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ñThe Writing in the Disciplines and Across the Curriculum and Communities (WID/AC) 

program at CCBC recognizes that globalization and recent advances in technology increase the 

demand for more proficient writing and communication skills in all academic disciplines, 

vocational programs, and the workplace. Writing, critical thinking, and lifelong learning are 

inextricably linked, complex processes, and the WID/AC program aims to provide a forum 

where the College unites to support one another by exchanging pedagogical strategies and 

promoting practices which emphasize both the value of writing to learn and the use of writing as 

an essential teaching tool. WID/AC reinforces the Collegeôs mission statement to serve our 

diverse community by empowering and liberating student voices, and increasing their efficacy 

across borders, boundaries, and worlds.ò 

 

ðMission Statement, CCBC WID/AC Program   
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FIRST-YEAR WRITING AT CCBC  
 

 

PHILOSOPHICAL STATEMENT  
 

 

Writing challenges us to combine our higher order skillsðour brains process what we 

experience, observe, interpret, and want to express. When we write, we organize ideas, consider 

the audience, the purpose, and the impact we want to make. We determine the most appropriate 

format: a sparse report, a highly enriched imaginative expression, or a fully documented 

exposition. 

 

The First-Year Writing courses (ENGL 101/102) are the college-level writing courses that help 

develop and refine the writing you began when you first picked up a pencil or tapped at a 

keyboard. 

 

English 101 

 

We expect you to come to ENGL 101 familiar with how to use the basic mechanics of the 

English language: its grammar, vocabulary, and spelling. And we expect you to have a sense of 

how to organize material and present it coherently. If your skills are weak in these areas, you will 

be directed to ENGL 051 or 052 to develop your skill set to match the requirements of English 

101.  

 

English 101 reinforces the practice of writing as a recursive activity. That means there are stages 

to inventing, drafting, supplementing, revising, editing, and proofreading work. In First-Year 

Writing, we help you to develop your secondary writing skills by working with a variety of 

rhetorical modes, and by developing ways to access, evaluate, and use information from outside, 

professional sources including databases, personal interviews, and other library source materials.  

 

One of our major goals is to help you to respect intellectual integrity. We will help you to 

distinguish between using ñcommonò knowledge and documenting othersô thoughtsðand to 

process it into your own wording. You will transfer these skills to your other college courses and 

your professional career. 

 

English 102 

 

In English 102, you will continue drafting, revising, documenting, and editing. The primary 

materials with which you will work will be more complex textsðthese usually include non-

fictional essays, poetry, and literatureðand analyzing them, using rhetorical techniques, and 

investigating the multiple levels of language use. 
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Writing Beyond the Composition Courses 

 

Writing does not stop with First-Year Writing! Other sections of this handbook delineate each 

departmentôs expectations for effective writing for that particular discipline. Other faculty 

members have the same expectations of clear, cogent writing for every course you take.  

Ultimately, you will transfer the skills you developed in the composition classroom to the 

workplace.  
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THE CCBC WRITING CENTERS  
 

 

Throughout the process of receiving an education at The Community College of Baltimore 

County, you will be called upon to write a variety of assignments in a variety of styles for a 

variety of disciplines. While individual courses and professors have different expectations, there 

are certain hallmarks to any good writing. Knowing the purpose of the document you are 

composing, being aware of the audience to whom you are writing, acknowledgingðand 

adhering toðthe limitations placed on you as a writer, and learning to conform to the rules of 

standard written American English are all important parts of the writing process.  

 

Writing can be a daunting task for anyone; therefore, it can be especially scary for a freshman in 

college. This is where the Writing Centers come in. Our entire purpose is to help you become a 

better writeréand to help you realize what you need to do to continue to improve your writing. 

Therefore, we will help you with any part of the writing process including: 

 

Åhelping you come up with ideas to talk about in your assignment 

Åhelping you organize your thoughts 

Åhelping you edit your material 

Åhelping you format your document 

Åhelping you cite any sources that you have used (using any documentation style) 

Åhelping you understand comments that your professor has made on a paper or draft 

Åhelping you to learn how to proofread your own work.  

 

Bottom line: as Writing Consultants, it is our job to make you more comfortable as a writer. 

Whether itôs a lab report for biology, a narrative essay for English, or a research paper for 

philosophy, we are here to make your life easier. So use us! 

 

 

HOW THE PROCESS WORKS 
 

 

Step 1: Making an Appointment 

 

Each campus Writing Center has a different protocol, but it is always advisable to make an 

appointment. The phone numbers and locations of the campus Writing Centers are listed below. 

Keep in mind that the online writing lab is also an option as well. No matter where you get help, 

make sure to plan aheadðwe get very busy! 

 

Step 2: Attending Your Appointment 

 

First of all, make sure that you are on time! During your half an hour session, you will work with 

a CCBC faculty member on whatever aspect of your assignment you feel needs help. Therefore, 

you should come to your appointment with the following items:  
 

Åa copy of your assignment sheet (if you have one) 
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Åa copy of any handouts from your professor regarding his/her expectations for the class 

or assignment 

Åyour text book (if relevant) 

Åa draft of the assignment (if you have started it already) 

Åany other similar assignments that your professor has commented on 

Åa pen 

Åsome paper 

 

Step 3: Following Through with What You Have Learned 

 

A Writing Consultantôs job is not to ñfixò your paper; his/her job is to give to you tools to make 

your paperðand future writingðbetter. For this reason, it is really important that you make the 

changes you and your Consultant have discussed and that you continue to apply what you have 

learned. Many students find that attending the Writing Center multiple times throughout the 

semester really helps their writing, and we definitely encourage this. Again, our job is to make 

you a better writer. And since we are free, why wouldnôt you come all the time?!  

