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A Letter to Teachers
from the Authors

Learning is a lifelong journey that begins early—often in a
classroom—and continues and changes throughout an indi-
vidual’s academic, professional, civic, and personal life. In
service of this journey, The McGraw Hill Guide provides
students with the autonomy of constructing rhetorical situ-
ations by offering a purpose-based approach to writing.
This approach leads to transfer of knowledge for settings
beyond the first-year composition course by emphasizing
goal-setting and offering comprehensive materials that sup-
port students in achieving their own learning goals.

The national consensus among educators is that stu-
dents succeed best when they are guided by outcomes and
approach their assignments from a goals-based perspec-
tive. This is true for a wide range of faculty, whether full-
or part-time, new or experienced: they agree that knowing
and working with specific goals and objectives helps stu-
dents to achieve those goals. We have therefore structured
The McGraw Hill Guide to help students set goals for their
writing, use effective composing strategies to achieve those
goals, and assess their progress toward achieving them.

The student writing goals in The McGraw Hill Guide
are drawn from the learning outcomes established by the
Council of Writing Program Administrators (CWPA),
because we know how important they have been in shaping
discussions about writing curricula. These learning out-
comes demonstrate the value of the full range of knowledge
sets and skills that writers need to develop, which include
rhetorical knowledge; critical thinking, reading, and com-
posing; processes; and knowledge of conventions. The cur-
rent version of the WPA Outcomes Statement for First-Year
Composition—version 3.0—emphasizes that digital tools are
integral to a wide range of composing activities.

Just as Aristotle argued in The Rhetoric that writers
should use “the available means of persuasion,” we argue
that twenty-first-century writers should use the full range of
tools available to them, especially digital tools. Throughout

the book we introduce students to the digital technologies
that will help them in their research and writing, and we
include a special feature on using digital technologies
alongside our instruction to emphasize these tools. We
place particular focus on multimodal composition.

Changes to the 5th Edition

The McGraw Hill Guide 5th edition embodies advances in
current research, theory, and practice in the field in ways
that enrich the learning experiences of students. This
edition of the Guide includes:

e Increased emphasis on student-success strategies
with intentionality toward writing across the aca-
demic lifespan

Critical analysis of information literacy in a time
of disinformation

Coverage of genre for writing beyond academic
settings, with examples and illustrations

Reflective practices through a new feature called
“metacognitive moment”

Readings that bring forward voices of diverse writers
and topics

e A focus on rhetorical purpose—using writing to get
things done in the world

Invitations to write that encourage students to use
twenty-first-century digital technologies for crafting
multimodal projects with successful models

Updated citation conventions used in both MLA
Handbook, 9th edition, and APA Handbook,
7th edition

e Up-to-date sample student projects with examples
from their invention work through peer review to
finished academic essays
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e Questions and guidance that help students to
respond thoughtfully to peers’ work—and to reflect
critically on their own

In the updates to the instructor’s guide, we have added con-
tent that will aid you in anti-racist pedagogies, coverage on
teaching students how to manage misinformation, and the
benefits of student selected genres and modalities. The IM
is accompanied by a pacing guide for co-requisite models.
We have enjoyed writing The McGraw Hill Guide
because it reflects our own experiences in the classroom,
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our research, and our many conversations with colleagues
in the field. We hope that you enjoy using The Guide with
your students as they strive to become the most effective
writers possible. If there is anything that we can do to
assist you, please let us know.

Sincerely,

e Duane Roen, duane.roen@asu.edu
o Sherry Rankins-Robertson, sherry.robertson@ucf.edu

e Barry M. Maid, barry.maid@asu.edu



Preface to the 5th Edition of The McGraw Hill Guide

With The McGraw Hill Guide, students apply a goals-oriented approach to their writing assignments and practice the
habits of mind of engaged students. Using proven techniques derived from the Frameworks for Success in Postsecondary
Writing, The Guide encourages students to understand the underlying principles on which their writing is assessed by
offering reflective opportunities for students to assess themselves. In doing so, students will develop the strategies needed
to transfer these skills throughout their coursework, and long after they have completed college.

@ Comect This approach is supported by McGraw Hill Education Connect, a digital assignment and assess-
ment platform that strengthens the link between faculty, students, and coursework. With Connect Composition, students
have four-year access to The McGraw Hill Guide, as well as a handbook and an anthology of additional readings. Addition-
ally, students benefit from a range of assignment types and learning resources to practice and build on knowledge gained
from The Guide, including guided critical reading assignments and personalized learning paths through adaptive assign-
ments that reinforce the text’s goals-oriented, purpose-based approach. Instructors have access to assignable and assess-
able quizzes and exercises, a robust range of assignment types, and a suite of instructor resources.

A goals-oriented approach that promotes student
engagement and success

Structured to help students set, achieve, and assess their writing goals, The Guide encourages students to transfer the
knowledge they develop to assignments across the disciplines, and apply it to their personal, civic, and professional lives.

