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Successes:

90% of our students enter either 
2-4 year colleges

90% need no remediation in writing

50% or more score within 
remediation range when
Compass tested as juniors



Writing 
Across the Career Pathways:

A Dual Process

Language Arts 
Classroom

Career and Technical      
Classroom
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Fortune 500 
Information Technology V.P.

• “Write to instruct” 
• Conciseness
• Clarity

• “Present in a variety of ways”
– E-mail
– Power point
– Word
– Excel
– Visio
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Sue cn u lnd me 

5$

No $ 

sorry



“Multi generational”
communication in the 

Work Force

Current 

Generation of 

Students?



The 
Pot Roast
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Thinking and Writing
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WHAT IS 
TECHNICAL 
WRITING?
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Describe this 

scene

Coastline as 

seen from a 

helicopter

Frothy white 

waves crashing 

against a 

verdant 

coastline of 

rugged trees 

and wondrous 

beaches.



The Three C’s

Clear, Concise and Cohesive 
Communication
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Technical Writing Trademarks 



Technical Writing 

• Follows specific formats

• Uses White Space 

• Structured in style and content
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What is the difference between what 

we teach in school and technical writing 

for the real world?
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Academic vs. Technical 
Differences

Knowledge
Audience
Criteria for Evaluating
Use of Graphics/Page Design
Language
Format

©2011 Carol Larkin



How Does Technical Writing 
fit into the Academic 

Curriculum and Standards?
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Types of Technical Writing 

Trip Reports, Project Updates

Proposals, Resumes, Letters

Instruction and Process manuals, flyers, 

brochures

Equipment and Product evaluations

Technical Research

Lab Reports

Equipment and Product Testing, lab 

reports

Technical research and Project Proposals
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Types of Technical 
Writing 

Discourses of 
Writing:

Trip Reports, Project Updates Informative

Proposals, Resumes, Letters Persuasive

Instruction and Process 

manuals, flyers, brochures

Descriptive

Equipment and Product 

evaluations

Compare/Contrast

Technical Research Argument

Lab Reports Analysis

Equipment and Product 

Testing, lab reports

Evaluation

Technical research and Project 

Proposals

Research

Text types and 
Purpose

Research to Build and 
Present Knowledge

Integration of 
Knowledge and Ideas

Collaboration

Knowledge of 
Language

Conventions of 
Writing

Ohio Common Core 
Standards



WHY TEACH 
TECHNICAL WRITING?
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Teaching Literacy

The 21st Century 
Worker: 

• 80% or more of writing 
and reading will involve 
– Non-fiction tasks—

• Reading and 
responding to 
quantitative 
information and 
documents. 

The 21st Century 
Student:

• 80% of time writing 
involves reading and 
writing 
– Fiction responses

• Affective tasks 
of connecting to 
literature
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Implications
• Fiction requires:

– Personal 
reflection/connection

– Emotional response

• Non Fiction requires:

– Adaptive thought, reasoning 
and behavior

– Patterns to decode

– Information to apply
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Technical Writing—
Unique Characteristics
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#1 Clarity
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Eats shoots, and leaves.

Eats, shoots, 

and leaves.

Punctuation defines Clarity
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A woman without her man is nothing.

A woman, without her, 
man is nothing.

A woman, without her man, 
is nothing.



Dear John: 

I want a man who knows what love is all about you are 

generous kind thoughtful people who are not like you 

admit to being useless and inferior you have ruined me for 

other men I yearn for you I have no feelings whatsoever 

when we’re apart I can be forever happy will you let me be 

yours. 

Gloria 
source:  The Internet
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Punctuation Guffaws

Two million dollar comma error---

All foreign fruit plants, etc. according to an agreed tariff 
revision were to be allowed into the country free of 
tariffs. 

With misplaced comma it read “all foreign fruit, plants,” etc.

Consequence--

tariff charges--- over $2 million in lost revenue.
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# 2 Conciseness
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How long does it 
have to be??????

Say it once, clearly and 
move on.
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In my experience school writing is 
the most important skill one can have 
while trying to get an education and 
gain knowledge to use later on in the 
future with whatever life has in 
store.