 

 

CCBC WRITING CENTERS  

 

 

Catonsville Campus 

E 201-A 

443.840.4543 

Hours of operation (hours will vary by semester): 

  Monday-Thursday 8 a.m.-8 p.m. 

  Friday   9 a.m.-2 p.m. 

   

Dundalk Campus 

J 211B 

443.840.3666 

Hours of operation (hours will vary by semester): 

Monday-Thursday 10 a.m.-7 p.m. 

  Saturday  9 a.m.-1 p.m. 

  

Essex Campus 

E 338 

410.780.6799 

Hours of operation (hours will vary by semester): 

Monday-Thursday 9 a.m.-4 p.m. 

   

 

Online Writing Lab  

In addition to the main Writing Centers on each campus, the online writing lab is 

available for all students to use. Please see http://www.ccbcmd.edu/owl/etutoring.html 

for more information.  

http://www.ccbcmd.edu/owl/etutoring.html
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WRITING IN READING  
 

 

PURPOSE 
 

 

The purpose for writing in a reading class is to learn and demonstrate reading comprehension 

skills, to and express understanding in writing to successfully master college level materials in 

various disciplines. Reading students can better master reading and study techniquesðmain 

ideas, topics, supporting details, and critical thinkingðwhen writing is incorporated in the 

curriculum. In addition, as employees in the ever-changing global world, students must combine 

a mastery of reading comprehension and effective writing skills to succeed in their careers. 

 

 

TYPES OF WRITING ASSIGNMENTS   
 

 

Various types of writing/writing assignments may be assigned in reading classes: 
 

ÅJournals 

   ÅNote Taking 

ÅParagraphs 

ÅSummaries 

  

Journals 

 
Journal writing includes an extended response or personal reaction to a topic. 

 

Note Taking 

 
When taking notes, a student needs to identify and write significant information in an effective format. 

  

Paragraphs 

 
Composing paragraphs consists of short responses of several related sentences which identify the topic, 

main idea, and supporting details. 

  

Summaries 

 

A summary is a paragraph that ties together the key points of a reading passage. 
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EFFECTIVE WRITING IN READING  
 

 

Reading students should be able to write coherent sentences, paragraphs, and one to five page 

papers. They need to organize information into notes, paragraphs, and multi-paragraph papers. 

For effective writing, students should be able to focus their writing on one central idea and 

support that idea sufficiently with major and minor details. They should also know how to use 

organizational patterns to express their ideas clearly and how to use transition words effectively 

to connect ideas.  They should also capitalize, punctuate, spell, and use homonyms correctly. 

They should be able to distinguish the difference between first and third person and match voice 

to purpose. They should be able to apply standard written American English and eliminate non-

standard English for academic writing.  

 

Reading students may need to cite sources correctly within the text and on the Works Cited page 

according to the Modern Language Association (MLA) or within the text and on the References 

page according to the American Psychological Association (APA). 
 

Students should also be efficient in the writing process: planning, shaping, drafting, revising, 

editing, and proofreading. 
 

 

ADVICE ON WRITING IN READING   
 

 

The reading and writing assignments for reading students are interconnected and 

interdisciplinary. By developing the reading comprehension skills, you become a strong reader, 

which, in turn, can make you a better writer in your other college courses, college discipline, and 

as a lifelong learner. 

 

Some tips for being a strong reader and good writer are: 
 

ÅOrganize your thoughts by using a graphic organizer such as a conceptual map, web, or 

outline 

ÅAsk yourself the following:  

-What is the general subject of my writing (the thesis or topic)? 

-What is the controlling point that I would like to make about the thesis or topic? 

-What details can I use to explain or clarify my point? 

-What transition words and organizational patterns can I use to help the reader 

follow my thoughts? 

 

 

SAMPLE ASSIGNMENTS 
 

 
What is shown is meant to be just an example. Your instructor may require additional information to be 

included and specify variations on the format shown. Be sure to follow specific directions provided by 

your instructor. 
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Prior Knowledge 

 

Activity:  Prior knowledge is the information that is learned from living your life. In other words, prior 

knowledge is knowledge that you already have about a particular subject. Think about yourself five years 

ago. In the last five years you probably learned a lot of things about yourself such as your strengths, areas 

that need improvement, how to relate with others at work or in relationships, and other life time 

experiences. Activate your prior knowledge and write a letter to yourself when you were five years 

younger and had less prior knowledge. What are some things that wished that you knew five years ago? 

Remember to use transition words, proper spelling, and punctuation.  

 

 

Dear (your name) __________________________________________: 

 

You should know that in life you shouldé. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

LAB ACTIVITY  

LEARNING STYLES AND MULTIPLE INTELLIGENCES  

 

Knowing your personal learning style is invaluable as you plan specific strategies to learn new 

material and study for tests. This learning styles assignment will not only enhance your learning 

opportunities in college, but you will be able to utilize the results in other areas of your life as 

well. 

 

Complete at least three of the following surveys. Print your results and the suggestions given by 

the site. Read and analyze the recommendations for your learning preference. Write a two page 

typed report summarizing what you have discovered about your learning preferences or style. 

Your paper should include a description of your dominant learning preferences and how you plan 

to use this information to be successful in college.  
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http://www.engr.ncsu.edu/learningstyles/ilsweb.html 

http://www.jobsetc.ca/toolbox/quizzes/quizzes_home.do?lang=e 

(Under ñLearning Styles Quizzesò click ñMultiple Intelligence Quizò) 

http://www.usd.edu/trio/tut/ts/stylest.html 

http://www.metamath.com/multiple/multiple_choice_questions.html 

 

 

Requirements for paper submission: 

¶ Cover page with the title of the assignment, your name, and the date 

¶ 2 pages typed double space with 12 font (Handwritten papers will not be accepted!) 