Set

e Each chapter opens with the section titled Setting Your Goals, a feature that introduces students to the disciplinary
learning outcomes of first-year composition, the foundational concepts that will guide their writing—rhetorical knowl-
edge, critical thinking, writing processes, and knowledge of conventions. Based on the WPA Outcomes Statement,
these goals encourage students to establish a framework for their writing assignments grounded in sound rhetorical
principles.

SET How do | set my goals?
Setting Your Goals (p. 76)

ACHIEVE How do I achieve my goals?

Rhetorical Knowledge: Understanding the rhetorical

situation for your project (p. 77)

‘ Set, Achieve, Assess. Assignment

Critical Thinking, Reading, and Composing: Thinking chapters begin with outlines that show
critically about this type of writing (p. 81) students how that chapter will help them to
Writing Processes: Establishing a process for composing set, achieve, and assess their writing goals.

your project (p. 96)
Knowledge of Conventions: Polishing your work (p. 105)

ASSESS How do | assess my goals?
Self-Assessment: Reflecting on Your Goals (p. 112)
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o Strategies for Success coverage throughout the 5th edition recognizes that student success happens across the cur-
riculum, and will carry over into their careers. As part of this coverage, The Guide focuses on establishing the eight
habits of mind that students will need to succeed in most areas of their lives: curiosity, openness, engagement,
creativity, persistence, responsibility, flexibility, and metacognition.

Achieve

e The Guide supports the development of strategies students need to achieve their writing and learning goals. A new
chapter on “Strategies for Success in College” covers topics essential to student success, including guidance on
avoiding procrastination, understanding the differences between online and in-person classes, and making use of
campus resources.

e Each writing assignment chapter in The Guide follows student writers’ progress as they construct a sample paper—
with examples that range from initial invention work to a first draft, to peer review and teacher feedback, to a final
draft. Students thus can envision how they might follow such a path as they construct their own papers, understand
what kind of feedback they may receive, and learn how to effectively work with those suggestions.

The writing assignments in 7/e Guide provide an array of writing possibilities, suggesting to students scenarios for
constructing traditional and multimodal assignments. These Scenarios for Writing appear at the beginning of the
chapter.

o Writing Assignment Plus in Connect provides students with an all-in-one tool to help develop their writing abilities.
In Writing Assignment Plus, students benefit from just-in-time learning resources as they draft responses to writing
prompts. The built-in grammar checker and originality detection alert students to issues before they submit their
work and offer learning resources that direct them on how to correct errors within the context of their own writing,
empowering them to achieve their writing goals.

Power of Process in Connect provides the practice students need to read real-world texts analytically and critically
by guiding students through the thinking required for deep understanding. These interactive reading assignments
prepare students for critical thinking before, during, and after reading. Instructors can build assignments that ask
students to reflect on a text, respond to a text, analyze a piece of writing, or evaluate a source, among other options.
Additionally, instructors can choose from a bank of carefully chosen readings within Power of Process, readings
from The McGraw Hill Guide, or upload their own readings.

SmartBook 2.0 in Connect supports student engagement and helps students (and instructors) track progress in
achieving reading and study goals.
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Reflect on a Text: Select Strategies

BEFORE READING | DU NG | AFTER READING
Glick he tte or inquiry prompt 0 editth ex of any process strategy.

b ook i lote: If you have a student with visual or molor skills accessibily

B S s Note: If you have a student with visual or molor skills accessibiy

needs, do not use strategies that requi

notation

«
o . B [ Power of Process. The “process

When you look at the

e 2 circle” within Power of Process is

o completely customizable, allowing
o instructors to integrate their own
ey ' material and wording to meet the
P goals of each activity.

cusnoscion Predict what you'l
e O | ra "

auestions sbout
o et

witer's purpose for
witing tis text?

Identity your -
O | purposetorreaang | LearnMore | @ | | Text v
o wrting

onn wrting

Assess

e Throughout The McGraw Hill Guide, students are shown how to assess writing critically and rhetorically—whether
written by a professional, another student, or themselves. Framed in the context of the core outcomes of the
course, this skill has been shown to improve students’ performance in their writing-intensive courses.

Chapters are structured around the WPA learning outcomes, which demonstrate the knowledge and skills that will
guide students’ writing: rhetorical knowledge; critical thinking, reading and composing; processes; and knowledge
of conventions. Using these outcomes, students will learn to set appropriate goals for their writing, select and use
the most effective composing strategies to achieve those goals, and assess their progress as they go.

Adaptive Learning in Connect provides students with adaptive, individualized support to help them with trouble
spots in the reading and writing processes, grammar, and mechanics. Learning Resources provide instruction and
remediation for topics as needed by the individual student. Students can track their own understanding of these
concepts and discover where their knowledge gaps are.

concens (3)

>

Organizing Your Ideas and Details

Once you have generated ideas and details about your subject using invention activitis, consider How you might organize this material. The questions that
you need to ask yourself when deciding on your organization are all thetorical

; SmartBook 2.0 helps students study more
e vy e st o o s e efficiently by highlighting what to focus on in the

- What purpos . what do 0 understand about you o the event you are narrating?