Stretching a sentence!

Repetitious!

Passive Voice!



"The Park Lock cable on your tractor may not be 
adjusted properly resulting in park not engaging 
after the transmission shift level is moved to the 
'park' position.  As a result, unexpected non-
powered tractor movement may occur"

John Deere Safety Notice

Translation:
“Park Lock Cable” may not lock,

resulting in unsafe conditions.  

Check the cable before leaving machine unattended.
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Active and Passive Voice

“We have not passed that subtle line 
between childhood and adulthood until we 
move from the passive voice to the active 
voice-that is until we stop saying 'it got lost' 
and start saying 'I lost it‘”  

Sydney J Harris
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# 3  Organization



Organization

• Paragraph 1 
– Purpose for writing 

– Overview of content

• Paragraph 2+
– Detailed reporting, or 

presentation of data

• Closing Paragraph
– Summation of the content with 

analysis of data
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#4  Page Design



Page Design/Layout Tools

• Columns

• Headings and Sub-headings
– “Navigational Aids”

• Graphics:
– Charts, Illustrations, drawings 

• Bullets

• Tables
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“Global Warming and 

Dog Flatulence”
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A Lesson in Page Design:



Use of 

White Space
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The Road Not Taken

A Fork in the Road Beckons You

Take the Road Less Traveled

1.

2.

3.

4.

A lesson 
using 
Robert 
Frost’s 
“Road 
Not 
Taken”
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Integrated 
Academics
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How can we bring Tech and 

Academic Teachers together 

to create blended lessons?
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Bringing Academic and Tech Teachers 
Together

• Climate

• Opportunity

• Leadership of Administration

• Planning

• Creating Common Writing 

and Presentation Rubrics

©2011 Carol Larkin



©2011 Carol Larkin

CTE 

Embedded 

Standards

Language 

Arts 

Content 

Standards

Rhetorical 

Device/format 

of writing

Writing 

Product

A Crosswalk of Academic and Technical 
Standards for Integration of Technical 

Writing
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A Crosswalk of Academic and Technical Standards for Integration of 
Technical Writing

CTE 
Embedded 
Standards

English Content 
Standards

Rhetorical 
Device

Writing 
Product

Utilize tables, 

charts, and graphs 

to clarify textual 

explanations and 

support arguments

Write functional documents 

(e.g., requests for 

information, resumes,

letters of complaint, 

memos and proposals) 

that:

Compare/

Contrast

Equipment 

Evaluations  

Memo/Reports



Develop Common Rubrics

• Share different qualities of technical 
writing—good, bad and ugly.

• Rate papers

• Discuss what makes them good/bad 
and ugly

• Create the rubric from discussion
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Area 4 3 2 1 0

Format (template) No error – Perfect 

form.

Displays knowledge of 

format with 1 – 2 

errors.

Displays knowledge of 

format with 3+ errors.

Displays major lack of 

knowledge.

OMG!!

No form.

Structure 

(organization)

Information flow is 

logical, interesting 

and easy to follow.

Information flow is 

not always logical,  

interesting or easy to 

follow

Information flow is 

disjointed (choppy), 

and is somewhat 

difficult to follow

Information flow lacks 

logical order and 

makes it extremely 

difficult to follow

OMG!!

Information flow is 

not present

MUGS

-Mechanics

-Usage

-Grammar

-Spelling

No errors exist that 

interfere with making 

sense of the reading:

Clear evidence of 

thorough 

proofreading

A few errors exist that 

interfere with the 

sense of the reading: 

evidence of moderate 

proofreading

Some errors exist that 

interfere with the 

sense of the reading: 

evidence of minimal 

proofreading

Many errors exist that 

interfere with the 

sense of the reading: 

no evidence of 

proofreading.

OMG!!

MUGS Elements not 

present

Content All expected data is 

present, desired 

content is explained 

clearly

Majority of expected 

data is present, 

desired content is 

explained clearly

OMG!!