¶ Printouts of the three surveys you used stapled or paper clipped to your packet 

¶ Neatness  

¶ Correct grammar and spelling 

 

ALL WORK IS DUE AT THE BEGINNING  OF THE NEXT LAB SESSION! 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.engr.ncsu.edu/learningstyles/ilsweb.html
http://www.jobsetc.ca/toolbox/quizzes/quizzes_home.do?lang=e
http://www.usd.edu/trio/tut/ts/stylest.html
http://www.metamath.com/multiple/multiple_choice_questions.html
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WRITING IN ENGLISH FOR SPEAKERS OF OTHER 

LANGUAGES (ESOL) 
 

 

PURPOSE 
 

 

Writing in English for Speakers of Other Languages (ESOL) courses helps non-native and World 

English speaking students (students who speak a variety of English that differs from Academic 

American English) develop the academic writing skills that they need to be successful in college 

credit courses. The specific content in ESOL writing varies depending on the level of the course. 

Beginning to low intermediate ESOL writing focuses on effectively writing a single academic 

paragraph. Intermediate to advanced ESOL writing focuses on effectively writing academic 

paragraphs and a five-paragraph essay 

 

Process writing is taught at all levels of ESOL. This means that the following will be part of your 

writing assignments: pre-writing, outlining, drafting, editing, revising, and producing a final 

draft. In addition, all students are required to complete writings both in class and independently 

as homework. While drafting, revising, and editing outside of class are important components of 

process writing, ESOL students must be able to produce effective writing assignments during 

class time within a limited period time. This will help prepare you for college credit courses and 

other professional contexts.     

 

Critical thinking skills are also an important aspect of ESOL writing and are very important in 

higher education in the United States. However, this is a new concept for many ESOL students.  

All writing assignments in ESOL courses will emphasize critical thinking skills through 

analyzing, problem solving, explaining, predicting, and comparing and contrasting. In addition, 

in the more advanced levels of ESOL, writing assignments must be completed according to the 

Modern Language Association (MLA) format.  This means that when you use outside research 

(information that came from another source and was not your own idea), you will have to 

indicate where you obtained that information. This process is called citing. This is very important 

because the idea of intellectual property or ownership of words and ideas is a new idea for many 

ESOL students.  Because of this, many ESOL students are not aware of the seriousness of 

plagiarism, which is copying information from another source and claiming that it is your own 

information, or failing to put an in-text citation in your writing to show that you obtained 

information from another source. As an ESOL student, you will hear about plagiarism repeatedly 

in the classroom and you will be held to the same standards relating to plagiarism and academic 

honesty as non-ESOL students.  

  

Finally, students will see that the difference between spoken and written English is emphasized 

in ESOL writing instruction. Students will learn that certain registers (a variety of a language that 

is used for a particular purpose) are appropriate for different contexts. Some registers are formal, 

while others are informal. Students will learn that they must write in a formal register in an 

academic context. 
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TYPES OF WRITING ASSIGNMENTS   
 

 

The goal of ESOL writing is for students to develop the writing skills that they need to be 

successful in college. The level of development for each writing assignment depends on the level 

of the ESOL course. At all levels of writing, students learn about and practice mechanics, 

effective writing strategies, and paragraph and essay organization. 

 

The following is a list of common writing assignments that you may complete in ESOL courses. 

They may be paragraphs or essays, depending on the level.  The specific assignment details may 

also be different, depending on the instructor.   

 

ÅAcademic Paragraphs 

   ÅPersonal Narratives 

ÅStep-By-Step Processes 

ÅCareer Assignments 

ÅCause/Effect 

ÅCompare/Contrast 

ÅSummary/Response 

ÅArgumentative Essay 

  

Academic Paragraphs 

 

An academic paragraph must have the components of an academic essay or a standard five-

paragraph essay. Usually, you will write about a topic that is familiar to you. Students will 

usually first look at a paragraph with all of the components of an academic essay or a five-

paragraph essay as a model, explore process writing, and then complete a paragraph on a 

particular topic.  A single academic paragraph includes the following parts: a topic sentence, at 

least three supporting ideas, transitional words, and a concluding sentence. A five-paragraph 

essay includes the following parts: an introductory statement or paragraph, a topic sentence or 

thesis statement, at least three supporting ideas or a three-paragraph body, transitional words, and 

a concluding statement or paragraph. 

 

Personal Narratives 

 

A personal narrative allows students to write about topics taken from their personal experiences.  

  

Step-By-Step Processes 

 

With this type of writing, students are asked to use the second-person form and explain how 

something happens or works. For example, students may describe the step-by-step process of 

getting a driverôs license or cooking a traditional meal.  
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Career Assignments 

 

In a career writing assignment, students may create a cover letter, a resume, or an assignment 

that incorporates an outside interview with an individual who has a specific career. Emphasis is 

placed on research (if applicable), organization, and the language used when writing in a 

professional context. 

 

Cause/Effect 

 

In cause/effect writing, students are often given a topic that relates to some type of social 

problem that they must analyze and discuss. (Critical thinking is strongly emphasized in this type 

of assignment.). 

 

Compare/Contrast 

 

In this type of assignment, students must select two comparable subjects and examine their 

similarities, differences, or both. Students often incorporate aspects of their own individual 

cultures/countries and look at the similarities and differences between them and United States 

culture in this assignment. 

 

Summary/Response 

 

In summary/response writing, students will typically have to read and incorporate a high-level 

academic reading. This writing emphasizes summarizing, paraphrasing, expressing opinions, and 

talking about other peopleôs writing/ideas. It also introduces students to the idea of incorporating 

other peopleôs ideas into their own writing and giving them credit for those ideas.  

 

Argumentative Essay 

 

In an argumentative essay, students are taught how to make assertions/express opinions and 

support them with evidence from outside sources.  This assignment incorporates a brief 

introduction to research, and the topic selected is typically a controversial one. 

