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(And say:Work (righteousness): Soon will
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hidden and what is open: then will He show
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Abstract

A suggested Program for Tackling Letter Writing Deficiencies Among 11

Graders in The Middle Governorate

This studyaimed to investiga the effectiveness of a suggested program for
tackling letter writing deficiencies among the™gdraders in the Middle Governorate.
The sample of the study consisted of (68)" 1graders, (34) each group. The
experimental group contained (17) male studand (17) female students; and the same
for the control groupThe researcher uda pretest and a pogest, the préest showed
the equitation of the experimental group and the control group. Moreover, it located the
deficiencies that the studentsucterpart. The suggested program was based on the
"writing process approach” and was applied on the experimental groups in (12) lesson
sessions along (6) weekgehe results of the posest showed thetatistically significant
differences between the cooitr group (male and femaleflgraders) and the
experimental group (male and femalé"igraders) in letter writing performance after
applying the suggested prograrihe results of the post test showed that the
experimental group achieved a better perforreawhich was computed as statistically
differences in Ttest values between the experimental group and the control group. In
the layout domain (3.866** significant at 0.01), the punctuation domain (3.754**
significant at 0.01), the sentences domain (2.5digjhificant at 0.05), the language
domain (3.103**significant at 0.01), and the total passt scores (3.637*$ignificant
at 0.01). The statically differences in the results proved to be in favor of the
experimentagroup.These results agree with mamgearchers whose studies were built

on suggested programs basedtlom stages of the writing process likeumberWorth



and Hunt (1998), Mark (1998), Mark (2001poyle (2001), Kowalewski(2002),
Hopkins (2002)and Baroudy (2008)

The researcher recommended tinat suggested program should be used for tackling the
letter writing deficiencies among the" graders due to the proved effectiveness of the

application of the program of the partidijpg students.



whFp CIOF Jbb B

"nlFPHIOF w3TfFjB ¢cT O K pbpu IOFOART ORIOBI WA A4 B p
WY AA oCH wtIoydt xvpF wNAKF 3 3CfF BOKWF WI3F 3 b ?
ChKF4wygHr t B8 Ob8m WWIBMIFPACHIF FWIFFKA UxXH blh . n T HBHK
JWar WOF wK H i far KR/ HEEEAMUbYWY T, YRFOPFA WK HT T 1 K
(wWr2r UIOFM wy 3T Ot 3OF ) eys3sKHTrOF omMplbh U3x°
MMy ¥Y3shbh 6b pMIOFM nDOgUr lOF e6BF XJO}3KF 6Yyr hb 6bh
"Process Writing Apmach 6 oCsB MRK Tfr "ayBpmeCHitiBEFwy |
M ( S2FXwM PHDBM) wy3TOt3aIkOF wKHrtr KOF _ Fp
OCNYIOF pF Y93 bFIOBECMYX3H] EAY DOZPHAOPOF WRE P B
oHglB C3K FyCrhcw Fn?afrfc 6b O®MOYKF umMKkM W
D. OWHLP oHIIB3CEY B BMDPYFORC ® XPMWBF DBFO WF pHj B
WEOEBA4*Br 1 IOF 0. P4 ®@Opp 8 M he wd HKBFyPL IokPFs  SrFBBYRI K
FOWYa:VOuyMbp oHITB3CHEIWHWKOhaEIOBPFMDag P ( C3 K
UxF b OvMODYOQFOmpMkB Ck K 3(F 9 S @y AbI Q5 IOMIC TAMOF  p F °
FHrr b et mIHKOF ey¥xcFYOF 9fF BFpp eB Jyrxb 6CF
QTMOYD 1 WGP 8, lAPB®B8UB K M 2gBIIOBywpAr Bx B NnwBF EF

.A0Dp8ppmEP2 oM KGR RC BIKAGFH b
ng3Xw FrO OI K opfj lOF CHIOF w3AA oCH 3CfF HOK

. 9CF BOWF WI9F3b ¢ T wWHATH

Vi



Table of Contents

Page
HollyQuran é é é é ¢ 6 6 ééééécééééecéeéééeeceééceé |
Dedicaton é é ¢ 6 6 ééééécéééeécecéééeceéééeeccéé Il
Acknowledgmentsé é e é e éeééeéeéééeééeééeéeéeéeé. . .l
Abstract 6 6 é é é e éééééécécééééeececéééeceéeéée. . . IV
Abstract in Arabic €écéécéécae&aeaedadd.e.é v
TableofContentsé é ¢ 6 6 é éééécééééecéééeecéééce WYl

sz

Listof tablese e é e ééeééeeééeeéeeéeeéeceté

D
(¢}
D
M-
D
X

Listoffigures ¢ e é é 6 éécééééecéeééeééeééeééee. XV
Listofape ndi x e s eeééeéecéeecéeceéeééeééexv
Chapter |
Backgroundé é é é e éécééeécééeécéeééeééeééeééc 2
1.1 Introductioné é é é € 6 é e ééeééecééeééeééecééce. 2
1.2 Need for the study eéeéeéeéeé 7
1.3 Purposeofthestudg é e 6 é 66 ééécééeééeééeééecéeé 8
1.4 Statementoftheproblere é é é 6 é é e ééééeééééeééeééeéé 8
1.5 Researclyuestionsé € ¢ é € ¢ é e e ééééeééeéééeéeééeé 9
16 Researchhpot heses €ééééeééécéécééecéed&eecén

1.7DefinitionsofVar i abl es and Ter ms of the st 10

18Signi ficance of the Study éeéeéeeéi12
19 ListofAbbrevi ati ons éééééééeéeéeéeéeeéeeééé1s
1.10 Limitations ofthe 8 u d y gééééééccééeéeeceecéeeeeé 14

Vi



s 7

1.11Summaryé € € € 6 6 € é é é é é

é

Chapter II

é

é

Literature Review

Part One: Theoretical Frame Worké é é é é é

2.1 Il ntroducti on

22 Writing é éeeéééeeeeéé

2.3.1Writingasaskilé e é ¢ € é é é

sz

2.3.2 Why teaching writing 22 é € é € é €

sz

2.3.3 Teaching Writingé € é ¢ é € é &

2.4 Writing as a Process Approagh é é é € é é
2.4.1 Process approach focuses on the follgwén é é € é é
2.4.2 Merits of the process writing approach é € é é € é
2.4.3 Why Process Writing Workse € é € é e

2.4.4 Techniques of The Writing Procegssé e ¢ ¢ é é é é ¢ é e é é é .

2.4.5 Writing Process Stageg é é é é

sz

é

é

é

7z

2.5 Typesofwritng é € é € é¢é é é é

é

7

7z

é

é

é

7

é

é

é

sz

e

7

é

2.6 Purposes For Teaching Writing é € é é

2.6.1-Writing for language practiceé é é é é

2.6.2- Writing for rhetorical practice é € é € é é
2.6.3 - Writing for commnunication € é é é
2.6.4 Writing as a discovery and cognitive process é é é € €

sz

e

2.7 Approaches of Writingé é ¢ é é é
2.7.1- ProductBased Approachesé é é

é

D~

2.7.2- ProcessBased Approachese

2.7.3- GenreBased Approach é ¢ ¢ ¢ é é

VIl

é

é

7

é

é

s

é

s

7

e

é
e

s

e

é

é

é

7

e

é

é

é

7

7

é

é

s

é

é

é

é

é

é

é

é

é

é

é

é

7

e

7

([N

é

é

é

é

é

é

é

é

é

e

é

é

é

é

é

7

7

é

é

s

é

é

é

é

é

é

é

é

é

é

é

é

é

7

s

7

é

é

é

é
e

é

é

é

é

é

é

é

é

é

é

é

7

s

7

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

7

e

é

s

7

é

s

é
e

é

é

é

é

é

é

é

é

é

é

é

7

e

é

s

7

([N

s

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

s

7

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

s

7

é

D~

D~

([N

é

é

é

é

é

é

é

é

é

é

é

é

s

7

é

D~

([N

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é .

é .

é .

é

éeé

é

s

7

é

D~

([N

é

é .

é .

s

7

eeeeeeeeeeeeecee

é .

D~

([N

é

é

é

é

14

16

16

16

17

18

19

20

21

21

23

25

29

34

35

36

36

36

37

39

39

40

41



2.8 Strategies for Teaching Writingg € é é é é

s 7z oz

2.8.:Prewriting 6 ééééeéeéeéeé

s 7z z

2.8.2 Drafting e éééeéeéeéeéeé

s 7

28.3 Revisingé é ééééééeéeéé

s 7

284 Editing é éeééeééeeée

Y4

2.9 Why writing is difficult € é é é é

2.10 The Role of The Teacher in Lessons of Writige € é é é é

sz

2.11 Letterwritingé é € é € € é é é

7

2.12 Writing a paragraphe é € é € é €

é

é

é

é

sz

2.11.1 Strategeeof letter writing é € é € é &

7

e

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

2.12.1 Organizing the plan of writingt € é ¢ é é é

2.13 Approaches to Writing Instructiog é € é é

2.14 Stages of Writing Practick é é € é € é

214*Controll ed Writ
2142Gui ded Writing

2143Free writing

7

e

n

é

g9
é

é

é

é

é

é

7

e

é

é

é

é

é

é

é

é

é

é

é

é

é

7

e

é

é

2.15 Writing: Assessment altvaluation é € é € é €

2.16 Methods of Correcting Writingé € é é é é é

2.17 Approaches to Scoring € é € é é

7z

e

7z

e

é

2.18 General Comments on Part Ogeé é é é

s

Part Two Previous studiesé é é é é é

sz s

2.19Introduction é é é e ¢ é é é ¢é é

s

e

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

s 7

2.12.2 The qualities of a good paragraghé ¢ é é € é é é

é

ééé

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

N

D

[ON

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

N

D

[ON

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

é

D

[ON

é

é

é

é

é

é

2.20-A-Studies with emphasis on strategies of writing e € é é

2.21-B-Studies with emphasis on Writing Process Approéacé

IX

D~

é

é

é

é

é

é

é

é

é

é

é

é

é

N

D

[ON

é

é

é

é

D~

D~

([N

D~

é

é

é

é

é

é

é

é

é

é

é

é

é

N

D
(9]

(0N (9]
D
D
D

[ON

é

é

é

é

D~

D~

([N

D~

é

é

é

é

é

é

é

é

é

é

é

é

é

é

D~

[ON

é

é

é

é

D~

D~

([N

é

é

é

é

é

é

é

é

é

é

é .

ée.

é

é .

é .

é

é

é

é

D~

[ON

é

é

é

é

D~

D~

([N

([N

é

é

é

é

é

é

é

ée.

é .

é .

ée.

é

é .

é .

[N
[N

[ON

é

([ON

[ON

é .

é .

é

é

é

D~

D~

([N

([ON

D

[ON

[ON

43

43

44

45

. 45

46

46

49

49

52

53

54

55

57

57

58

61

61

64

65

66

67

67

67

74



s 7

2.22-C-Studies with emphasis on difficultiee ¢ é € ¢ é é € € é € é é é . 79

223Summaryé e é é ¢ ééeéeéeéeéeéeéeééeeéeeée. . 81
Chapter IlI
Methodology

3.1 |l ntroducti on eéeéeéeéeéeéeécee 83

s 7

3.2 ResearchProcedures ¢ é ¢ é ¢ ééééeéécéeéeéecéeé

D
D
D
D
(o0}
w

33Sampl e of the study eééeééeeééeé 83
3.4 Thelnstrumentation® é é € € é ééééééeéééeéeééeééeée. . 84
3.4.1 Diagnostic Test for Letter Writing Deficiencie$1" Grade é é é é é é 84
3.4.2 GroupsEquivalenceé é é € ¢ é 6 e éééeééeceééeéééce 90
3.4.3 Thesuggestedprogramé é e € é € € éééeéééeéeééeéé 93
3.4.4 Reflection of the participanté € € é € € é é 6 € é e e ééééé. 105
3.45 Reflection oftheteacherg é € é é € é é e éééeéééeéeééé 107
3.5 ResearcRr ocedur es céeéeéeéeéeéeéeéelos
3.6 Statisticabtyles ¢ é e ééééeéecéeéecéeééeéeéeéeée 109
37 Summaryé e é 6 éééeééécéécééecéecéecéeceéce 110
Chapter IV
Results of Research
4.1Answer of the firstquesin é € é 6 é 6 éééééééeééeéeéeé. . 112
4.2 Answer of the second questio e e e € é éééeeceeeeeéeéé. . 115
4.3Answer of thethirdquestioré ¢ ¢ 6 é 6 é 6 ééééééeéeéeéé. . 116
4.4 Answer of theifstsubquestion é € é € é 6 é 6 éé éééééééé 119



4.5 Answer of thesecond sufguestion é € é é é é é é 6 €€ ééééé
4.6 Answer d thethird subquestion é ¢ € é é e é éé e éééeéééé.
4.7 Answer of thefourth subquestion é é € é é e é éé e ééeééé

48 Summaryé é é 6 ééecéécéecéeeéeeé

éeeeeéée.