— chapter and asking review questions. SmartBook

Itis usually helpful o try several organizational srategies in early drafis because seeing your words on paper—in various ways—will help you decide what

il ek b o o, SN e e B o 5 creates a personalized study path customized to
e e e i e s b ' o s i s i individual student needs, continually adapting to
pinpoint knowledge gaps and focus learning on

T concepts requiring additional study.

Role of Memory Over Time
As one of the five canons of thetoric, memory plays an important role in our ability to share experiences. Memory by its nature is complicated

because many individuals can witness an event and share different versions of the same event because ther perspectives were different, When
duals have vsited b

the stories are

ush the details of each writers nersnectives.
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Transfer

e The Guide’s purpose-based writing instruction helps students develop a deeper understanding of rhetorical knowl-
edge. Throughout the chapters, students are prompted to select an appropriate audience for a variety of rhetorical
situations, a skill they will use throughout their personal, professional, and civic lives.

o A focus on multimodality provides students with pragmatic understanding of the various genres used to respond to
readers in all areas of life. This focus helps writers explore the modalities for text delivery—print, electronic/digital,
and sound—in various genres.

e The new Metacognitive Moment feature in each assignment chapter reinforces self-assessment by prompting
students to reflect and consider their knowledge beyond the immediate context.

o With Connect Composition, students will be granted four years of access to the complete Connect Composition
Essentials Handbook, which features up-to-date coverage of documentation styles and a selection of interactive
documentation tools. With access to these resources even after they have completed the composition course,
students will feel prepared to transfer their writing and researching skills to all written work throughout their
college careers.
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@1 Chapter 1: READING CRITICALLY

Become an Active Reader.

Prepare to Read: Preview.

Read, Mark up the Text, Take Notes, Outline.
Converse with the Text: Read It Again.

Summarize: Make What You Have Read Your Own.
Critique: Evaluate What You Have Read.

Synthesize: Bring Ideas Together in a New Statement
Respond: Make Your Voice Known.

HAPTER CHECKLIST

Chapter 2: PREWRITING

See Writing as a Process of Discovery.

Learn Four Steps in the Writing Process.

Lean the Basics of Prewriting: Gathering Information.

Four years of access to the Connect Composition
Essentials Handbook prepares students to transfer
their writing and researching skills throughout college.

Mech:

Part 9: A Guide for ESL Wit

g, and >
ors Y

One text for many levels

The McGraw Hill Guide was developed to meet the needs of both students and instructors in today’s writing classroom.
To meet these needs, The Guide offers a suite of instructor resources focused on flexibility, alignment, and accessibility.

Flexibility

e The McGraw Hill Guide addresses recent course redesigns by offering strong co-requisite course support, including
pacing guides and models for teaching for compressed courses, along with consideration for stretch models. Addi-
tionally, The Guide provides a range of content to support traditional two-semester sequencing. While the text can
be used for many levels of writers, it can be used for the duration of the first-year writing experience by teachers
with diverse pedagogical approaches.

e The enhanced student success coverage in the 5th edition helps establish and reinforce habits, practices, and mind-
sets of college-level learners. Furthermore, Power of Process and Adaptive Learning Assignments provide much-
needed support for students who are developing critical reading and writing skills.

Alignment

e With instruction organized around the WPA Outcomes Statement, 7he Guide promotes academic rigor and align-
ment across writing programs, saving instructors time in course preparation, grading, and reporting. The material
is vetted by writing teachers across the country, and the digital content is readily available for student use.
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e Course administrators can deploy Connect Composition to establish consistency across sections, with a flow
of assignments that reflect a department’s curriculum and course outcomes and with reports that provide
outcomes-based views of performance as well as measures of student engagement.

e Connect’s Adaptive Learning Assignment aligns with course objectives while offering personalized learning paths for
study and practice across the spectrum of student needs and preparedness.

Accessibility

o The McGraw Hill Guide was designed with students’ and instructors’ needs in mind. New and contingent faculty
will benefit from an author-developed Instructor’s Manual, as well as pacing guides for traditional and compressed
model courses.

e With McGraw Hill’s all-digital Inclusive Access offer, students will have access to their course materials for a frac-
tion of the price of a print text. Students can start learning and begin their assignments right away, on the first day
of class, with complimentary two-week free access to course materials. Seamless connection of Connect to your
college or university’s learning management system is only a click away.

o The Guide and its Connect offerings were designed to comply with ADA requirements. McGraw Hill works directly
with Accessibility Services Departments and faculty to meet the learning needs of all students. Please contact your
Accessibility Services office and ask them to e-mail accessibility@mheducation.com, or visit www.mheducation
.com/about/accessibility.html for more information.

Support for Online Success

McGraw Hill provides a variety of ways for instructors to get the help and support they need when incorporating new
technology into a writing program. The learning technology in Connect was developed by experts to create a teaching
and learning environment that engages learners with a wide variety of course assignments, suited for both online as well
as hybrid or face-to-face courses. Users of Connect have several options for help in getting started, but also with develop-
ing courses and curricula that reflect best practices for incorporating learning technology.

o Digital Faculty Consultants: Instructors currently using Connect Composition are available to offer suggestions,
advice, and training for new adopters. To request a Digital Faculty Consultant’s assistance, simply e-mail your local
McGraw Hill representative.

o Learning Technology: Local McGraw Hill representatives can provide face-to-face training and support.