 

 

EFFECTIVE WRITING IN ESOL  
 

 

Writing Goals in ESOL include the following: 

 

ÅWriting sentences that conform to the rules of standard written American English 

grammar and syntax 

ÅUsing a variety of sentence types (simple, compound, complex, and compound-

complex)  
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ÅWriting academic paragraphs and short essays with a clearly stated main idea or thesis 

statement, supporting ideas and details, and an introduction and a conclusion statement or 

paragraph 

ÅUsing transitional words between sentences and paragraphs 

ÅApplying different organizational patterns in writing such as the block method or point 

by point method in comparison/contrast essays 

ÅDemonstrating critical thinking skills such as analyzing, predicting, problem-solving, 

and inferring  

ÅUnderstanding process writing and applying prewriting strategies which include 

outlining and brainstorming as well as editing and revising 

ÅAdhering to assignment guidelines and demonstrating an awareness of the audience and 

purpose  

 

Criteria for Evaluation  

 

The writing you do in ESOL will be evaluated and assessed with a 4-point holistic rubric that 

emphasizes the following areas: 

 

ÅOrganization/Content 

ÅCoherence 

ÅSentence Structure 

ÅGrammar and Mechanics  

ÅVocabulary 

ÅFormat 

 

 

ESOL 051 Holistic Writing Rubric: The Paragraph 

 

Rating Criteria  

4 Organization/Content: 

Purpose of paragraph is evident. Ideas are mature and clearly stated and 

supported; paragraph is well organized and contains (1) a strong, clearly 

written topic sentence; (2) main points that clearly support the topic sentence; 

(3) supporting details for each of the main points of support; (4) a strong 

conclusion statement that briefly summarizes the paragraph.  

Coherence:  

Meaning is conveyed effectively. Transition from one idea to another is 

smooth, and transition devices (such as key noun repetition, pronouns and 

transition words) are used. Sequencing is logical. 

Sentence Structure:  

Paragraph contains a variety of sentences: simple, compound, and complex. 

No run-on sentences, comma splices, or fragment sentences. Word order is that 

of American English. Paragraph does not contain sentences that are confusing 

or hard to understand. 

Grammar and Mechanics:  

Demonstrates mastery of targeted grammatical structures; few errors of 
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spelling, punctuation, capitalization; few errors of agreement, tense, number, 

word order, pronouns or word form. Although a few mechanical errors may be 

present, communication is not disrupted. 

Vocabulary:  

Vocabulary is precise, effective, varied (according to the topic). 

Format:  

Titles, margins, indentations are done properly. Neatly written or typed. 

Length is appropriate. 

3 Organization/Content:  

Purpose and main idea of paragraph can be determined. Paragraph is loosely 

organized but still contains (1) an adequate topic sentence; (2) main points that 

support the topic; (3) some supporting details; (4) a conclusion statement that 

restates the main idea. However, main points and supporting details may not 

be fully developed. Ideas may be simplistic. 

Coherence:  

Overall meaning is conveyed and the idea of the writing is understandable. 

Some transition of ideas is evident either through transition words, key noun 

repetition or use of pronouns. The writing attempts to follow a logical order 

evident to the reader. 

Sentence Structure:  

Paragraph contains a variety of simple and compound sentences. Few 

problems with sentence structures such as run-ons, comma splices or fragment 

sentences. Meaning may occasionally break down at the sentence level. 

Grammar and Mechanics: 

Demonstrates good control of the targeted grammatical structures. Occasional 

errors of spelling, punctuation, capitalization, agreement, verb tense, number, 

word order, pronouns; mechanical errors are present but do not disrupt 

communication. 

Vocabulary: 

Vocabulary is adequate; occasional errors of words or idioms, but 

communication is not affected. 

Format:  

Titles, margins, indentations are done properly. Neatly typed or handwritten. 

Length is appropriate. 

2 Organization:  

Purpose and main idea of the paragraph are difficult to identify or may not be 

evident. Writing does not follow the paragraph organizational format. More 

than one main idea may be present. Supporting points are inadequate and do 

not address and/or support the topic. Concluding statement is weak 

Coherence:  

Meaning frequently is not clear. Little use of transitional devices. Transitional 

devices are used incorrectly. Ideas are not logically organized. 

Sentence Structure:  

Problems with sentence structure interfere with comprehension of paragraph. 

Run-ons, comma splices, and fragments are clearly evident. Little evidence of 

knowledge of sentence types. 
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Grammar and Mechanics:  

Little control over use of targeted grammatical structures. Frequent errors of 

spelling, punctuation, capitalization, negation, agreement, verb tense, number, 

word order, pronouns; mechanical errors affect communication. 

Vocabulary:  

Limited range of vocabulary; frequent errors in word choice; meaning is 

confused. 

Format:  

Titles, margins, indentations are not done properly; poor handwriting. Length 

is minimal. 

1 Organization:  

Writing contains only a few disjointed sentences; no indication of 

organization. No clear topic sentence or concluding sentence. 

Coherence:  

Meaning is unclear; No transitional markers. 

Sentence Structure:  

Majority of sentences have structural problems. No evidence of different types 

of sentences. 

Grammar and Mechanics:  

No control and/or use of targeted grammatical structures. Writing is dominated 

by errors such as spelling, punctuation, capitalization, negation, verb tense, 

number, word order; mechanical errors cause serious disruption in 

communication. 

Vocabulary:  

Vocabulary is limited and repetitious; it essentially seems to be translation. 

Format:  

No evidence of title, margins, indentations; illegible handwriting. Length is not 

adequate. 

0 No response. 

Additional I nformation:  

 

ÅScores of a 3 and 4 are passing. 

ÅSome essays may receive scores on the half-point system (for example, 2.5 and 3.5 

instead of 2, 3, 4, etc.) if they fall in between the guidelines listed above. 

