna will review it and help you get it ready for a final draft. Use 
 Lesson 6: Type-Save Resume-pg 4, and Resume Check forms on website for this. Both are due in one week and a day, Friday, Nov 4. 

	Oct. 27

11 Minute Journal Write: Write about a time when you had a fight with someone. What was the issue and how did it turn out? How might the fight have been avoided?

· Resume draft work. 
Homework: See yesterday’s homework—continue with resume draft writing. Make appointment with Anna.
	Oct. 28

11 Minute Journal Write: Write about a time when you made a mistake that taught you a lesson.

· Last in class day for resume draft  work.
Homework: 

Lesson 6: Type-Save Resume, pg 4—from website. This is your final draft of your resume. Lesson 6 Resume Draft, Type-Save Resume, and Resume Check are all due Nov 4, Friday.

	Wk 7
	Oct. 31

11 Minute Journal Write: What are the traits of a successful person?

· Paragraphing—What is a paragraph?
In class paragraphing exercises.

· Homework: See Anna in Career Center this week to review resume. See homework for last Friday. 

· Print “Paragraphs-Topic Sentences” from website for tomorrow.
· Remember, you may always make timed journal entries as optional homework.
	Nov. 1

12 Minute Journal Write: What are traits of “popular” people--someone who is well liked by others?

· Paragraph review

· Paragraphs-topic sentences and supporting detail. Begin “Paragraphs-topic Sentences” exercise. Due tomorrow.

· LB-continue at own pace. 
Homework: 

Complete paragraph exercise—due tomorrow.
Do final draft of resume, Lesson 6-Type-Save, pg 4 on website. Due on Friday.

	Nov. 2

12 Minute Journal Write: Tell about a hobby or interest you have, and why you like it.

· Topic sentences and supporting detail reviewed.

· “Paragraph-Topic Sentences” exercise corrected. Turn in.
· LB-- continue at own pace.

Journal Check: Please leave your journals with the instructor. Fold pages that you do not wish for her to read/make comments.

	Nov. 3

12 Minute Journal Write: Tell about a time when you received an award or acknowledgement for something you did well.

WTO: Lesson 7: Cover Letter. Using paragraphing knowledge, write a draft of a cover letter to go with resume. Draft due on Monday. 
Homework: 

Draft of Lesson 7: Cover letter—due Monday. Have first draft started for tomorrow.


	Nov. 4

13 Minute Journal Write: Compare your current adult self to who you thought you would be when you “grew up.”

· Work on Lesson 7: Cover Letter, WTO. Complete first draft, at least, by end of class.
· Lesson 6 is Due:

*Draft of Resume. 
*Type-Save Resume. *Resume Check 
Homework: Final Draft of Lesson 7: Cover letter is due on Monday.

	Wk 8
	Nov.7

13 Minute Journal Write: What are your plans for the school break at the end of the quarter?

· Lesson 7: Cover Letter draft is due at end of class.
· LB—continue at own pace.

NO SPECIFIC HOMEWORK 
	Nov.8

13 Minute Journal Write: Apart from earning a lot of money, what kind of work would you really like to do? 

· Essay: what is it? Five paragraph model.
· How to get ideas for essay topics: Brainstorm How to get enough information for an essay: Brainstorm topics into subtopics.
Homework: 
Draw a brainstorm to choose a topic for tomorrow’s work. Turn this in on Thursday.
	Nov.9

 14 Minute Journal Write: 

Grammar: 

Tell about some kind of training you have had for a job that others don’t usually have or know about.

· Review of brainstorming to get a topic, and then to break a topic into subtopics with details.

· Use the topic you chose in your homework last night to complete a full brainstorm of your topic into subtopics, each with at least 3 details. Turn in tomorrow.

· Homework: Complete brainstorm of your topic into subtopics with details. Bring Topic Brainstorm tomorrow so you can complete it.

	Nov. 10

14 Minute Journal Write: Tell about a past job you have had and liked. What about it was satisfying or interesting?

· Finish Brainstorms.
· Write paragraphs from the Subtopic Brainstorm.

· Turn both brainstorms-getting a topic and subdividing topic. 
· Homework: 

Journal Write of your choice. 
	Nov. 11

VETERANS DAY

HOLIDAY—NO CLASS



	Wk 9
	Nov. 14

14 Minute Journal Write:  Tell about a job interview you have had—what was it like for you? What questions did you handle well? What questions were difficult for you?

· Introductory paragraph. Practice.
Homework: complete an introductory paragraph for your essay.

	NOV. 15

· Introductory paragraph, review.
· Support paragraphs. Practice. 
· Homework: Complete three supporting paragraphs for tomorrow.
	Nov. 16

· Review supporting paragraphs.

· Concluding paragraph. Practice. Complete in class. 
· Re-write draft and turn in tomorrow.
Homework: complete draft of five paragraph essay. Due on Friday.

	Nov. 17

· How to take a timed written test.
· Homework: practice planning, writing, and editing a double- spaced essay in 40 minutes.

	Nov. 18

· Draft of essay is due—all five paragraphs.

· Practice taking timed written test—40 minutes (you will get two opportunities to do this type of writing in class).


	Wk 10


	Nov. 21 

· Get back/review draft of class essay and scored practice test.

· Re-write your final draft of class essay and turn in on Monday.

Homework: Complete final draft of essay to turn in on Wednesday.


	Nov. 22

CASAS POST TEST
Homework: 

· Journal Check on Wed. Get journal organized to turn in for final check.

· Complete final draft of essay to turn in on Wednesday.

· Prepare for timed practice essay #2.
	Nov.23

· Final journal check. Turn in journal.
· Timed Practice Essay Test #2

Homework: Practice writing time 5 paragraph essay for class final or Transition Test.
	Nov. 24

THANKSGIVING HOLIDAY-

NO CLASS
	Nov. 25

HOLIDAY-

NO CLASS

	Wk 11
	Nov 28

· Turn in final draft of class essay. 
· GMRT or LB Post Test (LB not timed)
	Nov 29
· LB Post Test for those who have not completed it.
· Write final words for Dec. 2, last day.

· Competencies-returned from first day and re-done.

· Self Evaluation


	Nov 30
Transition Writing Test or Class Final Essay Test
	Dec 1
· Celebrate our successes.
· Read “Final Words” to classmates.


	