Chapter V

Discussion, conclusion, recommendations and implementations

5.1 Introduction é é ¢ ééééeéeéecéecéeéceceéeéeéeée.
52 Findingsé é e ééeéeééeééeéeéeéeéeéeéecéce.
53Discussioné e e éeééeéeéeéeéecéeée

eeeeééee

54 Conclusion é ¢ ééééééééeéééeééeeeéeeeéeecé.
5.5 Pedagogical Implicationsé ¢ é e ¢ é 6 € éé e éééeéeééeééé
5.6 Recommendationg é é 6 é 6 6 ééééééééééeeeeeceeé
5.7 Recommendations for further studieé ¢ € ¢ € € € é é 6 é é € é é é

Resources8 8 8888 8888888888888888888888383

Xl

120
122
125

127

130
130
132
141
143
144
147

148



No.

12-

13

14-

15

16-

17-

18

List of Tables

Subject

Correlations between checklist items with the domains, and the overall
score

Corrdations between checklist domains with the overall score
Reliability Through Time & Person for the checklist
T-test between the control and the experimental groups in the students

English scores

MannWhitney test between the males fie tcontrol and the
experimental groups in the students English scores

MannWhitney test between the females in the control and the experime
groups in the students English scores

T-test between the control and the experimental group® ilidgnostic test.
MannWhitney Test between males in control and the experimental groi
MannWhitney Test betweefemales in control and the experimental grot
Content of the Suggested Program

Program Time Plan
Internal Consistency Validity of the Participants' Reflection
The results of students' performance in the diagnostic test
The effectiveness of the suggested program:

The significant differences-{est) betveen the experimental group and the
control groupn letter writing performance.

The significant differaces (ManAVhitney) between thexperimental male
group and the control male groimpletter writing performance.

Size Effect CriticaValues for (z)

The significant differaces (ManAWhitney) between thexperimental
female group and the control female groupetter writing performance.

Xl

Page

87

87
89

90

90

91

92
92
93
99
101
106
114
117

118

119

120

121



19

20-

21-

Size Effect Critical Values for-Value f°) 123

The significant difference@lannWhitney) between the experimental ma 125
group and the experimental female grametter writing performance.

The participant students' reflection on the program 139

Xl



List of Figures

Figure No Page
Figure 1L Continuum ofVriting Activiliesé é e e e ééééééeééééé. .5

Figure 2. The Writing Proces ééeééééececéééceecéééce 25
Figure 3The writingproces ¢ é e é e e éeéeéeéeéeée. 29
Figure 4Writing mainstagesé ¢ ¢ é e é e é e ééeéeéeéeéeéeé 29
Figure 5.Stagesofwrithng 6 é e é e é e é e éeéeéeéeéeéeéeé..30

Figure 6.Subjectmatter e é e é ¢ ¢ é ¢ éeééeééeééeéeéeée. .3H

Figure 7.Model Business Letter ¢ ¢ é e é e é e éééeéeé. ... 52

XV



Appendixes
Appendix No. Page
Appendix (1) Teacher'sGuide e é e é e ééeééeéeéeéeeéeée 158
Appendix (1) Student'8 0 o0 k € é ebéccbéecbée é e é e . 233
Appendix (Il) Power Point Pesena t i o n eéeéeéeéeéeéecé.
Appendix( IV)Letter Writing Diagnostic Te$t11"gr a d e € é é €366 é
Appendix (V)Letter Writing Posttest1g r a d e 6éééééé66666.

Appendix (VI)Reflectionof the English language teacher at Sabra and Shatella

Secondary School on the Suggested Prog&réd é ¢ é é € € é € é é . 316

Secondary School on the Suggested Progréné é ¢ ¢ é ¢ € é é € é . 318

School (April& May 2011p e e é éééeeéééeeeéééee 320

School(April &May 2011)é e é é é éé e ééééééeéééééeé 321
Appendix (X) Studets Reflectim on t he P&ébgédade é. éé 322
Appendix (XI) Refeee Committe forSt udy Tool s eéeéeéeéeé.
CurricuumVi t ae €éeéééécéeéééeccéééceceeéexm®

XV



Chapter |

Background



Chapter |
Background

1.1 Introduction:

It is highly essential to know that English is the language for communication
English is an international language that is spokgn6.5 billion peoplein many
countries all over the worldt is estimated thaB22 million speak English as first
languaggThe Summer Institute for Linguistics (SIL) Ethnologue Surni®®9)and150
million speak English as a second languaf{@eber, 1997) Therefore,it seems that
English would be the second or third most spoken languagiee worldand a vast
majority of the remaining part need English language as a foreign language.

It is the language of technology, science, medicine, tourminines, computer,
literature and commerce. In using English language as a mehm®mmuication,
people communicateitBer in speaking or in writingBut for the Arab communities
Englishis usedas a foreign languaghrough writing more than speakinggpeciallyby
those who use English for educational purpo$&griting can do everythinghat
language in general can d@mith 1994:16). Thus writing is the prominent skillearnt
in schools and universitiedlso, writing is one of the four skills that is required to be
mastered well to communicate with others.
"The most obvious funin of writing is that it greatly

enlarges the range of communication and, consequently, power.

The communicativaange of speech is severely limited. A message

can be conveyed rebdy only to those within earshot. The unaided

humanvoice does notcarry \ery far; more people than cagather

in the market place, but of a hamlet cannot usually be redched.

( Coulmas. F2003:7)

Moreover, writing is a productive skill arah active means of communication.

It is equated with speech because both of thenused for conveying ideasptions,

2



and information. Writing is an important language activity and a major classroom
procedure. It is an effective technique for reinforcing the oral language material. It is
important for preiding evidence of our studenghievements.

"It is a communicative skill to send, store and retrieve messages with the help of
written synbols. Writing can be expressivepoetic, informative and persuasive.
Dependingon the type of writing, the writer concentrates either on theestibjatter of
the written piecepnthereader, or omne's own feelings and thoughitéMillrood, 2001,

p.134).

Furthermore, writing is an important matter in education as it isngensof all
the students in reinforcing the subjects they learned, dexegcises and writing
research papers. So, writing has beefundamental objective to educators frahe
ealy beginnings of the educationatocess. Evem the information age, writis of an
increased importance becauseisitneeded on both paper and scre€he National

Commission on Writing in America's Schools and Colleges affirms:

"Developing fluency in writing has always been a functional
aim of education, even if the promisas never been fully realized.
In today's complex, hightechnology world, the importance of
writing as a fundamental organizing objective of education is no
less valid or practical. Writing, properly understood, is thought on
paper.Increasingly, in thernformation age, it is also thought on
screen, a richly elaborated, logically connecaadalgamof ideas,
words,themes, images, and multimedia designs. Whether on paper
or on screen, writing is an overlooked key to transforming learning
in the United Staw'( College Board:Report of The National
Commission on Writing in America's Schools and Colleges, April,
2003)



The English language in general and writing skill in specific are considered
problematic to a wide range of learneespeciallythe Arablearners becauseEnglish
andArabic are differenfrom each otheandare notcognate.

1 They have different alphabets. The English alphabet has 26 letters while the Arabic
alphabet has 28 letters.

1 English is written/read from left to right while Arabicvigitten/read from right to left.

1 Some Arabic letters/sounds are notfound inEnglise M W A A K J © »x

1 The English sounds /p/ and /v/ are not found in Arabic.

1 The Arabic sentence may not contain a verb.

1 The usual word order in English is SVQilggect,verb, object), while the usual word

order in Arabic is VS verb, subjectobject)

1 Most words in Arabic have different forms for male/female and singular/plural.

The National Governors Associationthe National Commission on Writirfgr

Ameri cads F a andCdlegss,(208¢cph3) ssithat:,

"A survey of state humaresources divisions by the National
Governors Association concludes thatting is considered an even
more importantf ob requi r ement 28 milonhe st ates
employees than it is for therivatesector employees studied in the
Commi s s i o nsdsurvey of deadingl.S. businesses. Still,
despite the high valughat stateemployers put on writing skillsa
significant number of their employees o not me et state
expectations

Writing can be easy and successful if students are knowledgealiaglish
alphabets, word formation, sentence structures, building up paragraphs, letters,

compositions, essays, reports, formal and informal writoudtural differencessome



writing strategiesand the four main elements tbfe writing process gglannng, drafting,
editingreflecting, revising andinal version) (Harmer,2004, p5). In thewriting lesson,

the most important thing is that the teacher and the students should understand the
process of writingln addition teaching writing happenn three phasespresentation

drilling and feepractice.Teachers may use the strategy of "think aloud" for instructing
writing activities in the class roothrough thecontinuum frommodeled writing, shared

writing, interactive writing, guided writing and ingendent writing.

Figure 1L Continuum ofVriting Activities:

Models of Writing
Instruction Degree of Student Direction

Modeled—Shared—Interactive—Guided—Independent

Degree of Teacher Direction \J

"This approach allows students to hear the thinking that
accompanies the process of writing. Those thoughts may address
choosing a topic, organizing your ideas, using a plan to write your
rough draft, removing repetitive information, or proofreading to fix
grammar or spelling mistakes, to name just a 'f@weaching as
Leadership2011)

Teachers play an essential role in the teaching process as they can affect students
greatly and if the &chers wat their students to write wellhey have to be good writers.
"They can shape and influence the hearts and minds of their pupils by what they say,
what they do and how they do Nright., 2005, pl). However,researchestressthat
the definiton of the ideal teacher lacks clear objectstandards of performance that
could be consistently applied to all teachers and that could be used to train future

teachers througbkervice training (Borich, 1992,3).



It is notable to mention that the lears ofa second om foreignlanguage try to
use some auto strategies to overcome tdeficiencieseither in spoken or written
performance, especially when the two languéggesothertongueand target language
are not ognate. Radwan, in his thesi®83, p62) explained that learners when they use
the target dnguage utilize strategies likeansfer of structures anghtternsfrom L1
(mother languag®) L2 (second languaggepvergeneralizationapproximationstrategy

and avoidance strategy.

"The various strategies adopted by L2 learners when they

attempt to communicate with L1 native speakers or- matives or

when they utilize theitinguistic potential with the aim of learning

target language system or some aspects of it. Naturally, k@elsa

make hypotheses about the target language rules and very often test

them. As expected, the learner's performance in L2 will be typically

indicative of the strategies he has used and the hypotheses he has tried

out"" ( Radwan, 1988:61).
Another vievpoint says that writing is a process which needs designwéuch has
stages or stepsSharples(1999) suggestedhat writing canbe seen as a process of
"design”, a skill that is grounded in the way we use our intelligence to create and share
things in he world. Crucial to this view is a recognition of a set of internal and external

constraints. These constraints are not restrictions on writing. Instead, they are a means

of focusing attention and channeling mental recourses.

Whereas Leonisa Mojicahandled the matter of writing throughout the wiger
view towardsthe process writing approagclthe productive approach and the expected
relation between both of them in the area of writing instructge.quotedKamimura

saying that:



"Kamimura's (200Pattemptto investigate what the processing
tasks are considered by EFL writers before writing, during writing,
and after writing,supportsthe roles played by two content areas of
knowledge discussed above. Such study tried to test if there is a close
link between process and product approaches to EFL writing
instruction, an integration that cannot be denied by those who have
had exposures to these approaches. Learners, too, can be led to
develop awareness of their use of grammar, vocabulary, verb tense,
articles, determiners, prepositions, vesgubject agreementorrect
spelling, capitalization, punctuatiénlanguage points that are usually
missed by studenfs and which othescholarshave noted too: Chen
(2002), when looked at Taiwanese studentstingridifficulties; and
Ashwell (2000), when he studied his students' written work and the
pattern of the teacher's response tditeonisa Mojica, 2010, g7)

As stated above, it clear that communicating Bnglishis aproblematicarea;
in both peaking and writingto all second oforeignlanguage learners in general and to
Arab learners inparticular "Arab learners ofEnglish encounter problems in both
speaking and writing. This fact has been clearly stated by many ressaeige Abdul
Haq (1982), Harrison, Prator and Tucker (1975), Abl{a@888."(Ghaleb Rabab'ah,
2003, p181).