Very limited data 

present

A Work in Progress—developing a Writing Rubric
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Embedded Academics 
and Integrated 

Technical Writing
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Business Profile
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• Research a Tech related company

• Report research in memo format

• PowerPoint presentation
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Instructions:



Think Global, 
Educate Local

• Extend Company Profile 

• Study customs, education and business practices 
in a foreign country

• Create a “Survival” Dictionary

• Present Report

• Re-in-act a business transaction with a 
representative of the country they studied.
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A Brochure

• The Declaration of Independence

– bullet the grievances against the king

• Ben Franklin’s Autobiography,--Moral Perfection

– Choose from his list of virtues

• Virtues for Success

– Workplace Brochure

©2011 Carol Larkin



 Have a Happy 
Attitude 

 Treat Any 
Customer as a 
Friend 

 Work Hard at Any 
Legal Job (or 
illegal job if you 
want to take the 
risk) 

 Never Slack Off 

 

 

 

 

 Follow Corporate Rules 

 Respect Co-Workers 

 Be Serious in Work 
Situations 

 Be Consistent With Your 
Work 

 Be Courteous and Kind to 
Everyone in Your Work 
Environment  

 

 

 

 

 

 

 Be Cooperative 

 

 Never Make 
Excuses 

 

 Don’t Be 
Expendable 

 

 

Virtues in the Workplace
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Career Pathway Research
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Research Mechanics

• IT instructors teaching Access and Excel 

• Spreadsheets to manage note-taking for research papers:

Type Notes Slug Bib Ref #
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Career Research
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Collaboratively writing-

Mission Statements 
and Core Values 

instead of rules and 
regulations



Job Description

©2011 Carol Larkin

A Man for All Seasons

Macbeth

Huckleberry 
Finn



Job Evaluation

King Arthur The Crucible—Judge 
Hawthorn
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Lab Reports

• Dr. Heidegger’s Experiment
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Business Proposals

• Jonathon Swift’s 

“A Modest Proposal”

( a business proposal to 

eliminate a pressing 

social concern)
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Resumes and 
Letters of 
Inquiry
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Job Objective:
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•To eliminate any threat or potential harm 
towards the land through force and 
violence.

Beowulf’s Resume:



Education
• Edgetho’s Kinder Fight Club, 512-

513

• International Battle Training 
Academy 514-520

• Gifted Geat University, 522-524
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Wiglif’s Letter of Recommendation 
for Beowulf
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Heraldry: A Technical 

Research Paper



Design and
Mill Shield 
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Student Designs
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Blog on Chivalry and Modern Times



Instructional 
Manuals
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Mouse Trap Operation Manuals

©2011 Carol Larkin



©2011 Carol Larkin



©2011 Carol Larkin



Liability Disclaimers
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Mousetrap 
Manuals     

become:

©2011 Carol Larkin



©2011 Carol Larkin

Computer Game Instruction Manuals
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Machine Operation Manuals
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Robotics 

Construction Manuals



Educational Software Games
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Electronic Story Books
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Chaucer For       
Children
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A Showcase 
Project

A fully integrated Information 
Technology  and Language Arts 

Project
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Company 

Logo

Business 

proposal for 

funding

Classroom 1.ppt
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The 

Virtual 

Classroom



The Virtual Reading Room
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Field Testing the Product
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Transcendental Calendars
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June Conferences/workshops and speaking conferences/workshops and speaking conferences/Desktop/career cluster material/final CCluster Presenttations/Presentation fo School Improvement--/transcendental calander 2.ppt


If we always do what we’ve always 
done,

We always get what we always got--
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Integrated 
projects 

challenge us 
to:
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Write and Think
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outside the box



Thought for Parting

• It appears that the most important difference 
between the most and the least effective 
classrooms is the teacher; but the most 
important variable appears to be what they 
do rather than what they know.

• Reeves, D. B. (2007). Ahead of the curve. 
Bloomington, IN: Solution Tree
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Teaching to the Future is not always--

But it is challenging and fun
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FOR MORE INFORMATION
Go to:

www.teachingtothefuture.com
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