ÅExcessive errors in any one category, as well as an abundance of strengths in any one 

category, may affect the score of an essay. 

ÅA score of a 4 does not necessarily mean that all criteria have been fully met. Please 

consider carefully the comments and corrections given by your instructor regardless of 

your score.  
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ADVICE ON WRITING IN ESOL  
 

 

What to Expect in Other Courses, Strategies and Tips For Effective Writing, and Learning 

Through Writing   

 

As ESOL students, you will learn process writing. This includes pre-writing, outlining, drafting, 

revising, and producing a final draft that will be graded. Students are typically given the 

opportunity to submit multiple drafts of an assignment. In other courses, students may sometimes 

have the opportunity to submit drafts more than once; however, you may be expected to submit 

an assignment only once and receive a grade. If students learn process writing well, they will be 

able to work independently to apply it to writing assignments in all college credit courses.  

Proofreading, self-editing, and paying attention to errors that you make again and again will be 

important so that you can identify and correct weaknesses in your writing.  In addition, reading 

frequently and looking at models of good writing will also help you to better develop your own 

writing skills.  

 

Plagiarism 

 

An as ESOL student, you need to be familiar with the concept of plagiarism and to understand 

how to avoid it in your writing.  What defines plagiarism may differ from culture to culture, so it 

is very important that you understand how to define plagiarism in higher education in the United 

States. Plagiarism is the use of other peopleôs ideas or words without giving them proper credit. 

Examples of plagiarism include using part or all of someone elseôs writing or ideas and 

submitting it as oneôs own, copying information from the internet or other sources without giving 

credit to the author, and accidentally neglecting to include a citation in writing. It is never 

acceptable, and it needs to be avoided in all writing assignments for all courses and all 

disciplines. It is a serious offense that can result in the failure of an assignment or a class. It is 

always a good idea to ask your instructor about what is acceptable in college in the United States.   
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ADDITIONAL RESO URCES FOR WRITING IN ESOL  
 

 

ESOL Curriculum Map  

 

 

ESOL CURRICULUM  

Required Courses 

 

 

ESOL 054 

Academic Reading  

(3 billable hours) 

 

 

 
ESOL 052 

Academic ESOL 

(6 billable hours) 

 

 

  

 

 

 

ESOL 044 

Advanced Reading  

(3 billable hours) 

 

 

 ESOL 043 

Advanced Writing  

(3 billable hours) 

 

 

 

 
ESOL 042 

Advanced ESOL 

(6 billable hours) 

 
  

 

 

       

 

ESOL 034 

Intermediate Reading 

(3 billable hours) 

 

 

 ESOL 033 

Intermediate Writing  

(3 billable hours) 

 
ESOL 032 

Intermediate ESOL 

(6 billable hours) 

 

  

 

 

   

 

ESOL 024 

Basic Reading 

(3 billable hours) 

 

 

 

 

ESOL 023 

Basic Writing 

(3 billable hours) 

 
ESOL 022 

Basic ESOL 

(6 billable hours) 
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Editing / Proofreading for Basic & Intermediate Levels 

 

CCBC 

ESOL 023 & ESOL 033 

Editing / Proofreading List 

 

Answered by the author,           

     (studentôs name) 

           Circle one: 

1. Was the spelling check used? [go to Microsoft Tools]   yes no 

2. Is the title capitalized?       no yes 

3. Is each paragraph indented five spaces in the topic sentence?   yes no 

4. Is this double-spaced? [go to: Format: paragraph/spacing]  no yes 

5. Is there is a topic sentence? Support? Conclusion?   yes no 

6. Did any sentence begin with FAN BOYS?    no yes 

7. Did every sentence begin with a capital?     yes no 

8. What types of sentences are used in this essay?   

compound  complex   simple    or  compound-complex 

9. What grammar mistakes need to be corrected? ______________________________  

   ______________________________________________________________________ 

Answered by a classmate,            

10. Was the spelling check used? [go to Microsoft Word: Tools]  yes  no 

11. Is the title capitalized?       no   yes 

12. Is each paragraph indented five spaces in the topic sentence?  yes    no 

13. Is this double-spaced? [go to: Format: paragraph/spacing]  no yes 

14. Is there a topic sentence? Support? Conclusion?    yes    no 

15. Did any sentence begin with FAN Boys?    no     yes 

16. What types of sentences are used in this essay?  

compound  complex   simple    or  compound-complex 

17. What grammar mistakes need to be corrected? _________________________________ 

    ________________________________________________________________________ 

 

 

Editing / Proofreading for Advanced & Academic Levels 

 

 

CCBC  

ESOL 043 & ESOL 052 

 

Editing / Revising Symbols 

 

When I find mistakes in your writings, I will write a symbol/abbreviation next to the mistake 

instead of correcting it for you. Then you will have to refer to the symbol/abbreviation on this 

handout in order to determine what kind of problem you have in your writing. Of course, it 

would be much easier for both of us if I simply corrected your mistakes for you; however, it 

would not help you to understand what problems you have in your writing. Correcting your 
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errors on your own, however, will help you to understand and improve problems in your 

writing.  

 

If there is every anything on this handout that you do not understand, please ask. Also, as we 

write, edit and revise continuously, you will start to recognize your mistakes and improve 

them, and you will also begin to memorize the symbols on this page just from seeing them 

again and again. If you see the same symbols repeatedly throughout your essays, this indicates 

a pattern that you will need to work extra hard to improve. 

 

 

PROBLEM             SYMBOL  

1. SENTENCE PROBLEMS 

Sentence or Clause Fragment                  F 

 

Example: When she went to the store. 

  To buy food for dinner. 

Subject Verb Agreement        S/V 

 

Example: They likes to study English. 

 

Independent Clauses Joined with a Comma (Comma Splice)   CS 

 

Example: I had dinner at a nice restaurant, after dinner I went to the movies. 