Therefore, he researchein this studyfocused on letter writing deficiencies in
the study andried to do hisbest to help learners tifie English language to ovesme
the deficiencies of their letter writingnd to help teachers tfe English languagevith
how to teacHetterwriting skill properly by applying and using the suggested program

for tackling lettemwriting deficiencies

1.2 Need for The Study:
Theresearcher has served as a teacher of English language for fourteen years at
variant schools and levels in Gaza Safpwellas a schogbrincipalfor eight years. The

researchecouldneitherclosehis eyes to the students' results in English langexgms



nor closehis ears to the complaints both the parents and the teachers concerning the

deficiencies of the students' performancénglish language in general andvmiting

in particular Hence,therewas a greatneed to find a solution to the almmentioned

problematic arealetter writing isconsidered part of the curriculumgne of the basic

activities that students practice at school and it is used as a measure to evaluate the

students' writing performance. It isfacndamentakexam quesbn in most of the school

grades, especially the fland 12 grades. So, the researchmlieves that it isrery

important to tackle this problematic part of the writing skill.

1.3 Purpose ofThe Study:

The study aims to achieve the following objectives:

1.

2.

Identifying theletterwriting deficiencies that fgraders suffer from.

Helping the students to oveome their writing deficiencies in letter writing.
Helping teachers of English language for”ﬁlgrade, how to modify their
students' performance letter writing skill.

Designng a suggested prograior treating letter writing deficienciesamong

11" graders

1.4 Statement of the problem:

To adieve the purpose of the studihe researcher will address the following

guestions:

1.

2.

Whatletterwriting deficiencies do flgraders face?
What suggested program can be beneficial for treating the students' deficiencies?
What is the effectiveness of a suggested program aickling letter writing

deficienciesamongl1™ graderg male and femaleil the Middle Governorate?
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1.5 Research Questions:

To answer the third question of the problem, the researcher has to answer the following

sub questions

1- Are there statistically significant differences between the control male group
and the experimental male groumpletterwriting performancefter applying the
suggested program?

2- Are there statistically significant differences between the control female group
and the experimental female grouplatter writing performanceafter applying
the suggested program?

3- Are there statistically significant differences between the control gfogle
and female1® grades) and the experimental groumdle and female i1
graders) irletterwriting performancefter applying the suggested program?

4- Are there statistically sigiicant differences between the experimental male
group and experimental female group in letter writing performance after

applying the suggested program?

1.6 ResearchHypotheses

1. There ar e no statistically betweepnig fi cant
experimental male group and control male grougetter writing performance
after applying the suggested program.

2. There ar e n o statistically betwmeepnhef i cant
experimental female group and control female group letter writing

performance after applying the suggested program.



3. There are no statistically si gamtrof i cant
group (nale and female figraders) and experimental group (male and female
11" graders ) inetterwriting pefformanceafter applying the suggested program.

4. There are st ati stically significant di ffere
experimental male group and experimental female group in letter writing

performance after applying the suggested program?

1.7 Definitions of Variables andTerms of the study.

Program: "An ordered list of events to take place or procedures to be followed; a

schedule:a program of physical therapy for a convalesteffthe Free Dictionary,
2011).
In this study, it means a set of orgamizmlucationatechniquesprocedures, strategies,

activities and experiences that may help students to overcome their writing deficiencies.

Deficiency. "The state of needing something that is absent or unavalléble Free

Dictionary, 2011).
In this gudy, it points to techniques, activities, strategies and practice that the 11

graders lack.

Writing : Writing refers to "the domain of language proficiency that encompasses how

students engage in written communication in a variety of forms for a vafiptyrposes

and audiences."(WIDA Glossary, 2005)
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Writing process:

Heald Taylor (1986)was cited bylarvisdescribingher methodf the process writingn
the following way:

"Process of Writing is an approach which encourages ESL
youngsters to communita their own written messages while
simultaneously developing their literacy skills in speaking and reading
rather than delaying involvement in the writing process, as advocated in
the past, until students have perfected their abilities in handwriting,
reading, phonetics, spelling, grammar, and punctuation. In Process
Writing the communication of the message is paramount and therefore
the developing, but inaccurate, attempts at handwriting, spelling, and
grammar are accepted, know that within the processagnflar writing
opportunities students will gain control of these-slils. These skills
are further developed in individual and small group conference
interviews."€ited by Jarvis2002).

The Writing Process.

"The writing process involves generatiitgas, developing and organizing the
ideas, and revising and editing them. Effective writers cycle through these stages until
they are satisfied that the writing achieves its purpg&sstrict school Boardntario
North Eas010.

In the study, writingprocessrefersto the stepsand strategies that the learner

uses forwards anslackwardgo get his written task as good as he can.

PersonallL etter:

"A personal letter is a type oletterwhich providessommunication
between a small number of people, usually two. There are many types of

personal letters and they are writfena wide variety of reasons:
One person wishes to attain information from an individuallrsiness

One person wishes to tell somebody about themselvespas pals
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One person wishes to present to an individual or a businessianote,

such as a thaniou or acongratulation

One person wishes to communicate with an acquaintanftiend or
family, for example- news of themselves in order to mi@in and

reinforce the bond between thé(Reference.com)

Tackling:

"make determined efforts to deal with (a problem or difficult tdg))xford University
Press, 2011)
In this study it means todator find solution tothe deficiencies that make the students

of gradell unable to write in the expected level.

Strategy:

"(1) : the science and art of employing the political, economic, psychological,
and military forces of a nation or group of nations to afford the maxinuppast to
adopted policies in peace or w@) : the science and art of military command exercised
to meet the enemy in combat under advantageous condit{derriam Webster).

In this researchit refers to thetechniqueof activities and practice théihe researcher

suggests to treat the writing deficiencies of the students.

1.8 Significance ofThe Sudy:

The study will be important for the following reasons:
1. The study may help secondary schodl fitade students to improve théstter

writing skills.
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2. The study may help the teachers of English language to get benefit from the
suggested program when teachieigerwriting.

3. This study sheds light on the importance of writing skaind this may evoke
educational supervisors to make more efforts foeating letter writing
deficienciesamongother graders.

4. The study may help the educational institutions when designing training courses

for the teachersespecially when planning for tacklingtter writing abilities of the

learners.

5. The study may atiict the syllabus designers to give more emphasis dettee
writing skill, sincethe Palestinian students learn English as a foreign laeguag

and for educational purposes.

1.9 List of Abbreviations:

C/G/IS=—=> the technique of getting tletudents repeat or dmmething; the whole
class themn groupsand after that individual students

Ss =—> the students

EFL =—> English as a foreign language

ESL =—> English as a second language

T =——> teacher

LCD =——> Liquid Crystal Display

T-s =——> Teacher totsident and vice versa technique

N.B =—> important note

Etc. =—> etcetera (and other similar things)

A.R.R.R.=—> adding, reaanging, removing, and replacing

13



S.B. =——=> student's book

LTD. =—=> Company limited contribution

L1 ==—> Mothertongue

L2 s=—- Second language

SPSS——> Statistical Rckage for the Social Sciences

EAP =——>  English for Academic Purposes

1.10 Limitations of the Study:

1. The study will be limited to the students of thd"hrade(males and females) in
the Middle Governorate in Gaza Strip.

2. The study will focs on tackling letter writing deficiencies and its impact on
improving the students' writing skill.

3. The results of the study will be limited to the scholastic year 2(2([11.

1.11 Summary:

In this chapter, the researcher handted main issues of clper onean introductiorto

the studythe need for the studythe purpose of the study statement of the problem,
the hypotheses of the study, definitions of the variables and terms of the #tady,
significance of the study, and thst of abbreviabn. In chapter two, the researcher will

discusshereview of literature andomerelatedstudies.
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Literature Review



Chapter Il

Review of Literature and Related Studies
Part One
Theoretical Frame Work

2.1 Introduction :

This part of chapter twdandlessubtitleslike: writing, writing as a skill, why
teaching writing, teaching writing, writing as a process approach, why process writing
works, techniques of the writing processtiting process stages, types wfiting,
purposs of teaching writing, approaches of writing, strategies for teaching writing, why
writing is difficult, the role of the teacher in lessons of writing, writing a lettgiting a
paragraph, @proaches to writing instructipnstages of writing practice, vting

assessment and evaluation, methods of corre@mhapproaches to scorimgiting.

2.2 Writing:

The most widely knowndefinition of writing was given by AristotleWhen he
began to give some basic éapations about, things, concepts and sigimsl before
discussing nouns and verbs as parts ofesmeis that can be true or falggjstotle

discussed how these linguistic entities relate to ideas and thithys wfaterial world:

"Words spoken are symbols of affections or impressions of the
soul; written words are symbols of words spoken. And just as letters
are not the same for all men, sounds are not the sdmee, @lthough
the affections directly expressed by thésdicationsare the same
for everyone, as are the things of which these imjmessare
images. (Coulumas2003, p2)
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Whereas, Lamb and Jons000defined writing inEnglishfunctionallyas:
"Writing is the expression of language in the form of letters,
symbols, or words. The primary purpose of writing is
communication. Peoplhave used many tools for writing including
paint, pencils, pens, typewriters, and computers. The writing can be

formed on the wall of a cave, a piece of paper, or a computer
screen'(Lamb & Johnson200Q

It is obvious thatAristotle emphasizes the fation of writing as conveying the
spoken words in written symbalsr expressing affections or impressiohs the same
context,Lamb and Johnson went further than Aristotle, they clarify that language as a
whole is expressed in the form of written symbdience,all of them consider the

function of writingas a way oEommunication between people.

2.3.1 Writing as a skill:

Archibald (2001 pp.153160) says thatwriting is a skill that needs knowledge
and proficiency in many areas. It is a multiéinsional skill. It is a complex skill that
results from the interéion of the writer's knowledge, experiencskills and the
cognitive demands of the tdskOrwig (1999 p.2 gives a definition ofwriting as a skill
saying thatlt is a productive skilthat is more complicated thainseems at first, and
often seems to be the most difficult of the skills since it hasmaber of micro skills
such as:using orthography correctly, spelling and punctuation conventions, using
vocabulary in a correct way drusing the appropriate styleBello (1997 p.5 explains
that "writing is a continuous process of discovering how to find the most effective
language for communicating one's feelings and tholigh#® adds "Writing is

challenging whether it in one's niz&e language or in a second language
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The researchesuggests thatriting is aprocesghat needplan,tools strategies
and cognitive demands'hesecomponentssupportthe subskills of writing such as
mechanicsof writing and text organizers. Thushe writer will be able to write

productively.

2.3.2 Why teachingwriting ?

Harmer (2001pp.7984) explains four reasons for teaching writing to students
of English as a foreign languag&hey are:reinforcement, language development,
learning style adh writing as a skill.

- Reinforcement some students acquire languagesaimoralaural way, others get
benefit from seeing the language written down. The visual demonstration of language
construction is invaluable for both understanding and menfibry.useful for students

to write the new language shortly after studying it.

- Language developmentthe process of writing is different from the process of
speaking, the former helps us to learn as we go along. The mental activity of
constructing proper witen texts is part of the ongoing learning experiences.

- Learning style: some students are quick at acquiring langyage by looking and
listening, dhers may take longer tim&ime spent in producing languagen help in
selecting the learning styles. Slow learners arslow language producevghen they are
taught only in averbalway. So, writing is more appropriate for those learndxs learn
language

- Writing as a skill: the most essential reason for teaching writing is that, it is a basic
languae skill like speaking, listening and reading. Students need to know how to write

letters, compositions, essays aagorts and how to use writimpnventions.
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2.3.3 TeachingWriting:

Archibald (2004 p.5) cutes Cumming:"although proficiency in writig is
somewhat relatetb overall language proficiency”. Whereéas, adds''improvements in
gener al | anguage proficiency do not necess
in their L2. However, writing instruction can be effective in raising preficy in a
number of areas. Recent approaches to instruction have recognized that, while weak
areas can and should be specifically addressed, writing must always be seen as culturally
and socially situatéd In addition Cumming (2002 pp.123134) cautions writing
teachers to be wary of exercises that attempt to break writing down into component
skills as such exercises often eliminate portions of the task that are important to the

personal and cultural significance of the writing.

Learnersd needs are different at variou
must develop tasks to accommodate tlisabe and Kaplan (2001, pp.-89) give a
detailed discussion of teaching apptoeg at beginning, intermediate and advanced
levels of proficiency. At lower levels frequent, short writing activities can help to build
familiarity anddevelop a usefulproductive vocabulary. The variety and length of tasks
can be extended for intermedidevel students developing more complex themes and
building a repertoire of strategies for effective writing. Advanced level students need to
develop a greater understanding of genres and the place of writing in particular
discourse communities. Theysal need to develop their strategies and establish their
own voice in the second language. Additionally, Monagf2007, p.4) notesthat
teaching writing would include writing strategies, defined as methods of imparting

necessary knowledge of the convensiarf written discourse and the basis of grammar,
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syntax through various pedagogical methods. Ultimatedaching writing means

guiding students toward achieving the highest ability in communicating in words.