¢ Digital Learning Consultants: These specialists support instructors with initial setup and training as well as answer
questions that may arise throughout the term.

o Implementation Consultants: When Connect Composition is adopted, the Implementation Consultant makes sure
all faculty learn basic information about the platform, and course and assignment creation.

o Implementation Managers: An Implementation Manager maximizes usage in relation to course goals, course
design, and tracking performance using reports and analytic insights.

In general, instructors are encouraged to contact us any time they need help. Our Customer Support Team is available at
800-331-5094 or online at mpss.mhhe.com/contact.php.

Need a Connect Account?

Request access to Connect Composition from your local McGraw Hill Education representative (www.mhhe.com/rep)
or write to english@mheducation.com.
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WPA Outcomes Statement for First-Year Composition

Introduction

This Statement identifies outcomes for first-year composi-
tion programs in U.S. postsecondary education. It
describes the writing knowledge, practices, and attitudes
that undergraduate students develop in first-year compo-
sition, which at most schools is a required general educa-
tion course or sequence of courses. This Statement
therefore attempts to both represent and regularize writ-
ing programs’ priorities for first-year composition, which
often takes the form of one or more required general
education courses. To this end it is not merely a compila-
tion or summary of what currently takes place. Rather,
this Statement articulates what composition teachers
nationwide have learned from practice, research, and
theory! It intentionally defines only “outcomes,” or types
of results, and not “standards,” or precise levels of
achievement. The setting of standards to measure stu-
dents’ achievement of these Outcomes has deliberately
been left to local writing programs and their institutions.

In this Statement “‘composing” refers broadly to com-
plex writing processes that are increasingly reliant on the
use of digital technologies. Writers also attend to ele-
ments of design, incorporating images and graphical ele-
ments into texts intended for screens as well as printed
pages. Writers' composing activities have always been
shaped by the technologies available to them, and digital
technologies are changing writers' relationships to their
texts and audiences in evolving ways.

These outcomes are supported by a large body of
research demonstrating that the process of learning to
write in any medium is complex: it is both individual and
social and demands continued practice and informed
guidance. Programmatic decisions about helping stu-
dents demonstrate these outcomes should be informed

by an understanding of this research.

"This Statement is aligned with the Framework for Success in Postsecondary
Writing, an articulation of the skills and habits of mind essential for success
in college, and is intended to help establish a continuum of valued practice

from high school through to the college major.
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As students move beyond first-year composition,
their writing abilities do not merely improve. Rather, their
abilities will diversify along disciplinary, professional, and
civic lines as these writers move into new settings where
expected outcomes expand, multiply, and diverge. There-
fore, this document advises faculty in all disciplines about
how to help students build on what they learn in intro-
ductory writing courses.

B} RHETORICAL KNOWLEDGE

Rhetorical knowledge is the ability to analyze contexts
and audiences and then to act on that analysis in com-
prehending and creating texts. Rhetorical knowledge is
the basis of composing. Writers develop rhetorical
knowledge by negotiating purpose, audience, context,
and conventions as they compose a variety of texts for
different situations.

By the end of first-year composition, students should

+ Learn and use key rhetorical concepts through ana-
lyzing and composing a variety of texts

+ Gain experience reading and composing in several
genres to understand how genre conventions
shape and are shaped by readers’ and writers’ prac-
tices and purposes

+ Develop facility in responding to a variety of situa-
tions and contexts calling for purposeful shifts in
voice, tone, level of formality, design, medium, and/
or structure

+ Understand and use a variety of technologies to
address a range of audiences

+ Match the capacities of different environments (e.g.,
print and electronic) to varying rhetorical situations
Faculty in all programs and departments can build on this
preparation by helping students learn
+ The expectations of readers in their fields
+ The main features of genres in their fields

+ The main purposes of composing in their fields




-‘ CRITICAL THINKING, READING,
AND COMPOSING

Critical thinking is the ability to analyze, synthesize, inter-
pret, and evaluate ideas, information, situations, and texts.
When writers think critically about the materials they
use—whether print texts, photographs, data sets, videos,
or other materials—they separate assertion from evi-
dence, evaluate sources and evidence, recognize and
evaluate underlying assumptions, read across texts for
connections and patterns, identify and evaluate chains of
reasoning, and compose appropriately qualified and
developed claims and generalizations. These practices
are foundational for advanced academic writing.