 

Run-On Sentence         RO 

 

Example: I had dinner at a nice restaurant after dinner I went to the movies. 

 

2. GRAMMAR PROBLEMS 

Missing Article          A 

 

Example: Essay we had to write was difficult. 

Wrong Verb Tense         WT  

 

Example: Yesterday I study very hard for the test. 

 

Incompatible Verb Tense        IT  

 

Example:  When he woke up this morning, he makes coffee and drank it. 

Modal Needed         MN 

 

Example: I wish I go on vacation this summer. 

Active/Passive Voice Formation Problem      A/P 

 

Example: The tests was grade by the teacher. 
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Phrasal Verb Problem        VP 

 

Example: When I found a new word, I looked it in the dictionary. 

 

No Pronoun Referent or Unclear Referent             NR/UR 

 

Example: The situation was difficult. He was suffering because of them (what does them 

refer to?)  

Pronoun and Referent Donôt Agree      PR 

 

Example: John arrived in London after traveling for many hours. She was very tired.  

 

Word Order           W/O 

 

Example: I like would to buy a house gigantic so that I have enough room for visitors.  

 

Wrong Word Form          WF 

 

Example: She is a very beauty person.  

 

Wrong Words Used         WW 

 

Example: The actions of the volunteers who risked their lives to save others were 

despicable. 

 

Words Omitted         WO 

 

Example: They forgot go to the meeting after work. 

 

Awkward (not phrased in Englishðdoesnôt make sense)    AWK   

 

Example: Students of group difficult it is feel hard tests for study. 

 

Incomprehensible (impossible to understand the meaning)   I  

 

Example: They wanted to do it but she had problems didnôt know whether to go or not into 

the new place with others because problems can be created in a kind of situation. 

 

Singular/Plural word form problem       S/P 

 

Example: There are many problem in the world today, and hopefully some of the student 

obtaining educations will help solve them in the future. 

 

Count/Non count noun problem       C/N 

 

Example: The teacher gives them many homeworks.  
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Comparative or Superlative form problem      C/S 

 

Example: Of all the piano players in the class, Louisa is the better. 

 

Elements in sentence Not Parallel       NP 

 

Example: At the beach last summer, we were swimming, played volleyball, and to sunbathe.  

 

Punctuation          P 

 

Example: Did you see that new adventure film last week. 

  I need to organize my office, 

 

Capitalization         C 

 

Example: john lives in baltimore, attends ccbc, and works for clark construction. 

Spelling          SP 

 

Example: Most studenst belive that good grads wil help them get goods jubs.  

 

 

 

 

SAMPLE ASSIGNMENTS 
 

 

What is shown is meant to be just an example. Your instructor may require additional 

information to be included and specify variations on the format shown. Be sure to follow specific 

directions provided by your instructor. 

 

 

CCBC  

ESOL 043 

 

You are going to write one paragraph. Brainstorm before you write and make an outline. You 

must give both to me in addition to the paragraph. Choose one of the topics below. You will have 

to narrow the topic so that you will have a topic sentence (an idea and a controlling idea). Make 

sure your supporting sentences are relevant.  

 

ü How to be successful at work 

ü The best methods for learning English 

ü Ways to be academically successful 
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Writing Checklist: 

 

1. Your paragraph must have a topic sentence. 

2. The paragraph must have 8-10 supporting sentences. 

3. The paragraph must have a concluding sentence. 

4. Make sure that each sentence has a subject and verb. 

5. Use a variety of sentences: simple, compound, complex. 

6. Use American word order-do not translate from your native language. 

7. Check that your verbs agree with the subjects. 

8. Check your verb tenses. 

9. Check your spelling. 

10. Check your capitalization of your words. 

11. Make sure that you use punctuation correctly. 

12. Make sure that you use the correct form of the word: singular or plural. 

13. Always put a dependent clause with an independent clause. 

14. Double space. 

 

 

CCBC 

ESOL 043 

The best methods for learning English 

    Most immigrants and foreign students, they have always been worrying about their poor 

English skills after they moved in America. Many times, They had spent time to learn and tried 

to find better ways for English. There are several ways for improve English skills though most 

people had already known them. First of all, youôd better start for study English in educational 

systems, like schools, community, and church. It might be help your poor English. When you get 

ready for to study, you should read textbooks several times and study in detail until you can 

understand and organize in your brain. Also you had better solve connected problems a lot. After 

these repeated process, you will be able to get some confidence to English. Second, many 

English teachers and experienced students recommend reading a lot (which they are tales-story, 

novels, nonfictions or magazines. Then you can easily get not only knowledge, but also 

vocabularies, grammar, and writing skills. Also you are watching TV, listen to the radio, or join 

a published club, itôll be helping your listening and speaking English. Third, in order to study 

English well, you must be patience. Some of students give up their study early. Although there 

are many reasons, you had better study constantly with patience. Finally, you ought to practice in 

your life. Though your mistakes discouraged you every time, you should apply your English to 

your life with positive thinking continuously. As I have said, if you are steadily going to study 

English, read a lot, and try to apply your English skills in your life then you can conquer the 

English. 
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MISCELLANEOUS INFORMATION FOR WRITING IN ESOL  
 

 

What is considered effective writing differs between different languages and cultures, so you 

should not feel frustrated if writing in college in the United States is a very new and different 

experience for you. One example of this is that patterns of organization and even patterns of 

logic differ from culture to culture, so learning to organize writing in English can be both a very 

different and difficult task for ESOL students writing in college in the United States.   

 

ESOL students are a diverse group of learners who sometimes experience challenges, and all 

students have their own individual strengths and weaknesses. Remember to ask your instructor 

about services that may be available if you need additional assistance with areas of writing in 

English that are challenging for you.  One reason that ESOL students are unique is that they have 

many different linguistic and educational backgrounds. It may be useful for you to learn more 

about the different students who take ESOL courses with you, some of whom are described 

below. 