2.4 Writing as a ProcessApproach:

The proess approach came as a reaction to the restraints posed by the product
approach. Ifocuseson the composing processes writers use and so assigns much
importance to meaning rather than form.
"I think that processpproach to teaching writing should be a

process including several stages, namely prewriting or invention

activities (brainstorming, group discussion, assessing ideas,); drafting;

seeking feedback from peers or the instructor; revisingherwhole

text level (ooking at the overall focus, recadsring organization,

deciding whether there is enoughiidence, etc.); followed by revising

at the paragraph or sentence | evel, pr

final text. Inessence, process approach to teaching writing focuses on
the writing processather than the final produttSun, 2009, p.150).

Equally important, the approackemphasizesthe pinciple of learner i
centeredness thus it encourages individuals to assume responsibility for their own
learning by means of discussion, tasks, feedbasksion and informed choicg3ordan
1997, pp.167168). Scane et al (199p,7) add that the process approach also accords

with theprinciplesof cooperative learning.

Min and Li (2007, p.42) inther studywrite, "Process writing idearning how to
write by writing" This current emphasisiovriting instruction focuses on the process of
creating wriing rather than the end produthe basic premise of process writing is that
all learners can write and the focus here is on creating quality conteleiaamdg the

genres of writing.
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Chastain (1988, B52) thinks the classical traditional approach to teaching writing
created in students an unproductive and inappropriate orientation about composition due

to the reasons stated below:

a) The feedback studts received centered on incorrect forms.

b) Students inclined to writing cared for grammar rather than the message they wished
to convey; all writing was directed to teacher, and little interest or importance was
attached to the content that was written

c) Teachers led students to believe that there exists a perfect model to emulate

2.4.1Process approach focuses on the following:

(Shih, 1986 cited in Brown 1994, p.3R01. The process of writing leading to
the ultimate product; 2. Helping studemriters understand their own composing
process; 3Helpingthem build repertoires of strategies for-pngiting, drafting and re
writing; 4. Giving students time to write andweite; 5. Assigning central significance
on the revision process; 6. Lettisidents discover what they want to say as they write;
7. Providing feedback to studenksoughoutthe composing process tonsideras they
try to bring their expression nearer and neapemtention; 8. Encouraging feedback
from instructors and peerS; Include individual conferences between the teacher and

the student during the composing process.

2.4.2Merits of the process writing approach:

1- The process approach is advantageous because it draws attention to the constant
need to draft and revise. Sbencourages students to shoulder responsibility for

making improvements themselves.

21



2-

The approach considers writing as creative and the teacher' task as being to
involve students in this creative process (Jordan, 199%8p
White and Arndt (1996, .p) state that the process approach is an enabling one
which aims at nourishing the skill with which writers work out their own
solutions to the problems they set themselves with which they can transform
their material into a coherent message.
"It develops tk importance of cyclical and recursive nature of writing, assumed
and implemented by the native writers where pre writing, writing, amweitag
are often seen to be going on concurréniifinton, 2007,p.2). Also, recursive
and flexible featuresin the writing process to shift forward and backward
between the stages of the writing prodessonfirmed by Tribble &t any point in
the preparation of a text, writers can loop backwards or forwards to whichever of
the activities involved in text compositidghey mayfind useful”. (Tribble, 1996,
p. 59).
The process approach appears to be néamnswering the needs of English for
Academic Purposes: teacher, subject tutor, and student. More importaAg if
aims to develop a nemative student's comprehéms of the actual processes
involved in composition, then one can discount the product approach because the
processes cannot be deduced from the product, (2,
"Teaching writing as a process is recommended to address writing apprehension
in the wriing classes.(Masse & Popvich, 2003,.342) and Scane et al (1991,
p.9) added that:

1 Process writing isstudent centered.

1 It adopts the principles of cooperative learning.

1 Itis an enjoyable social experience.
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7- Teachers incorporating attention to processtivg have the opportunity to
intervene in students' writing process at atage. Thigs advantageous because
effective intervention results in better papers pe;2001, pl).

8- The process writing approach is beneficial because it unifies the aimthahle

teacher and the student (Murray,1983)p

2.4.3 Why Process Writing Works:

A large number of the students at any school are hesitant to write, they feel the
writing taskto bethe most difficult taskamongthe taskggiven at school. A part dhe
studentsdo not enjoy writing because they fad#feated by their inability to dthe
writing task this will result in a strong belighatif they cannot do it correctly the first
time then they will never get.iAnother part of the students lackaining , practice and
time. So,the process writing approach is an answer to this probkzause it gives the
learners training througlpracticing drafting and redrafting, moreover, when the
learnerspractice writing within the stages of the writing pess they take enough time
and overcome thefearof inability to do it.

"The key to learning to write is feeling confident in your
abilities. Many students do not enjoy writing because they feel that if
they cannot do it correctly the first time thdrey will never get it.

Learning to write like learning to do many things requires practice and
time. All students are capable to becoming excellent writers given
enough practice and time. The Process Writing method values the
talents and growth of individl writers and makes them want to

continue writing because they feel good about their abilities. The

Process Writing method is an approach that has helped me develop
many youngsters and adults into wonderful writefgdarvis, 2002)

A third part wantdo write but they feel the writing task as a huge thing which is
difficult to overcome because they look at it awlale. They forget that any work is

like building a housevhich needs a plan, stages of application and each stage comes
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after the other. fle process writingontainsthe stages which simplifithe writing task
and help the writer to judge his own work.
"Writing is a process. Writing is not an activity accomplished in
one setting. Just as a house is built in staljaiing the design.
Puttig up the framework, adding decorative featuraspaper is
generated through different stépdobinson& Timothy, 1986, p. xi)

Children usually holdoencilswithout beingawareof what they want to write
and the students at schools feel of themselvexble to start writing any task. The
writing process answers their needs to overcome their problem through using the stages
of the writing process.

"Small children reach for a pencil before they have any idea what they

want to write. Older students may & class for days complaining

that they canot get started. The Writ.i
writers a simple, dependable structure they can follow, a foolproof

plan of attack that will always yield results. By helping students with

the process ofvriting, we free them up to put more effort into the

execution of their idea§Peha, 1992002)

Kamehameha Schoo{2007)in the Research and Evaluation Report concluded
that teaching writing in the United States moved to the holistic approach asrseache
found that teaching by using the holistapproaches responded to the need for
innovative instruction and pedagogie3he writer is taught to review and revise several
drafts, which enables and encourages new ideas. Grammatical changes and cohventiona
editing occur during the revision or editing stage (Ballator, Farnum, glaka 1999;

Flower & Hayes, 1980 Furthermore, since grammar and conventions are not the focus
of writing, the writing process may be adapted for use even with young writers in
kindergarten (Sealey, Sealey, & Millmore, 1979).
"Writing is a uniquely individual undertaking and the same
individual may use different methods to express him or herself.

Characteristically, the writing process approach recognizes that there
are many stags to writing and that these stages are fluid and
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overlapping (Bereiter & Scardamalia, 1983; Flower & Hayes, 1980;

Murray, 1982). However, researchers and educators have identified
several logical steps that most writers go through, displayed in
Figure I'. (Kamehameha Schoo|2007)

Figure 2. The Writing Proces

Prewriting Drafting & Sharing & Revising & Publishing
iGettin Writing Responding Editing -Celebrate and
Dt Qd wr | -Write and -Share work to -Revise content sthm;]cac'jse

-Decide on a refine gain feedback -Proofread for Inishe
topic | paragraphs |¢=) -Peer editing writing products
-Brainstorm -Focus on -Writing conventions -Build
-Organize ideas communication Workshops -Text confidence in
of meaning reorganization students as
writers

2.4.4 Techniquesof The Writing Process:

Elbow (1998,PP.1319) points out several techniques for mastering the writing
process, the researcher will focus on four, beligvithat they are suitable for the
secondary school level.
2.4.4.1- Free writing:

Free writing is the best and the easiest way to get words or ideas on paper. It can
be done by asking students to force themselves to write without stopping for ten
minutes.Sometimes they produce good writing, but that is not the point. Sometimes
they produce bad writing, but that is not the goal either. The key point is to keep writing.
There are lots of benefits for free writing:

- Free writing makes writing easier by hielp learners with the root psychological or
existential difficulty in writing.
- It is the best way to learn in practice

- It is a good way to warm up when learners sit down to write about the topic they like.
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- It is a useful and quick outlet.

- It helpslearners to lea to write when they do not febke writing, when they take
charge of themselves and learn gradually how to get benefit from the special energy that
sometimes comes when they work fast under pressure.

- Free writing helps learners to tkirof the topics to write abouKeeping writing
enables them to get ideas, experiences, feelings or peoplielhare asked to write
about.

Finally, the most important benefit of free writing satit improves learner's writing

and leads to powerfuiriting.

2.4.42- The direct writing process for getting words on paper

The direct writing process is useful and suitable if learners do not have enough
time or if they have lots of things to say about the tdgicis a kind of let's getthis-
thing-overwith writing process(Elbow, 1998).Learners can think of it for tasks like
reports, letters or essays where they do not veagpénd much time in thinkingt ik a
good way forinexperiencedvriters or those who are nervous about writing becauge |
simple and does not make as much of a mess as the other ways of getting words on
paper. In this process, learners caltofv these steps:
- They can divide their available time in half. The first half is for quick writing without
worrying about orgamation and language. The second half is for revising.
- They bring to mind the audience and the purpose of writing.
- They write down as fast as they oawverythingthey can think of that pertain to their
topic.

- Learners should not be worried about dheéer of words or sentences.
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- Whenthetime of writing is half finished, they stop and revise.

- The direct writing process is helpful when learners do not have difficulty with material
or when they have an especially hard time writing.(ibid:19p&531)

2.4.43- The open ended writing process:

It is a technique for thinking and feeling new things. Theresamemain steps
in the operended writing process:

- Students are asked to write for fifteen to twenty minutes without stopping, start with
whatkever comes to their mind or a particular topic they want.

- Students focus on the main point and write it down in a meaningful sentence.

- Students use the central sentefarenonstop writing then pausécus and write the
focusing sentence.

- Students &ep up this circle until they get to the piece of writing.

- Students find a way to write it, they may need to begin with a draft or madatlare

or plan beforgheystart writing a draft.(ibid:1998).50)

2.4.44- The loop writing process:

The loop witing process is a way of getting the best of both worlds: control and
creativity. It lets students steer where they are going and also it expands thesrgboint
view. Moreover, it generates new thinking is a useful technique if studentannot
think of much to write or stuck with a topic that they are not interested in. The loop
writing process takes students longer than the direct process. Peter Elbowp(1998,

73) suggestthirteen procedures for loop writing. They are :

1- First thoughts: its a good procedure to start with studentdipgidown as fast as
they can all the thoughts and feelings they have about the topic.

2- Prejudices: it is a procedure to begin with too, even before reading, thinking or

researching the topi(what are learns™ biases or preferences in the idea of the topic.)
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3- Instant version
4- Dialogues: they are useful if students have trouble writing analytically.
5- Narrative thinking: this step is used when the topic is confusing to students and their
minds are shifig form one thought to another and giving different opinions.
6- Stories: stories are the best way to write a letter of recommendation or an evaluation
of a person. It can be done by letting stories and events come to mind and jotting them
down briefly.
7- Scones: students focus on individual moments, what places, sounds, moods that come
to their minds in connection with a certain event, for instance.
8- Portraits: students think about the topic and see what people come to mind, write the
qualities or cheacteristics of these people that stick in mind.
9- Vary the audience: if the audience is sophisticated, try writing to somgumés not
sophisticated. If the audience is unknown, write to a close friend. if the audience has a
certain point of view abouhe topic, write tasomeonavith the opposite view and so on.
10- Vary the writer: students are asked to write to someone whose view on the topic is
different from theirs.
11- Vary the time: students write as if they were living in the past or in theefutu
12- Students write down things that are true or trying to be true.
13- Lies: students write down the odd or crazy things they can come up with.
"The loop writing process is generally helpful in bringing life to
conceptual writing and it is especiallyelpful if you feel bored or
unconnected to your topic.” (ibid:1998,77)
The researcher sees these techniques are useful and beneficial if teachers
conduct them properly in their classes, especially the first one which is tlesteasil

limited in time.
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2.4.5 Writing ProcessStages:

Writing is not an easy task as it needs skills and high thinking abilities. It is
worth mentioning that this productive skill has important stages which should be
focused on during teachgnwriting. White and Arntl(1991,p.5) assert, writing serves
as cyclical process. This means that when students are revising their writing, they might
return to the prewriting phase so as to expand their ideas. They show the nature of the

writing stages as in the following diagna

Figure 3.The writing procesg§White and Arndt1991)

[ Draftina J

A

- Pey @_.[ Focusina ]
/

Writing stages

The diagranbelow proposed by Clifford (BA) shows the three main stagesaiting.