By the end of first-year composition, students should

+ Use composing and reading for inquiry, learning,
critical thinking, and communicating in various rhe-
torical contexts

+ Read a diverse range of texts, attending especially
to relationships between assertion and evidence, to
patterns of organization, to the interplay between
verbal and nonverbal elements, and to how these
features function for different audiences and
situations

+ Locate and evaluate (for credibility, sufficiency,
accuracy, timeliness, bias and so on) primary and
secondary research materials, including journal arti-
cles and essays, books, scholarly and professionally
established and maintained databases or archives,
and informal electronic networks and Internet
sources

+ Use strategies—such as interpretation, synthesis,
response, critique, and design/redesign—to com-
pose texts that integrate the writer's ideas with
those from appropriate sources

Faculty in all programs and departments can build on this
preparation by helping students learn

+ The kinds of critical thinking important in their
disciplines

+ The kinds of questions, problems, and evidence

that define their disciplines

+ Strategies for reading a range of texts in their fields

2. ™ PROCESSES

Writers use multiple strategies, or composing processes, to
conceptualize, develop, and finalize projects. Composing
processes are seldom linear: a writer may research a topic
before drafting, then conduct additional research while
revising or after consulting a colleague. Composing pro-
cesses are also flexible: successful writers can adapt their
composing processes to different contexts and occasions.
By the end of first-year composition, students should

+ Develop a writing project through multiple drafts

+ Develop flexible strategies for reading, drafting,
reviewing, collaborating, revising, rewriting, reread-
ing, and editing

+ Use composing processes and tools as a means to
discover and reconsider ideas

+ Experience the collaborative and social aspects of
writing processes

+ Learn to give and to act on productive feedback to
works in progress

+ Adapt composing processes for a variety of tech-
nologies and modalities

+ Reflect on the development of composing practices
and how those practices influence their work

Faculty in all programs and departments can build on this
preparation by helping students learn

+ To employ the methods and technologies commonly
used for research and communication within their fields

+ To develop projects using the characteristic pro-
cesses of their fields

+ To review work in progress for the purpose of
developing ideas before surface-level editing

+ To participate effectively in collaborative processes
typical of their field

rJ KNOWLEDGE OF CONVENTIONS

Conventions are the formal rules and informal guidelines
that define genres, and in so doing, shape readers’ and
writers' perceptions of correctness or appropriateness.
Most obviously, conventions govern such things as
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mechanics, usage, spelling, and citation practices. But they
also influence content, style, organization, graphics, and
document design.

Conventions arise from a history of use and facilitate
reading by invoking common expectations between writ-
ers and readers. These expectations are not universal;
they vary by genre (conventions for lab notebooks and
discussion-board exchanges differ), by discipline (conven-
tional moves in literature reviews in Psychology differ
from those in English), and by occasion (meeting minutes
and executive summaries use different registers). A writ-
er's grasp of conventions in one context does not mean a
firm grasp in another. Successful writers understand, ana-
lyze, and negotiate conventions for purpose, audience,
and genre, understanding that genres evolve in response
to changes in material conditions and composing tech-
nologies and attending carefully to emergent
conventions.

By the end of first-year composition, students should

+ Develop knowledge of linguistic structures, includ-
ing grammar, punctuation, and spelling, through
practice in composing and revising

+ Understand why genre conventions for structure,
paragraphing, tone, and mechanics vary

« Gain experience negotiating variations in genre

conventions

+ Learn common formats and/or design features for
different kinds of texts

+ Explore the concepts of intellectual property (such
as fair use and copyright) that motivate documenta-

tion conventions

+ Practice applying citation conventions systemati-

cally in their own work

Faculty in all programs and departments can build on this
preparation by helping students learn

+ The reasons behind conventions of usage, special-
ized vocabulary, format, and citation systems in
their fields or disciplines

« Strategies for controlling conventions in their fields
or disciplines

+ Factors that influence the ways work is designed,
documented, and disseminated in their fields

+ Ways to make informed decisions about intellectual
property issues connected to common genres and
modalities in their fields.

WPA Outcomes Statement for First-Year Composition (3.0), approved July 7, 2014. Copyright © 2014 by the Council of Writing

Program Administrators. Used with permission.
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When you write, you strive to fulfill
a goal. In school, you often write
papers to communicate your ideas
and develop essay exam answers
to demonstrate what you have
learned. Outside of school, you
use writing to perform your duties
in the workplace, to make your
voice heard in your community,
and to communicate with friends
and family. All discourse has a
goal or purpose: to inform, to per-
suade, to entertain, and so on.

Whatever the purpose, effec-
tive writers achieve their goals
through rhetoric. Rhetoric is the
use of words—either spoken or
written—as well as visuals to con-
vey an idea or message for some
purpose. Rhetoric is used intention-
ally to appeal to a specific audi-
ence. Each chapter in this book has
a rhetorical focus on what you, as a
writer, want your writing to accom-
plish for a specific audience. Inten-
tional, thoughtful choices you make
as a writer are often referred to as
rhetorical decisions.

The first rhetorical decision a
writer makes is to answer the fol-
lowing question: What would you
like this writing to do for a particu-
lar group of readers—your
audience—in a particular place

Writing Goals and
Objectives for College
and for Life

Aggapom Poomitud/Shutterstock

and at a specific time? Once you

have determined your audience
and purpose you are prepared to
decide how much and what kinds
of information your audience
needs to know and what will be
convincing to this audience. You
also decide how to collect this
information and how to present it
in an appropriate format. This rhe-
torical approach to writing applies
to all decision making that you
do in various settings—not just in
the classroom—in crafting any
message.

This chapter provides the
context for the exploration of writ-
ing in subsequent chapters. Here
we look at writing in the four areas
of life, the course learning goals,
the concept of becoming a self-
reflective writer, and strategies for
lifelong success as a learner.