 

International Students 

 

International students possess an F-1 visa, which means they are full time students with the 

intention of obtaining a higher degree in the United States. They are usually literate and fluent in 

their mother tongue but may not be familiar with U.S. customs. They may experience culture 

shock when coming to the United States. International students typically come to the U.S. 

without their families, so they are living here independently.   

 

World English Speakers  

 

World English-speaking students often speak three or more languages and have been educated in 

their native countries in a variety of English but generally not in standard written American 

English. They may be accustomed to speaking a home language that is different from the 

language used at school. They often possess strong conversational English skills but struggle 

with their written English skills due to the differences between their native variety of English and 

standard written Academic American English. 

 

Adult Immigrants  

 

Adult immigrant students possess a green card or are naturalized U.S. citizens if they are 

documented residents. They typically received their education in their mother tongue; therefore, 

they can read and write fluently in their mother language but are usually unfamiliar with the 

American school system. It can be difficult for adult immigrants to adapt to American culture. 

They also often work more than forty hours a week. Many adult immigrant students come to the 

U.S. for the benefits for their children.  
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Generation 1.5 Students  

 

Generation 1.5 students come to the U.S. as older children or teenagers, so they are familiar with 

the American educational system. They often appear to be highly ñAmericanized.ò They are 

typically orally fluent and are able to speak idiomatically and colloquially. However, they may 

experience challenges with reading and writing for academic purposes. Generation 1.5 students 

may also have limited literacy in their home language even though they can typically converse 

fluently. They also often feel caught between their parentsô culture and American culture.  

 

Other Information  

 

Because English is spoken on a global scale, it is an official language in several of the native 

countries of ESOL students at CCBC. English is also an international language and often a 

lingua franca
1
 throughout the world, so it has many varieties. There is no variety that is any 

better or any worse than any other variety; they are simply different. These different varieties of 

English around the world, in places where other languages are also spoken, can be called World 

Englishes. Therefore, in ESOL courses, you will see that the rules and conventions of Academic 

American English are emphasized because you are in college in the United States, so it is the 

language that you will need to learn to be successful in college in the U.S.   

 
Since ESOL students are learning Academic American English as a second language, they must work 

toward developing fluency, diction, idiomatic speech, syntax, vocabulary, and word forms. All of these 

things will be emphasized in your ESOL courses. Research states that it takes approximately five to seven 

years to develop academic language proficiency. You should not get frustrated if it takes longer than you 

expected to develop the academic reading and writing skills that you need for success in college in the 

U.S. It is normal to make mistakes in your writing even after you have finished your ESOL courses.   

 

 

 

 

 

 

 

 

 

 

 

 

 

                                                            
1 A lingua franca is a language that is used for communication between people who donôt share a native language. 

For example, a person speaking French and a person speaking Spanish might be able to communicate with each 

other better in English than in one of their native languages. In this context, English is the lingua franca.   
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WRITING IN FOREIGN LANGUAGES  
 

 

PURPOSE 
 

 

Writing in a foreign language is a necessary component of developing proficiency at all levels in 

the target language (the language you are learning). It can be a very challenging experience for 

foreign language learners. The process can seem similar to writing in English because it also 

requires proper language use, organization, and critical thinking; however, mastering writing in a 

new language is complicated because you may have limited knowledge of vocabulary and syntax 

(how sentences are structured). Basic writing skills can be applied to foreign language writing as 

studentsô knowledge of the new language increases. Writing in a foreign language is a way of 

expressing yourself, and it is a significant learning tool. 

 

Writing in a foreign language is often more difficult than reading or listening in a foreign 

language. However, learning to write in a foreign language is an important part of becoming 

proficient in a foreign language.  By learning how to write, you will become a better 

communicator in the language you are studying. In foreign language courses, you may be asked 

to write informally in class and use what you write for conversation practice. Students may also 

be asked to write more formal essays in class. Writing well in a foreign language means that you 

will need to use the languageôs vocabulary and grammar as well as focus on organization, 

content, purpose, and audience. In writing assignments in foreign language courses, you will also 

have to integrate aspects of the cultures you learn about in class. 

 

 

TYPES OF WRITING ASSIGNMENTS   
 

 

Examples of writing assignments:  

 

ÅSimple presentational writing tasks such as descriptions of family or hometowns 

   ÅJournals with daily activities, thoughts, and opinions 

ÅCultural appreciation papers such as music or movie reviews 

ÅInformative writing such as simple research papers  

  

Introductory Courses 

 

Students need to demonstrate that they have mastered some of the knowledge and skills that they 

have learned in class. You will need to write simple messages at the sentence-level in the foreign 

language you are studying. This includes using lists of words and autobiographical information 

to write short paragraphs on familiar topics. You will also have to write a cultural appreciation 

paper. 
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Intermediate Courses 

 

Students will write compositions and more creative, open-ended exercises. You will use specific 

content and what you have already learned in the foreign language you are studying to come up 

with ideas. You may write multiple drafts of a composition so that you have an opportunity to 

revise and improve your writing in a foreign language. There will be a focus on organization, 

content, vocabulary, and grammar.  

 

 

EFFECTIVE WRITING IN FOREIGN LANGUAGES  
 

 

Writing Goals in Introductory Courses 

 

Students will be able to write simple, short, comprehensible phrases and paragraphs on a familiar 

topic. Students will also demonstrate a basic understanding of vocabulary and simple sentence 

structure. 

 

Writing Goals in Intermediate Courses 

 

Students will be able to compose more complex paragraphs. Students will also be able describe 

daily activities and common popular topics. You will need to begin using different tenses 

correctly in your writing at this level.   