Generating the
message

Organizing
the ideas

Finding the
language writing
conventions

Figure 4 Writing main stages (Clifford, 1991 ,44.)
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Clifford points out the circle on the letfers to the initial stage of writing which
is to generate the ideas, the message and the coftensecond circle on the right
refers to the organization of the ideas that suit the writer's purpose. The third circle, at
the bottom, refers to the toolsed to convey the message such as: the punctuation
marks, vocabulary, spelling, synteand morphology These three circles (stages)
overlap to give a sense of the dynamic nature of the process of writing.
WhereasHarmer (2004,pp-4) divided the writhg process into four stages a
writer may goes through so as to produce a piece of writing. He suggests four main
elements: Planning, the writer has to think about three iqpuepose, audience and
content structure.) Drafting, is the first version ofiecp of writing. Editing (reflecting
and revision) and finally the final version.

He represents these stages in the following way:

Figure 5. Stages of writing

Planning s Drafting s Editing s Final draft

Moreover Oshima and Houghi1981, pp.415) identify four stages of the
writing proces: (prewriting, planning, writing and revising drafts and the final copy)
Stage 1:prewriting: two steps should be focused on: choosing and narrowing a topic
and brainstorming.

Prewriting(step 1)choosing and narrowing a topic:
When students are givenchoiceto write about a topic they like, they must

narrow the topic to a particular aspect of that general topic. This means, the topic should
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not be too broad to write in one paragraph because it is impossible to cover a topic like
"environment "in only one paragraph.
Prewriting (step 2) brainstorming:

Brainstorming means generating ideas that help students write more quickly on
the topic they are intesged in using three techniquelsting, free writing and
clustering. Teachers should help studenémrin how to use each of them and decide
which is the most productive one.

Stage 2:planning students are asked to organize the ideas they generated by
brainstorming.

Stage 3:writing and revising drafts students are asked to write a draft or more till they
produce a final copy. This can be done by: writing the first draft, revising content and
organization, proofreading the second draft for grammar, spediimd)punctuation
marks

Stage 4:writing the final copy. after making the needed corrections, stusiean write

the final copy.

But, Timothy (198Qpp.1522) discusses three stages of writing process. They
are: rehearsing, drafting and revising. These stages blend and overlap, but there are
significant things happen within them. They require skills enstudent's and teacher's
part.

Rehearsing:lt is a preparation stage for writing.
Drafting: It is the central stage of the writing process since it implies the tentative
nature of written experiments in meaning.

Revising: The writer tries to help the wiitg say what it intends to say.
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Furthermore Gardner and Johns@§h997, p.4) describsthe stags of the writing
process and g& a brief description to each of them. They say
"Writing is a fluid process created by writers as they work
Accomplished witers move back and forth between the stages of the
process, both consciously and unconsciously. young writers, however,
benefit from the structure and security of following the writing process
in their writing"
Prewriting: students generate ideas fdmeir writing using technigues such as:
brainstorming, creating life map, developing word banks and deciding on form,
audience and purpose. All of the above techniques can be done by the teacher's
motivation and reinforcement.
Rough draft: during this phas students write without worry about conventions of
writing.
Reread students read their writing aloud for sensibility.
Share with a peer revisatudents share and make suggestions for improvement, asking
guestions about unclear ideas and talking abowtto make a better writing.
Revise students have to improve their work by writing additions or dropping
unnecessary information.
Editing: students edit their draft for spelling, grammar, punctuation and sentence
structure errors.
Final draft: studentsnake their final copy to discuss with the teacher.
Publishing: students publish their written wagnleading it aloud or making articles and
books.
Moreover,Lindsay andKnight (2006,pp.8586) break down the writing process
into three stages:

1 preparan-think about the reader, consider why we are writing, think about the

content, decide the appropriate layout and style.
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i draft put our ideas together in a draft form. This is probably all we need for things
like shopping lists and memos.
1 editing and rewting- we need to write several times so that the text is coherent and

clear.

Additionally, Hale (2006 p.7) shares the same point of view as well. He says:
When learners are asked to write an essay or a composition they go through difficult
stages. Thee stages are divided by most researchers timée:prewriting, writing and
revision In prewriting, a learner thinks about the topic and organizes his/her ideas on
the paper. It is the stage of generating ideas for writing the subject. In the wiaijjeg s
a learner writes down his/her thoughts. He /she writes down a brief introduction, the
body and the conclusion. After finishing writing, a learner should revise what has been
written. Revising is the most important and (difficult) part of the wrifomgcess. To
revise means to evaluate and make changes in order to inymameriting. In revising
a learner checks these pointsh€ main idea, organizing the paragraphs, transitions,
introduction, conclusionand sentences) According to Hale, mecharat and
grammatical errors should be avoided in this stage.

Moreover, Millrood (2001 p.147) describes thregphase frame work of teaching to
write:

0 Pre-writing (schematdhe previous knowledge a person already- hedivation,
motivation for writing, preparation fahe writing, familiarization with the format of the
text.).

0 While-writing (thesis development, writing from notes, proceeding fromivan

begnning phrase and following a plan
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0 Postwriting ( reflection on spelling and grammar errors, sharing the writing with
other studentsedrafting, peer editing)

ShinChien (2007 pp.25-31) in his study differentiates between two kinds of
straegiesin the writing process. Cognitive and metacognitive stratediée. first
involves strategies for using knowledge to solve problems, the second concerns
monitoring controlling, and understanding one's strategies. Sometimes they overlap
with each otkr. He adds, writing consists of three main cognitive process/strategies:
planning, translating and reviewing. Planning is divided into threessategies:
generating idea®rganizing and goadetting. Translating is done when writers put their
ideas imo visible language. Finally, reading and editing are the-stuabegies of
reviewing.

Lindsay andKnight (2006, pp.9495) suggest that teaclershould divide writing
activitiesinto three stages:

0 Prewriting stagethe eacher sets the task, learngrspare for what they will write.

0 writing stage the learners do the task, for example, writing a report, a story, a letter.

0 post writing- feedback and follovup work.

2.5 Types of writing:

Millrood (2001 pp.134142) gives a brief desctipn to the types of writing in
his book He saysthat witing can be expressive, poetic, informative and persuasive.
Depending on the type of writinghe writer concentrates either on the subject matter of
the written piece of writing, or on the reader,on one's own feelings atigdoughts. The

triangle ofthe"subjectmatter”, "writer" and "reader" is shown below.
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Figure 6.

Subject matter

l

¢
Writ er ngu a reader

In expressve writing an emphasigs made on the writer him/herself expressing
one's own thoughts as in a diary. poetic writing the emphasis is made on the
language, as the choice of language creates the necessary poetic eiifiéctmiative
writing the emphasiis on the subject matter. persuasive writingemphasis is on the
reader who is in the focus of the wrigeattention and whose train of thought the writer
is intending ® change. It is useful for teachers to know the purposes of writing .

Writing can be done with the purpose a@éscription, narration, exposition,
persuasion and reasoningDescription presents typical features of a living being, an
object or an abstract image to make it recognizable. Narration tells of events in
succession. Expositiodescribes circumstances. Persuasion makes people change their
behavior orchain of thought. Reasoning invites the reader to follow the logic of the

author and to producing ideas.

2.6 Purposes For Teaching Writing:

Teachers of English often chooseitimg tasks from text books to help students
improve their writing ability. The writing tasks that teachers select from text books and
assignthem to students can help them become confidentever and independent

thinkers.Foong (P99, pp.3347) points out four purposes for teaching writing
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2.6.1 -Writing for language practice.

Writing can be taught for practicing language forms to develop accuracy and
correctness. It is basically for reinforcememnaining and imitation of laguage forms.
In languagebased writing tasks, students would be given writing exercises that would
reinforce language structures that have been taught through the manipulation of
grammatical patterng-or example, students would be given a paragraph &l ds

perform substitutions, transformations, expansions or completion exercises.

2.6.2 - Writing for rhetorical practice.

In writing tasks that teach rhetorical forms, teachers would provide the content
and use model essays as stimuli for writing. 8tusl will imitate the rhetorical and
syntactic forms by following the chosen model jpggs Examples of such tasks:are
writing guided compositions in which the content and organization are given by the
teacher reading a passage and writing a composittin parallel organization, and
reading an essay and analyzing its organizational pattern and writing a similar essay on a

related topic.

2.6.3 - Writing for communication .

Teaching writing began to shift its emphafism accuracy and patterns to the
ability to understand and nweey information content. Completing a communicative
writing tasks would require greater awareness of writer's purpose, audience and the
context of writing. Here, writing has a social function. Such communicative writing
tasks simulate real life situations where a writer will write to convey some information

to a reader.
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2.6.4- Writing as a discovery and cognitive process

Writing tasks in the classrooimve begun to shift their focus to the process of
writing which has beemfluenced by the humanistic and cognitive approacfiés.
process approach has two main schools of thought: the expressive and the cognitive. The
expressive school of thought stresses the importance eflessdfopment. Writing is
viewed as an expressiveode through which student writers use writing as a means to
explore or discover meaning by themselves and develop their own voice. According to
the cognitive school, writing researchers begin to study the mental processes during the
act of composing. Thefind that good writers do not have only a large repertoire of
strategies, but also they have sufficient-s@ireness of their own process.

In addition to the previous purposes of writikgong (1999)recommends some
classroom practices for teachingitimg to the teachers t@low in their schools. They
are:

- Allow students to generate their ideas throughvriéing strategies and by writing the
topics hat are related to the students'rld experiences for writing to be meaningful.

- Create oppounities for students to select their own topics.

- Provide feedback on drafts that stimulates and encourages students to rethink and
revise ideas instead of focusing on form and accuracy.

- Conference with students to help them gain insights and undergjafdheir writing
process and to provide them with support.

- Promote collaborative rather than competitive learning in the classroom.

Moreover, Flover and Hayeg1981) theorize that writing as a cognitive process
consists of four interactive componsnttask, environment, the writer's letegm
memory, and the composing processes themselves. The task environment consists of

writing topic, the audience, the degree of the urgency of the task, and the text produced
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so far. The writer's lonterm memory rins definitions of the topic, the identity of the
audience, and possible writing plan. the writing processes include planning, translating
and reviewing.

Planning involves generating ideas, goals, and procedures. Translating involves
expressing ideasnd goals in verbal forms, and reviewing includes evaluating and
revising €itedin Conner, 1996p.75).

Additionally, Tang (2006 pp.5253) proposes some principles for developing
writing skills and how they can be applied in a Chinese ESL classibo@principles
applied in teaching writing are:

-Raise students'awareness Students should be helped to see the role of writing in
language learning.

- Students have ideas'lt is not only the exposition of ideas, but also the working out of
ideas. It is texhers'responsibility to help students analyze their own ideas through
teaching.

- Read to write: writing does not exist alon&efore a lemer stats to write, he/she
needs to read so as to learn the language and get familiar with certain patterns or
rhetorical structures.

- Teach process writing Process writing is characterized by the awareness of the writer

of the writing process and the intervention of a teacher, or peers at any time during the
process of writing to improve writing skills instead ofifig mistakes. This approach

aims at enabling students to share information, make personal choices about reading and
writing, take the responsibility of their own learning task, take writing as process, and
develop cooperation.

- Create a learnercentered classroom in active communicationBasically, writing is

a verbal communication. The view that writing is a verbal communicatials ftre
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strongest support in Bakhtindialogic theory of language. It implies the interactive
nature of writing.
The researchesuggestghat these principlehawe a great importance due to

their values and advise teachers to take théoraiccount in teaching writing lessons.

2.7 Approaches of Writing:

Writing is considered as the most difficult skill becauseeguires writers to
have not only a great deal of lexical and syntactic knowledge but also principles of
organizatiorand mechanics of writinign L2 to produce a good writing.