As you work through this
chapter, think about the writing
you will produce for this class as
well as for the other classes you
are taking. How will the ideas in
this chapter help you improve
your writing?
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See Chapter 4 for
writing-to-learn

strategies.

Writing in the Four Areas of Your Life

Improving your ability to produce effective texts for college is an important goal
of this course and this text. However, writing skills are vital not only in college
but also in the professional, civic, and personal parts of your life. If you are like
most students, during the next few years, you will devote much of your time to
your academic studies. When you finish your academic studies, however, your time
commitments will probably change.

Although it is possible that you may still be a student five years from now, it
is more likely that you will devote most of your time to the other three parts of
your life—especially to your professional life. The writing that you produce in
college will prepare you for each of the other areas of life. You will transfer the
knowledge you are building to produce texts in workplace environments, which is
a similar kind of writing used for civic engagement.

You will be expected to do a great deal of writing in college because writing is a pow-
erful tool both for learning and for demonstrating learning. Students who use writing
to explore course material generally learn more—and get higher grades—than students
who do not. For example, if you write summaries of texts you read, your reading com-
prehension skills are typically much better than a student who does not write summa-
ries. The reason for this enhanced performance is fairly simple: writing is an effective
way to become more involved with your course material in all of your college classes.

Almost all jobs require some writing; some require a great deal of it. In the work-
place, you may be asked to write a proposal or a report. You might be asked to
join a team to develop a presentation and/or document new processes. Most
employees send e-mails to various audiences, including their peers, supervisors,
or clients, throughout their day. Because of these kinds of communication demands,
employers frequently list strong writing skills as one of the most important qual-
ifications they seek in job candidates.

Surveys of employers consistently confirm the importance of writing in the
work world: employers want to hire people who can write and speak clearly and
effectively, think critically, solve problems efficiently, work well in teams, and use
technology thoughtfully. The most competitive job seekers are those who begin
honing these skills early.

Societies work most effectively when citizens are well educated and involved. If you
have strong feelings about issues in your community and want to have a voice in
how your society functions, you need to actively participate in your community. One
important way to make your voice heard in a representative democracy is to write.
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You can write to elected officials at the local, state, and federal levels to let them
know what you think about an issue and why you think the way that you do. In
addition to writing to elected officials, you might find yourself writing to the local
newspaper so your views can be more widely circulated. In the civic part of your
life, you often solve problems by working with others—neighbors or other citizens
who are involved and interested in issues that affect them, their neighborhood, and
their community.
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Writing Activity

Balancing the Four Areas of Life

Working with two or three of your classmates, answer the following questions
about the bar graph shown in Figure 1.1. Compare and discuss your responses.
Your instructor may ask your group to share its findings with the rest of the class.

e Which group of bars (1, 2, 3, or 4) comes closest to representing the
current balance in your life? What kind of writing do you produce
for each area of life?

e Which group of bars comes closest to representing what you consider
the ideal balance for someone enrolled full-time in college? For someone
enrolled part-time? For a student with family responsibilities and/or a part-
time or full-time job?

e Which group of bars best represents the balance that you would like to
achieve a decade from now? Two decades from now? Five decades from now?

1

B Academic
[ Professional

FIGURE 14
Balancing the
Four Areas of Life

Personal
M Civic

Writing as a Family Member or Friend

Even though writing in the academic, professional, and civic areas of life is import-
ant, the writing that you do in your personal life at times can be the most important
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of all. We write—whether in print or in digital spaces—to the people who are
significant to us to accomplish life’s daily tasks and to fulfill our needs. For
example, you might develop a newsletter with the intention of updating family and
friends on important events, or you might write in a daily journal about the events
of your life with the intention of gifting these memories to generations to come.

Learning Goals in This Course

Whether you are writing for an academic, professional, civic, or personal audience and
purpose, you will draw on the same set of writing skills. Your work in this course will
help you to learn and to apply these skills to specific writing situations. To achieve
this end, throughout the text we have incorporated the learning goals developed by
the Council of Writing Program Administrators, a national organization of instructors
who direct composition courses. The goals, called the Writing Program Administra-
tors Outcomes Statement, are organized into four broad areas: rhetorical knowledge;
critical thinking, reading, and composing; writing processes; and knowledge of con-
ventions. Woven throughout these are goals specific to using digital technologies in
writing practice; and throughout this text, “Using Digital Technologies” boxes provide
guidance for improving your skills in this area. The following content helps you better
understand the four areas of the national learning outcomes.

Rhetorical knowledge includes an understanding of these aspects of the writing
situation:

e Audience

e Purpose

¢ Rhetorical situation

e Writer’s voice, tone, and level of formality

¢ Context, medium, and genre

To write for others successfully, you need to tailor your writing to their expecta-
tions and needs. You need to focus on where there is a meeting of minds—yours
and theirs—and where there is not. For example, if you were to write the following
grocery list and take it to the store, you would probably know precisely what you
had in mind.

Grocery List

cereal

milk

coffee
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bread
paper

If you were sick, however, and had to rely on a close family member to do your
grocery shopping for you, you might have to revise the list by adding a few more
details.