 

Criteria for Evaluation  

 

All levels of foreign language courses require that students use correct spelling, capitalization, 

accent marks (if required), and general grammatical correctness in writing assignments. Gender 

agreement of nouns and adjectives, subject-verb agreement, and proper/consistent tenses are also 

required. Coherent sentence structure and paragraph formats will be evaluated.  

 

For more advanced course writing, assignments will be graded based on organization, clarity of 

thought, creativity, and style. Research papers will also be evaluated on accuracy of information.  

 

Writing assignments will also be checked against computer-generated translations that are 

available on the Internet. These applications generate text that is easily distinguishable from what 

students actually write because they are direct translations that contain many errors.  Students 

who submit writing that contains content from a computer-generated translation will be given an 

automatic F.  
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Below is the rubric that contains the grading criteria for writing in Foreign Language courses. 

 

Grading Criteria for Foreign Language Writings  

Rating Criteria  

A Exceeds 

Standard 

ÅIncludes required information plus 2-3 

features below. 

ÅVery few minor errors. 

ÅShows strong control of topic and is enjoyable 

to read. 

B Exceeds Standard ÅIncludes required information plus one feature 

below. 

ÅMinor errors or infrequent major errors (errors 

are not repeated). 

ÅSolid, but not exceptional control of topic. 

ÅComprehensible.  

C   Meets Standard  ÅIncludes all required information. 

ÅFew major and/or some minor errors. 

ÅBasic ideas are expressed.  

ÅComprehensible content. 

D    Does not meet 

     standard 

ÅIncludes most of the required information. 

ÅMany errors. 

ÅSome incomplete ideas.  

ÅPartially comprehensible.  

F    Does not meet 

     standard 

ÅOnly partial or no required information. 

ÅMany major errors. 

ÅMany incomplete ideas.  

ÅLargely incomprehensible.  

 

To receive a B or higher, students should do one or more of the following: 

 

ÅGo beyond basic chapter vocabulary and incorporate the expressions and vocabulary used in 

class. 

ÅProvide extensive personal detail on the assigned task (not random material) or significant 

cultural content. 

ÅDemonstrate excellence in composition: organization, use of transition words, 

complex/compound sentences, etc. 

 

 

 

ADVICE ON WRITING IN FOREIGN LANGUAGES   
 

 

It is difficult to attain fluency in a foreign language. Students need to pay careful attention to 

grammatical rules as they progress through the stages of listening, reading, speaking, and 

writing. Your ability to express yourself in a new language requires patience, attention to detail, 

and a lot of practice outside of the classroom. Reading and listening activities will expose you to 
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native syntax and structures and will help you develop a writing ability beyond a simple word-

for-word translation from English.  

 

Many of the same techniques useful for writing in English are applicable to foreign language 

writing, such as: 

 

ÅUsing a dictionary to ensure correct word usage 

ÅAvoiding repetitive use of the same or similar words 

ÅVarying sentence structures 

ÅUsing outlines to organize larger texts 

 

 

SAMPLE ASSIGNMENTS AND STUDENT PAPERS 
 

 

What is shown is meant to be just an example. Your instructor may require additional 

information to be included and specify variations on the format shown. Be sure to follow specific 

directions provided by your instructor. 

 

Sample Assignment 

 

 

Mi nombre (my name):            

La fecha (the date):          

 

Instructions: 

 

To prepare for the composition first read page 36 from our textbook Arriba Comunicación y 

Cultura (Communication and Culture). The section ñTallerò will introduce you to how to 

synthesize in writing what you have learned. Read sections 1-54, ñantes de escribirò (before you 

write) and ñdespu®s de escribirò (after you write) to help you structure and revise your 

composition. The composition will be posted on the assignment section on WebCT. Save the 

document to your computer, work on it, and save it again with your name and last name; do not 

forget to specify your class as well. For example: 

 

 pepito-perez-comp1-FLSP101-WD1 

 

Once you have completed and saved the composition, forward it to me by attachment though the 

assignment section on WebCT.  The use of an electronic translator is not permitted. Try to use 

your own words and sentences as much as you can. If you need help, let me know.  

Un correo electronic (an email message). Write an e-mail message of at least 18 sentences to 

your new Colombian pen pal, Marta. Make sure to include the following topics in your message: 



33 

 

¶ a greeting 

¶ your name 

¶ your origin 

¶ a description of yourself 

¶ the origin of your family 

 

¶ a description of your university, your 

classes, and your professors 

¶ a farewell 

¶ additional details (any other personal detail 

about yourself (birthday, santo, favorite 

day of the week) 
 

Sample of Student Writing 

 

Querida Marta: 

Hola, Marta! Me llamo Mary. Tengo treinta y dos años de edad. Soy de los Estados Unidos de 

América. Mi cumpleaños es el veinte de julio. Mi color favorito es rosa. Vengo de un familia 

grande. Tengo tres hermanas y tres hermanos. Tengo ningunos niños pero tengo muchas sobrinas 

y sobrinos. Tengo dos perros que adoro mucho. En mi tiempo libre adoro estar fuera con mis 

perros y mi novio. Soy comprometido a un policía de la Ciudad de Baltimore por cinco años. 

Soy empleado en una oficina de doctor. Asisto el colegio de la comunidad de condado de 

Baltimore, y yo tomo clases para conseguir un grado en la enfermería. Mi profesor es inteligente 

y tiene mucho conocimiento. Tomo la clase de español para conseguir los créditos hacia mi título 

y para conseguir luego mi licenciatura. Espero para entrar en el programa. Cuando entro en la 

enfermería programa tengo dos años antes yo consigo mi grado de la enfermería. Después de mi 

graduación, deseo trabajar en mi pueblo natal. Después planeo estar casada y tengo niños. Es 

agradable conocerla, y espero escuchar de usted pronto.  

 

Con amistad, 

Mary  
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