Tangpermpoon (2008p.1-9) focuses on three writing approaches and points out the

berefits and the drawbacks of them:
2.7.1 - Product-Based Approaches:

Productbased writing approaches have been called hyesoames: the
controlledto-free approach, the tekiased approach and the guided composition.
Basically, writing in produebased approaches has served to reinforcentifing in
terms of grammatical and syntactical formbereis a variety of activities in product
based writing such a3he use of model paragraphs, sentetarabining and rhetorical
patternexercisesThe firsttwo activities are suitable for lower English proficiency level
students. While the rhetorical patterns in the prothased writing provide freedom to
English major students to create compositidite patterri product writing approach is
accepted amongniting teachers owing to the following advantages:

- Learners learn how to write a composition systematically from using therrpatt
product techniques such asrration, description and persuasion.

- They learn how to use vocabulary and sentence stasctur
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- This appoach helps in raising studerdsvareness in grammaticstfuctures.
However there are some disadvantages:
- This approach gives little attention to audience and the writing purpose because
learners emphasize grammar, syntax and mechanics.
- There is a lack of motivation in learning and studeares under higtpressure in
producing their writing tasks.
- Teachers mostly focus on the accuradythe language structuregspecially, in
correcting studentsompositions.

In a similar vein, Sveira (1999 pp.109-127) comments on this approach and
saysthat writing is a secondary activity, it is a means of practicing vocabulary and
structures Therefore, the context for writing is the classroom and the audience is the

teacherThis approach fagses on form and accuracy.

2.7.2 - ProcessBased Approaches:

Processhased writing is viewed as the way writers actually work on their writing
tasks from the beginning stage to the end of the written proBueing the writing
process, teachers help iears to explore their ideas and develop their writing by using
the steps othe writing procesgpre-writing, first draft composing, feedback, second
draft writing and proofreading.). rBcessbased approaches are wallown toolsto
writing instructors tdeach L2writing because they have a number of benefits:

- Learners can learn how to compose writing in WBen proceskased writing is
compared with other writing approaches.
- They can improve their writing step by step by giving them feedback andgtetiowe

to write the topic.
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- Teacher's feedback allows students to reflect upon their previous writingoand
consider the possible existence of other view points.

Despite those benefits, procdsssed writing has some drawbacks:

- Learners have to speadong time to complete one piece of writing in the classroom.

- Learners have no clear understanding about the characteristics of writing and are
providedwith insufficient linguisticinputs to write in L2 successfully in a certain text
type.

Tangpermpoon (2008, p.5) thinks that in order to overcome the previous
limitations, some steps should be taken into consideration like:

- Teachers should provide students with scgmamples that they have to t@rto get a
clear idea about the writing type.

- Teaches should not spend too much time on one piece of writingusecthis may
decrease studentsarning motivation.

- Teachers should train students to develop a concept of audience by taking turns
giving comments on their classmatesting.

Moreover, Silva (1990, p.15) observes that the process approach is used to
enlarge the context and the audience of writing. It focuses on writers and the process
they undergo during writing. According to thepproach "writing is a complex,
recursive and creativprocess. This approach ais at developing studentmposing
process in a holistic wayso, students should acquire experiences in writing for many

purposes, in various contexts, and addressing different audiences.

2.7.3 - Genre-Based Approach.

This aproach is defined as the way to language and literacy education that

combines an understanding of genre and genre teaching together in the writing class. It
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has also been called by "Englidr academic purposes approach the "Englishfor
specific purpses approach According to this approach, writing is regarded as an
extension of the produdriented approach because learners have an opportunity to
study a wide variety of writing patterns. Like other writing approaches, this approach
has some strengthand weaknesses

Strengths:

- Writing aims to integrate the knowledge of a particular genre and its communicative
purposes.

- It is a way to help students come up with appropriate actual writing in their life outside
the classroom.

- It increases learnsr awareness of such writing conventions as organization,
arrangement, form and genre.

- It reflects a specific purpose of a social situation and allows students to acquire writing
skills by imitation and analysis of each writing genre.

Weaknesses:

- Leamers may not have enough knowledge of appropriate language or vocabulary to
express what they intend to communicate to a specific audience.

- This approach undervalues the writing process which students need to produce a
written product.

- It ignores the witing abilities that learners have in other arddsd:2008,p.9)

Myhill and Amer (2005pp.1-10) describe in their study that the process based
paradigm of writing focusesn writing processesteache'sstrategies and techniques for
invention and disavery, considers audience, purpose and context of writing and
emphasizes recursiveness in the writing pracé&s contrast, the produdtased

paradigm stresses expository writing, makes style the most important element in writing,
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and maintains that the wing process is linear, determined by writers before they start

to write".

2.8 Strategies for Teaching Writing :

2.8.1- Prewriting.

The pewriting stage is considered the threshold of the process of writing
because the right start is half thfe work. Urquhart and Mclver (2005p.76120)
explainsome strategies which can be used in our classrooms during teaching writing,

especially in the planning phase.

(a) Prewriting Guide. Questioning(strategy 1)

During the prewriting phase, writers ugeestions to determine what they know
and what they need to learn more about. These questions help writers discover the depth
of their knowledge. This strategy gives students to pgtapt their discovery moddhe
studentwriter can ask as much as podsibbout the topic he wants to write about, then
answer thequestions. Those questions and answers can be the main ideas of the

intended written work.

Prewriting guide: use the following questions to guide your thinking.

- Why am | writing about this top?

- Why is this important to me?

-What do | really want to say about éé?
- What details will help me communicate a clear message?

- What models can | use to guide the organization of my document?

- What will my final product have in common with my models
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(b) Prewriting Think Sheet (strategy 2)

This sheet is used to elicit information through a variety of questions focused on
a particular topic. It helps studertts choosethrough the knowledge they have about
a specific topic and it ygs them see connections with their knowledbe.interrelate
between the answers of the questions is a good way to thinking strategy and this may

help to keep the written piece coherent.

2.8.2 Drafting:

Drafting is the second phase of the writing mscin which students are asked to
write the first draft abouthe topic they likethey usethe ideasgenerated in the first
stage to write the first draft, they have to train on writing in this stage foo tementy
minutes without a stop, just to faxtheir ideas about the topic they are writing about
Here is a strategy which can be used in this phase :

Focusing your thoughts:

When students are asked to write, they need to focus their thaugtite most
important message. They try to incluelething, so students need to narrow the focus
of their writing. (ibid:2005,p.88)

Moreover, Santi V. Buscemi &onald Pharr (2005) in their book Writing Today"
advisedwriters not to write the first draft and depend on it to be the final draft, because
simply the advanced writers need to rewrite their drafts more and more:
"At this point, you have organized your ideas and are ready to

begin a first draftbut don't expect it to be your final draft. No one is

able to wrie a perfect first draft; even peoplého tend to write very

strong first draft essays realize the need for revision and redrafting.

An essay gets stronger as the drafting process continues. As the

essay evolves and develops, the writer also gets more and more

invested in the process and dstcome: (Buscemi & Pharr2005,
p.43)
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2.8.3 _Reuvising:
- Rewording strategy.

Therevising stage is the heart thfe writing process. When students revise their
written work, they often rely on a dictionary or other word banks. This helps them make
their writing more effective. When students decide to substitute a new word because it
sounds better, they may alter the intended meaning of a sentence or make an
inappropriate substitutioMhis strategy provides students with an opportunity to clarify
the meaning of chosen words and then to determine if the substitution enhances or
supports the message or distracfsain its intended massadiid:2005,p.104) While
revising the ideasor the words, you may modify)change remove or addthis will
improveyour writing. Use the approach of A.R.R.R. (Adding, Rearranging, Removing,
Replacing) By this approach, you can add, remove, rearrange or replads,phrases,

sentencesr paragraphs

2.8.4 Editing.
- Partnership Editing.

Buscemi and Pharr (2005]45) state thatypgoodtraining, studentgan make
capable editing partners. By allowisgudents to review their peergtitten work for
proper grammar, correct spelling, and appropriate punctuation, the teacher can increase
the amount of time availabte work in other aspects of the writing process. He also can
use this extra time to focus on contan¢a instruction. In addition, students often make
successful editing partners because it is easier to find the errors in the work of others

than it is tofind them in heir own writing.
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2.9 Why writing is difficult :

According to Byrne (1997) in his book Teaching Writing Skills" Writing is
considered difficult even in the mother tongue because of three factors; psychological,
linguistic and cognitie
From the psychological sideshen we write, we write on our own selves because it is a
solitary activity so we have to write without possible interaction or feedback, so in itself
it is considered difficult.

On the other handegarding the linguistic pblem we have to compensate for the
absence of the features of speaking, we have to keep the channel of communication
open through our own efforts and ensure both the choice of sentence structure and the
way of how our sentences are linked together andiseged. So the produced text can

be interpreted on its own.

With regard tahe cognitive problem, we learn to write through a process of instruction:

to do so we have to master the written form of the language and to learn the structures of
writing which ae not used in speaking, we also have to learn how to organize our ideas

in a way by which a reader can absorb it without being present or knowing the writer.

2.10 The Role of The Teacher in Lessonaf Writing :

To help students become better tenrs, teachers have a number of tasks to
perform. Harmel(2004 pp.4%42) discusses five tasks a teacher can do before, during

and after student writing.hey are:

1- Demonstrating: students should be aware of writing conventions and genre
constraints irspecific kinds of writing, so teachers have to be able to put these features

into their consideration.
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2- Motivating and provoking: teachers should motivate, help and provoke students to
get ideas, enthuse them with the value of the task and persuadehhefn it can be.
3-Supporting: teachers need to be supportive in writing lessons and help students to
overcome difficulties that students face in writing.

4-Responding teachers should react to the content and construction of a piece of
writing supporively and make suggestions for its improvement.

5-Evaluating: when evaluating studentsiriting, teachers can indicate the positive
points, the mistakes that students made and may award grades.

Borich (1992 p.2) mentioned the role of the teacher in thassfoom, he sees, the

teacher should be organizelisciplined, authoritative, dedicated and insightful.

And also, Yalden (1987p.57) concentrates on the teacher's role in finding a
fertile environment. He notethat the teacher must be concerned wpttoviding an
environment that will provide the appropriate sort of joy and in which the learner can
share in creative interaction. He adds, new strategies and proper development can only

help teachers to create such environment.

Chandra(1996 pp.204243) says that"teaching is not a light task and it is not
something thatanyonecan do without any kind of training. To create an effective
teaching it is essential that the educator must have education of the highest level
accompanied by training techneg and principles of teaching that help him/her
perform the task properly. Here are the needed principles of teaching: principles of
motivation, thinking with the life, interest, selection, planning, creativity and

entertainment, individual differences amanciple of democratic behavibr
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Moreover, teachers should be aware of the modern strategies used in téaching
learning process to Bance interaction with studenteachers should be facilitators,
feedback providers, guides and organizers of thdnlegtlearning process.

From psychologistsviewpoints, writing anxiety should be reduced in schools
and universities. Harrisof2006,pp.1612)in his study explains

" writing apprehension is a problem in writing classes becadusssi

consequences fatudentslearning experience, and for the decisions
they make about engaging in productive, fulfilling writing projects."

Furthermore, he sayseachers should value studerfslings, opinions and
accept individual differences.

Zhan (200, p.121) ges L2 writing teachers use the process approach to help
students work through their composing proegsting started, drafting, revising and
editing. The teacher functioned as an ideas generator, encourager, coach and
collaborator. A writing teacher calildo a good job by giving assignments, marking

papers, and providing readings and by recognizing the complexity of composing.

SiewRong (2003, p.1) believes thete teacher plays an important role as facilitator
and guide in learning processspecially in collaborative learning which is beneficial in
facilitating learning because through active participation, students can engage deeply in
their knowledge construction as they integrate the new knowledge into their own

schema and present itanmeaningfuivay.

4 8



2.11 Letter writing:

To write a letter as a means of written communication between two persons or
sides for friendly purpose or business purpose needs tdebe concise correct,
courteous conversational convincing and complee. To do so, many letter writers
counterpardifficulties. Letter writing has its own principleg addition to the general
writing principles like:the arrangement of the address, the date and its position, the
greetings and the addressee, the body ofetier and its purpose, the closipgragraph
and the writers' expectation from the addressee, the complementary phrase and the
signature.There are strategies that help the writer to write the letter within the intended

features.