Version of the Grocery List for a Family Member

cereal

1% milk

coffee beans

multigrain bread

Sunday paper
If you handed the list to a neighbor, though, you would probably have to add much
more specific information.

Version of the Grocery List for a Neighbor

Grape Nuts Flakes

1% milk (half gallon)

whole-bean Starbucks Sumatra extra-bold decaf coffee

Grandma Sycamore’s multigrain bread

the New York Times
In each case, you would adjust your list for the audience who needs to act on the
information. When you share a great deal of experience with your reader, you can leave
gaps in information without causing serious problems. The fewer experiences you have

in common with your audience, however, the more you need to fill in those gaps with
details and description as you revise, rather than after you have finished writing.

In this book Chapters 3-12 focus on common rhetorical purposes for writing: to
understand and synthesize texts, to learn, to share experiences, to explore, to inform,
to analyze, to convince, to evaluate, to examine causes and effects, and to solve prob-
lems. In Chapter 3 you will learn to respond critically to a text and to synthesize texts.
In Chapter 4 you will have opportunities to experiment with many forms of writing
to learn, which will serve you in this course as well as your other courses. In Chapters
5-12, you will have opportunities to engage with those purposes in some detail. In all
the chapters, we will ask you to connect the concepts outlined to the other classes
you are taking (and the writing you will do in those classes).

When writers compose for a particular purpose, in response to the needs of a
particular audience, they are responding to a rhetorical situation. A rhetorical



PART1 | Getting Started Chapter 1 | Writing Goals and Objectives for College and for Life

situation consists of the following elements: Writer, purpose, audience, topic, and
context/occasion.

Although each rhetorical situation is unique, there are general types of situa-
tions that require writers to use the appropriate conventions of format and struc-
ture. For example, if you are writing a lab report for a biology course, your
instructor will expect you to structure your report in a certain way and to use a
neutral, informative tone. If you are proposing a solution to a problem in your
community, your readers will expect you first to describe the problem and then
to explain how your solution can be implemented, using a reasonable, even-handed
tone and giving some attention to possible objections to your proposal.

A writer’s voice is the personality or image that is revealed in the writer’s text—the
impression made on the reader. To establish a distinctive voice, a writer thought-
fully and consistently makes decisions about such elements as diction (word
choice), syntax (sentence structure), and punctuation. All of these decisions are
based on the writer’s understanding their audience and purpose. It is important
to note that “all languages have rules” as linguist Rusty Barrett points out, and
writing isn’t correct or incorrect, but rather “grammatical” or “ungrammatical.”
The writer’s approach and voice is relative to the rhetorical situation.

Tone is the writer’s attitude toward the topic, the audience, and other people.
Tone can reveal the extent to which a writer is respectful/disrespectful, patient/
impatient, supportive/unsupportive, angry, happy, irritated, accommodating/unac-
commodating, and the like. For example, Stephen Colbert, host of The Late Show
with Stephen Colbert, will say something like, “I couldn’t have said it better myself”
when a political figure or celebrity has made a statement that many people find
offensive or illogical. Everyone knows that his tone is ironic; he clearly means the
opposite of what he is saying. Together voice and tone are used when a writer is
determining how formal to be in meeting the expectations of the audience. Writ-
ers should be thoughtful in their approaches to using the language that will be
most effective for the specific audience and purpose.

The context for writing affects the writer’s choice of modality and genre. Too often
in college writing situations students default to seeing the teacher as the audience,
and writing the genre, of an essay. The teacher is often a reader but not the audience.
Carefully thinking about the rhetorical situation that has been presented to you
when you begin writing will allow you to use the voice and level of formality,
which provides a space for various language decisions. For example, an executive
who needs to announce a company’s plan for furloughs (required time off without
pay) to thousands of employees in several cities will probably choose to send a
memo (the genre) via e-mail (the modality). This genre and this modality make
sense in this context because companies often use memos for such announce-
ments. Further, the medium of e-mail is cost-effective.
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Context: Throughout this book you will have opportunities to write in a variety
of contexts, or the circumstances that surround your writing, in all four arenas of
life: the academic, the professional, the civic, and the personal. These opportuni-
ties appear in scenarios describing various rhetorical situations that give rise to
writing. Consider what you would write if you were in the following rhetorical
situations:

1. You want to convince the financial aid officer at your college that you need
a scholarship to stay in school next semester.

2. After a disagreement with a family member or friend, you want to apolo-
gize for having said something that you regret.

3. After a conversation with your supervisor at work, you want to communi-
cate you need to reduce your work hours, so you can focus more on school.

As you contemplate these rhetorical situations, consider how the purpose, audi-
ence, topic, and context/occasion might alter what you will write and in what
format you will deliver the information. For instance, how does writing an apology
to a loved one (no. 2 above) differ from writing a request to your supervisor (no. 3
above)?

Medium/Modality: A medium is a means of delivering communication. Media, often
referred to in academic settings as modality, come in formats of print, electronic, or
sound. For example, a book can be in print and picked up at a bookstore. Books are
also offered through audio files and listened to through apps or read in an electronic
reader. Video can be watched via a streaming service, through a website, or on a
DVD. A letter could be sent on a piece of paper through the mail, sent as an e-mail

How would your
writing change if
you were writing
to (a) a friend who
is still in high
school about your
new roommate,
and (b) a housing
administrator to
request a housing
change?
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attachment, or read aloud to the audience. When you combine together more than
one media (or modality) your text is multimodal. According to Claire Lauer in her
article “Contending with Terms: ‘Multimodal’ and ‘Multimedia’ in Academic and
Public Spaces,” multimodal is the academic term that is used interchangeably with
multimedia, but that is more accurate in terminology because of the focus on design
and process. Think of medium, or modality, as you consider the best method to
deliver a text to your audience. As you develop projects for Chapters 5-12, you will
be encouraged to use various (and multiple) modalities to communicate with your
audience. Although you may want to use what feels most comfortable, you may also
want to try forms of media that you have not used before.

Genre: Genre is a French word meaning “kind” or “type.” Although people fre-
quently use the word genre to refer to kinds of texts, such as a letter, a formal
paper, a report, a blog, a website, or a memo, people use this word in a wide
variety of ways. You may have heard genre used to refer to the content of texts.
For example, Shakespearean plays are labeled tragedies, comedies, or histories.
If a friend tells you that she saw a film version of a Shakespearean tragedy last
night, you could guess fairly accurately that she saw characters die as a result of
foul deeds. Likewise, if another friend said that she had read résumés all morn-
ing, you would know that she was reading a genre about people’s educational and
work backgrounds.

Genre also refers to different forms of texts. For example, think again about
the friend who said that she had read résumés all morning. Résumés have not
only standard content (educational and work background) but also a generally
standard, easily recognized format. Likewise, you can typically tell a newspaper
or magazine article based on glancing at its format.

From a rhetorical standpoint, you select the format or overall structure of the
piece of writing you are constructing. A letter will have a salutation, a body, and
a signature, although the structure of the body of that letter could vary widely—it
could be organized in paragraphs or as a list, for instance. The point is that con-
tent can come in many kinds of packages. For example, in writing to convince
people to wear a face mask during the global pandemic you could use any of the
following: a letter to the editor of a local newspaper a flyer, a poster, or a website
in which you present an argument in support of wearing face masks a poem, short
story, play, or song about someone who died because he neglected to wear a mask
and socially distance an obituary; or a social media story.

You may choose from a wide variety of genres for writing projects in
Chapters 5-12. In each of these chapters, you will find information about genres that
are commonly used for that rhetorical purpose. For example, in Chapter 9, “Writing
to Convince,” you will find information about editorials, position papers, job refer-
ences, and advertisements. In writing, genre means that you follow the conventions
of a type of writing and provide, generally, what readers expect from that genre. A
paper for one of your college classes will usually be more formal and detailed than
an e-mail you might write to your classmates asking them to vote in an upcoming
election. Let’s look again at the list of three rhetorical situations discussed in the
context section and determine the medium and genre for each scenario.
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A rhetorical analysis is an examination of the relative effectiveness of a particular
text written for a particular audience for a particular purpose. It can include any
of the previously mentioned features of rhetorical situations: audience, purpose,
voice and tone, context, format, and genre. The average person does many rhetor-
ical analyses each day. Although formal rhetorical analyses are more elaborate
than this example suggests, the principle is the same.

Throughout this book, you will have opportunities to engage in rhetorical
analysis. For example, at the end of each reading in Chapters 5-12, you will have
an opportunity to write brief rhetorical analyses of those texts.

To get the most out of your reading and to accomplish your goals as a writer, you
need to develop and use critical thinking skills. In Chapter 2 we offer some infor-
mal reading and writing activities that promote critical thinking. Although these
activities will help you read more thoughtfully, many of them are also tools for
generating ideas and material for the more formal writing tasks you will do in all
four parts of your life and, of course, in the other college classes you are taking.

In general, you engage in critical thinking when you examine an idea from
many perspectives—seeing it in new ways. For example, when you write a formal
argument, you will need to address others’ objections to your ideas if you hope
to persuade your audience to accept your point. As noted in Chapter 3, when you
respond to texts or when you synthesize the ideas in several texts, you are think-
ing critically. You can also apply critical thinking to understand the relationships
among language, knowledge, and power. That is, language often has a greater
impact when it is used by people in positions of social, political, or economic
power. When used effectively, language is often far more powerful than physical
weapons. Many modern governments have written constitutions and written laws
derived from those constitutions. The most politically and economically powerful
people in societies tend to be those who use critical thinking and language most
effectively to present their ideas.

Although writing processes vary from writer to writer and from situation to situ-
ation, effective writers generally go through the following activities:

¢ Generating initial ideas

¢ Relating those ideas to the writing situation or assignment

¢ Conducting research to find support for their ideas

¢ Organizing ideas and support and writing an initial draft

» Revising and shaping the paper, frequently with the advice of other readers

¢ Editing and polishing the paper

For more information
on rhetorical analysis,

see Chapter 2.