2.111 Strategies of léter writing

Writing a letter is not an easy task, it is like any written warkas a nassage to
conveyand anaudience to be addressed. The process writing approach is a general
approach to follow while writing any written work, but to have your lettgtten well
there are some strategies to use wiiliging your letter.Shaun Fawce{2005) presents

a few practical ledr-writing tips and strategids help you when writing thietter:

1. Keep It Short And To The Point

Letters involving business (m®nal or corporate) should bencise, factual, and
focused Try to never exceed one page you will be at risk oflosing your reader.
A typical letter page will hold 35@0 450 words. If you can't ggbur point across with

that many words you pbably haven'tione enough preparatory work
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2. Make It Clear, Concise, And Logical

Before sitting down tavrite, make a brief poiatorm outline of the matters yo
need to cover in the lette@rganize those points intblogical progression that yaan
use as your guide as yourite the letter. The logicablocks of the letter shodlbe:
introduction/purpose,background/explanation, summary/concluasicaction required
statement. Use this time process to organize yoapproach and your thights, ad to
eliminate any unnecessamgpetition or redundancy.
3. Focus On The Recipient's Needs

While writing the léter, focus on the informatiaquirements of your audiee,
the intended addresseeytiu can, in your "mid's eye", imagine the iméedrecipient
seated across asleor boardroom table from yauhile you are explaininghe subject
of the letter. Whatessential information does thatrpen need to know througihis
communication? What W be their expectations whethey open the lett? Have you
addressed all these issues
4. Use Simple And Appropriate Language

Your letter should use simp#traightforward language, fatarity and precision.
Useshort sentences and don't petragraphs exceed three or four sentences. As much as
possble, use languagend terminology familiar to théntended recipient. Do not es
technical terms and acronymasthout explaining them, unless you are certain that the
addressee is familiar with them.
5. Use Short Sentences And Paragraphs

Keep your sentares as shortsapossible, and break the texp into brief
paragraphs.deally, a paragraph should nexceed two to three sentences. This will
make the lettermore easily readable, witiowill entice the recipient toead it sooner,

rather than later.

50



6. Review And Revise It

Do a first draft, and theracefully review and revise iRut yourself in the place
of the addressee. Imagine yoursedteiving the letter. How @uld you react to it?
Would it answer all of your questioRsDoes it deal with all of thkey issues? Are the
language ad tone appropriate? Sometimesading it out loud tmne's self can help.
When youactually "hear" the words i easy to tell if it "sound<ight or not.
7. Double Check Spelling And Grammar

A letter is a direct refldmn of the person sending iénd by extension, the
organzation that person works fowhen the final content of the letter is settlediken
surethat you run it through a sfing and grammar checker. T&&nd a letter with
obvious pelling and grammaticarrorsis sloppy and unprofessiondh such cases, the
recipientcan't really be blamed foesing this as an indication & how you (and/or

your organzation) probably do most oth#ings.

Another educatolooks at forming strategies for letter wnity fromarnother angle,

he advses letter writers to train by using visual diagrams of letters to follow them while

writing the letter, also, the writer can read model letters and imitate them, moreover, he

can use the "Think Sheet" as a guide to writ@@ddetter. The above three components

form what Jeanine Movalli (20002332, calls asuccessful writing strategy.

"Visual diagrams, model letters and a "Think Sheet" are the key
ingredients in this successful writing strategy. Through their use,
studens are able to visualize the letter they have to write, are able to rely
on model letters for sentence structure and tone, and are able to construct
content form formulating answers to the questions from the "Think
Sheet" These default strategies made mgitibusiness letters a
manageable task for my struggling writers
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Figure 7.
Model Business Letters

Why are you writing this letter?

What do you want to happen as a result of sending this letter?

What information do you want your reader to know?
1

2.
3.
4,

What do you want to remind your reader?

2.12 Writing a paragraph:

Maclin in her book(1996 p.227 ) offers a brief description of a paragraph. She
states that"a paragraph is a unit of thought that has several or many sentences in it
Thelengthof a paragraph varies according to the purpose of writing. Academic writing
business writing, journalism, and scientific and technical writing have different

purposs. They may require paragraphs of different lengths. In academic writing a
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developing or body paragraph is often 856125 word long. Sometimes it is much
longer. The organizatiorof a paragraph depds on the purpose of writinga & short
paper, each nar point in an atline may be developed intoparagraph. In a very long
paper, several paragraphs may be necessary to develop onéAp@inge your ideas
clearly in orderto make your topicuitableas far as possihlérhe topic sentenoaf a
paragrap tells what the paragraph is about and how the ideas are developed. A topic
sentence can be put any place in the paragraph, but putting it at the beginning guides
the developmentThe appearancef a paragraph is important. In handwriting, indent
the first line of each paragraplo not indent every time you begin a new sentence
Leave margins on both sides of the paper. Use blue or black ink on white paper. Three
kinds of paragraphs make up every formal compositAm.introductory paragrab
begins thepaper,stating what the paper is going to be about in the form of a thesis
statement. Body paragraphs develop the thesis statedeobncluding paragraph
restates the thesis ,usually in different words, and shows briefly how the development
relates to it Sometimes short transitional paragraphs join the ideas in the body

paragraphs, but many writers include transitional elements in the body pasagraph

2.121 Organizing the plan of writing:

Hajjaj (1996p.262) clarifies that when you write a paragraphaocomplete
essay you need to express your ideas clearly and effectively in sentences in sequence. In
order to do that, it is important to put in mind the following things:
- Purpose: why you are writing.
- Subjectmatter or content of writing.
- The reder or to whom you are writing.

- Choice of words, phrases, idioms and expressions.
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- Grammar: sentence structure, verbs, nouns, pronouns, articles, agremmdent
sequence of tenses

- Stylistic variations such as formal or informal, narrative, descapwomparative or
argumentative writing.

- Mechanics of writing: handwriting, spelling, capitalization and punctuation.

- Organization into paragraphs, their internal structure and the relation between them.

He adds, when planning the paragraph ,learrstrsuld know every paragraph
consists of a sequence of more than one sentence. One sentence, but usually not always,
is the topic sentence and the remaining sentences support that topic sentence. Whether
the paragraph is intended for its own (for exangsleanswer to a questioa summary
or ashort repa.) or as the beginning of an essay, a part of the body or the conclusion of

an essay, it often maintains the above mentioned structure.

2.12.2 The qualities of a good paragraph:

Khailani and Mugqgattastf1996, pl64) saythat a good paragraph has the following
qualities:

1- Unity: This means that all the sentences in it@menected in meaning and contn

one main thought or idea.

2- Clarity: This means that the central thought or idea in the paragsapéveloped
clearly and logicdy. One sentence leads naturally to the next sentence within the
paragraph.

3- Related to thewhole: This means that, while each paragraph is unified in itself, it is
nevertheless a part of a larger composition, and aslafgar whole, each paragraph
must clearly, naturally, and smoothly develop forra plaragraph before it and lead to

the paragraph after it.
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2.13 Approaches to Writing Instruction:

Khailani and Muqgattasf1996, ppl25128) mention five pedagogical puges
for teaching writing, they are: reinforcement, training, imitation, communication and
fluency.

1- Writing for reinforcement.

One of the pedagogical purpose is to reinforce an understanding on the part of
the students that their purpose as authote demonstrate accuracy to the teacher. So
teachers ask their students to write in order to reinforce something that they have learned
or so as to reinforce a grammatical concept that has been introdiveyl ask students,
for instance, to copy sentences short passages, or they assign sentences to drill
grammatical concepts.

2- Writing for training.

Writing for training is another purpose for teaching writing. Writing used for the
purpose of training initially presents students with patterns of ktiguand rhetorical
forms that might be new to therStudents are given practice in using and manipulating
these new patterng/hen they do this kind of writing, they work with units of discourse
longer than the sentence. The aim of the training is om#repulating of rhetorical and
grammatical structures, especially through use or transformations, students may be

asked to change a general statement Tikermometers measutemperaturento a

definition: Thermometers are instruments which measure tatwerOr students can

be given groups of sentences in random order and asked to put them into the best order

for an English paragraph.

55



3- Writing for imitation .

Here teachers want their students to become familiar with rhetorical and
syntactic forms byollowing carefully chosen models. For example
i Students |listen to a pddstatam er paraphaadeital oud
(dicto-conp).
1 Students write a compositioaccording to given guidelineabout content and
organization.
1 St wudya passage that is outlined or analyzed, and write a piece with parallel
organization.
1 Students read an essay, such as one cl
organizational pattern, and write a similarly organized essay on a relptedstech as a
classification of attitudes toward work or travel. In the above examples, the writing of

the students is judged not on the ideas the students present but on how closely they

follow the given guideline§bid:1996,p.126)

4- Writing for comm unication.
In writing for communication, the emphass placed on meeting studemtseds
both in gaining control over the conventions of written English and in obtaining

opportunities for self expression.

5- Writing for fluency.

Accuracy is a necessacondition for fluency, and both need lhe emphasized
by the language teacher. At the early stages of writing skill the teacher needs to design
writing activities, e.g. sentence completion, sentence joining, dictation and writing a

paragraph based on aodel to reinforce work on structure and vocabuldryat is
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accuracy in writing. On the other hand, as students progress, the teacher should desig
tasks to develop the studerafility (fluency) to write continuous texe.g. a report, a
dialogue, a ledr or a composition). The teacher should assign tasks that generate

fluency and enable students to e more confident with writingbid:1996,p.128)

2.14 Stages of Writing Practice:

Khailani and Mugqattasi{1996, ppl31-150) divide writing into threemain
stages: controlled writing, guided writing and free writing. And each stage has its own

procedures and techniques.
2.14.1- Controlled Writing.

This kind of writing is completely undehe teacher's control. The main aim of
this kind is to teach stents the mechanics of writing accurately and readiness for
further writing activites. Controlled writing includekandwriting, copying, dictation
andspelling.

x  Handwriting:

It is the first step o writing activity. It is a form of imitative writingri which
students learn how to write the alphabet and other familiar words of specific
significance.

x Copying:

This phase of the writing skill is practiced after students can write the letters and
the combinations of the letters easily. The material ithgtven to students should be
familiar to them because the aim of this activity is to reinforce previously learned words
and patterns, and develop students consciousness of spelling and to fix the correct

written forms in their minds.
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x  Dictation:
This kind of writing skill is a necessary activity for development of spelling
consciousness in learners. Dictation is more difficult than copying because English
spelling does not always correspond with the sound. The material of dictation should be

brief, familiar and not beyond the studemtsige of comprehension.

2.142- Guided Writing:

The seconded stage of teaching writing consists of two graded steps of
composition writing, controlled composition and guided composition.
1.A-Controlled Composition:
In cortrolled writing, students are given the needed words and expressions or a model
andthen thestudents are asked to rewrite it. The purpose of this is to ensure that what
students write is grammatically correct. This activity may take any of the following
forms:
0 Missing Words: Students are given a passage with some deleted words and are asked
to supply the missing words.
0 Word Ordering: Students are given a group of words in disorderly fashion and are
asked to rearrange them to make a complete sentence.
0 Re-arrangement of sentencesA group of unordered sentences is giveiudents are
asked to rearrange them logically to build up a complete paragraph.
0 Imitation of specific patterns: In this activity,the teacher presents the class with a
model sentece and a group of substitutes which are to be patterned after that model.
0 Parallel paragraph: In this activity students are given a model paragraph with

directions for rewriting it by employing specific language manipulatidgisdents
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substitute someavords in the model paragraph for others to get a new paragraph
grammatically parallel to the given one.
0 Sentence expansionin this exercise, students are given a model paragraph with
numbers permeating its sentenSeme modifiers are also provide@ihen, gudents are
asked to rewrite the paragraph by inserting a suitable modifier in place of each of the
numbers.
0 Sent enc e Indhisexercisatpartoha:sentence of phrase is omitted and the
students are required to supply the missing part. (Eaeher gives students some
guidance for writingand thestudents add the correct form.
0 Guided writing using pictures: In this writing activity, the teacher showse class a
large picture. Hele gives the necessary vocabulary or structures. Stualenesked
to write about it to form a composition.
0 Dicto-comp: In this activity the teacher reads to the class aspge of one or more
paragraphs. fien the students give it back as accurately as they can, using the identical
words and construction d&ar as they can and filling in with their own words only when
their memory of the dictcomp falters. To the extent that they reproduce the original
passage, the students are writing a dictaflanthe extent that they must use their own
words to fill menory gaps, they are writing something akin to a composition.
0 Dictation with cloze material s:

In this exercise, the teacher reads the passage several times at a normal speed.
Then the passage is given to the students in its "cloze" form, with words omitted
randomly.
Dictation exercises are valuable for both pcEctand testing in reading and listening
comprehension. Students are required to guess at the correct word from the text and fill

in the exact word.
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0 Summary making: The purpose of making a summary is to express something in a
shorter way. It is not menglto reduce a passage to a minimum, but to provide as much
essential information as the word limit required may allow. Generally speaking, there
are three main processes of reducing the length of any written pa&saugralization,
selecting and rejectinfacts, word compression.)
0 S e n-tomimning exercises: Students are provided with a group of simple
sentences and are asked to combine them into complex ones to form a paragraph.
B- Semicontrolled composition:

The second type of guided writing is the seawointrolled compositio which is
an important step in improving from controlled to free composition. The content or form
of what students should write are given to them. At this stage students can use exercises
such as:
y Written interviews, real or imaginary: In this activity students can pretend they are
interviewing famous people, football players, and the liked&tts are given some key
words directions and a few lines which can stimulate them to develop the dialogue.
Y Pictorial exercise: The teacher presents the clagith a series of pictures or films.
The students are asked to write about the content or the sequence of events in these
pictorial, guided by the teacher's questions or discussion.
Yy Narr at i v this acavitycthe deacher reads a story or event. He/she
writes some leading questions on the boaftke studentdask is to retellin a written
form, the same story or to summarize it.
y Short story completion: In this activity, students are asked to write an ending to a
story by using their imgination, oto complete a dialogue.
Yy Lett erIn this exercise the teacher shows students the method of writing

letters (address,beginning, body and conclusipngive them some key words or
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expresns and the theme of the letter. Students waitketter on the basis of the
information given.

y Cued dialogue: The teacher writes on the board some brief cues for a dialogue.
Students write out the complete conversational exchange.

y Cloze exercise:The teacher gives students a passage in which soonds are
omitted Thestudents fill in the missing words.

y Changing spoken to written English: The teacher gives students a transcript of
spoken English and asks them to change it into a piece of formal writing.

y Changing a narrative to a dialogue, or alialogue to a narrative.

y Writing an account or a report on a writ

y Writing a summary or an outline of material which students have read.

2.14.3- Free writing:

This activity requires some preparation. So, the teacher mustcinstudents
with the mechanics of free writing composition such as: indentation and clear hand
writing. The teacher must teach them the qualities of a good paragraph such as: unity,
coherence, cohesion, mechanics of writing. Concerning the topic, theertdzah to
present the class with a subject that is interesting to them. Additiokhiedat and
Thweqgan (1984, p38) states that in free writing composition students should be
provided with some topics and are free to choose any one to write 8halents are

free to express themselves and select the words and ideas they want.
2.15 Writing: Assessment and Evaluation

Davison and Dowson (1998wp.140144) discuss three kinds of writing

evaluation: selevaluation, peer evaluation and teacher assesshemiting.
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- Peer evaluation: This kind of evaluation can be guided by prompt questions
established by the teacher, or in negotiation, which draw attention to matters such the
total impression a piece of writing is intended to make on readers, andetieitetias,
specific strengths in relation to matters such as its use of genre, its selection of content,
its appropriateness for its audience and its technical accuracy, general points which the
writer could address in redrafting or revising the texisluseful if the teacher can
intervene in peer evaluation processes respond to self evaluations before the writer takes
action, both to provide further advice and to monitor the responses whidieiage

made to writing. Student€omments can be imponfaand informative about the
development of their writing.

- Self- evaluation: It is particularly valuable when students produce especially sensitive
or personal writing, or when they use genres such as p¥eétiters who are asked to
discuss what they we trying to achieve ,and to indicate the source of their ideas, can
provide a teacher with very important guidance as to what kind of response is
appropriate"The selfi evaluation forms a kind of objectification of the personal, and
the teacher needs pay attention not only to the quality of the work, but also the extent

to which the writer is able to distance him or her from the content, in deciding how to
respond.

- Teacher assessmenifTeacher assessment of writing should also draw attention to the
issues indicated for peer and s®lfluation.Many teachers begin their responses to
writing with comments which indicate their reaction to the way in which the piece has
made meaning, and may include emotional responses as well as analytical ones. Positiv
achievements should always be identified and the teacher should then target a limited
and manageable number of areas for further developieatformative assessment and

evaluation of writing should take the form of a developmental dialogue between the
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teacher and students and among groups of students. And also Richard9(z203

225) says thatThe assessment refers tioe variety of ways used to collect information

on a learner's language ability or achieveménis therefore an umbrella termhich
includes such diverse practices as ermay class tests, short essays, repariting
portfolios or largescale standardized examinationB the classroom, any assessment
can be formative or summativéd formative assessment is designed to idengify
learners strengths and weaknesses to affect remedial . &8tiomative is concerned

with "summing up" how much a student has learned at the end of the course. Richard
also points out five reasons for evaluating learners :

1- Placemert: To provide infornation that will help allocatstudents to appropriate
classesTheseests may also serve a diagnostic function.

2-Diagnostic: To identify students™ writing strengths and weaknesses. This kind of test
can also identify areas where remedial action is e@dext a course progress, helping
teachers plan and adjust the course and inform learners of their progress.

3- Achievement: To enable learners to demonstrate the writing progress they have made
in their course. These assessments are based on a cleationdf what has been
taught, testing the genre tHasbeen the focus of the courseh€Beresults are often

used to make decisions for course improvements.

4- Performance: To give information about students’ ability to perform particular
writing tasksusually associated with known academic or workplace requirements.

5- proficiency: To assess a student's general level of competence, usually to provide
certification for employment, university study, and so on. These tests seek to give an

overall pictureof ability. Often standardized for global usech asTOEFL
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2.16 Methods of Correcting Writing:

Alkhuli (1983 pp.9697) gives four methods of correcting students™ writing. He
says, "When actual writing comes to an end, the teacher collects copyldooks
correction. which mayake one of the following fornis
1- Error hunting. The teacher may correct all mistakes made by the student. However,
this method of correction may cause some negative side effects. A studesgeshibat
almost every word Hshe has written has been m®@drked by the teacher becomes quite
frustrated and forms a conclusion that /Bee will never write correctly. Such a
conclusion usually ends up with despair or losing the motivation for learning or
progress.

2- Selective corretion. In this method, the teacher does not correct all the mistakes.
He/ she only selects some of them and especially those big ones. This method saves the
teacher's time and effort and may motivates students better.

3- Symbolized correction The first twomethods deal with the quantity of mistakes to

be corrected. On the other hand, this method deals with how to correct regardless of
guantity. In symbolized correction, the teacher underlines the mistake without writing
the correct alternative. He/she omlyites a symbol such as I, P, G, S, or V. which tells

the student that he/she has made a mistake in indentaumetuation, grammar,
spelling, or vocabulary. The student himself/herself is expected to discover the correct
alternative with the teacher'sigance.

4- Detailed correction. In detailed correction, the teacher underlines the mistake and

writes down the correct alternative in detail.
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2.17 Approachesto Scoring:

Richards (2003pp226- 244) clarifies that writing scoring falls to three mai
categories: holistic, analytical, and trait based.
Holistic scoring: It offers a general impression of a piece of writing. It is based on a
single, integrated score of writing behavior. This method aims to rate a writer's overall
proficiency through anndividual impression of the quality of a writing sampléhe
global approach to the text reflects the idea that writing is a single entity which is best
captured by a single scale that integrates the inherent qualities of the writing. Holistic
scoring metod, has some advantages such as: Global impression not a single ability,
emphasis on achievement not deficiencies, weight can be assigned to certain criteria
encourages rater discussion and agreement. There are some disadvantages for this
method such aslt provides no diagnostic information, it is difficult to interpret
composite scoreraters may overlook sub skills, longer essays may get higher scores,
one score reduce reliability, it may confuse writing ability with language proficiency.
Analytic scaring methods: It is based on separate scales of overall writing features.
Analytic scoring procedures requires readers to judge adegtdinga set of criteria
seen as important to good writing. The fact that raters must give a score for each
category helps ensure features are not collapsed into one and so provides more
information than a single holistic score. Analytic scoring more clearly defines the
features to be assessed by separafing sometimes weighting, individual components
and is therefa more effective in discriminating between weaker tewglely used
rubrics have separate scales for content, organization and grammar, with vocabulary and
mechanics sometimes added separagelg, assigned a numerical veibed:2003,p.30)
Trait -based soring methods: trait-based approaches differ from holistic and analytic

methods in that they are contesdnsitive. Rather than presupposing that the quality of a
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text can be based on a priori views of "good writing", dbased instruments are
designedd define the specific topic and genre features of the task being jubiged.

goal is to create criteria for writing that are unique to each prompt and the writing
produced in response to it, using either prirtaajt or multitrait systems.

Primary -trait scoring represents a sharpening and narrowing of criteria intended for
holistic scoring as it involves rating a piece of writing by just one feature relevant to the
task. The primary trait is defined by the task designers and allows teachers and students
to focus on a critical feature of the task, such as appropriate text staging, creative
response, effective argument, reference to sources, audience design, and so on .

Multi -trait scoring requires raters to provide separate scores for different writing
fedaures, as in analytic scoring, while ensuring that these are relevant to the specific
assessment task. Muttiait scoring treats writing as a multifaceted construct which is
situated in particular contexts and purposes, So scoring rubrics can addiedsatrao

not occur in more general analytic scales. This method is flexible as each task can be
related to its own scale with scoring adapted to the context, purpose, and genre of the
elicited writing. It also encourages raters to attend to relatieagitis and weaknesses

in an essay and provides opportunities for detailed feedback to students. It also provides

rich data that can inform decisions about remedial action and course content.

2.18 General Comments on Part One:

Writing as a means of grajg communication is equated to speakasga sound
communication, moreover, writing is considered a difficult skill as it is a productive
skill not only to foreign students but also, to native speakers. Our students suffer when
they are asked to write. €hresearcher chose to tackle letter writing deficiencies by
utilizing the writing process approgcudentsshould be giverthe chance to practice
writing using the writing processtages prewriting, drafting,revising, editing and
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publishing Teachers bEnglishlanguageshould be trained on using the writing process
stagesin their classes for its great importance in helping students to overcome the

obstacles that face them in writing lessons.

Part Two
Previous studies:

Introduction:

It is wrathful bdore going forward in the research methodology to survey a
number of the previous studies that handled similar problematic areas which may lighten
the road for this research will be of great benefit to the researcher as a background for
the study. Hene, the researchexill present the purpose, the populatitimee sample, the
tools, data analysis, the results and recommendations of the following sthésaswill

be classifiedvithin three parts

A-Studies with emphasis on strategies of writing:

Bataineh (2010)

This study examinedand explord the effect of the internet ommproving
university students' writingperformance. The population d¢iie study consisted of all
students in th&nglish Language Department At-Isra’ University who were entded in
(Writing One), in the firstsemester of the academic year 2006/2007. The purposeful
sample of thestudy consisted of 62 students. They weveddd into two sectionsSection
One which comprised the expmental group was supported byweb-based sfiware
while, SectionTwo, which was regarded as thentrol group, created their articles via

paper and pencil. A web page wa@essigned with a useful link and learning materials were
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included, and ar-mail address for the course teacher wetehined. gtistical analyses
were used t@nalyze data from the ptest andpost test score§.he results shovekthat
students who worked witthe internet had significant gains in itherriting performance
comparedwith the control group. Additionally, the studsrwho worked with the internet
were more motivated to write thahe other group. In the ligof the above findings, isi
recommended that the internet should be incorporated in the teachingired wnd other

language skills.
McMullen (2009)

This study investigates the use of langubagening strategie@_LSs) by Saudi
EFL (English as a Foreign Language) students inside the Kingdom of Saudi Arabia. The
study determines if gender and academic major have any effect ars¢hahdeveals
the pdential benefits for Saudi students in the area of strategy instru@aga was
collected during theacademic year 2002008 from three sampleniversities in Saudi
Arabia using Rebecca Oxforddés Strategy | n\
selfreport questionnaire, as the instrument. Participants in the study (N = 165) were all
enrolled in similar Freshman English composition courses and totaled 71 male students
and 94 female students. The results of ANOVA (analysis of variance) tests showed that
female students used slightly more LL$&&rt male students, and CompuSuience
students used slightly more LLSs than Management Information Systems students. In
response to these findings, a program for direct strategy instruction was piloted with an
English writing class at one of the sample universities. Encouraging results from this
trial program suggest new avenues for approaching the teaching of writing inside the

Kingdom.
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Naeem(2007)

The study aimed at investigating the effect of a suggested.G&bmputer
Assisted Languagédearning program on developing EFL learner's mechanics of
writing in English. The researcher chose the sample randomly. The sample consisted of
eighty fourthi year students (2068007) of the English Department at the Facof
Education in Kafer EBheikh. Forty students have been chosen to the experimental
group to study mechanics of writing via the CALL program and the other forty students
have been chosdar the control group.

The researcher used a pilot study, aniee@ment test, the CALL program, a
lecturer's guide, a student's guide and a questionnaire to collect the data and carry out
the experiment. The experiment of the study has lasted for ten weeks.

The researcher used the One Way ANOVA andtitestto anayze the data
statistically.

The findings of the study showed that the suggested CALL program developed EFL
college learners amponents of writing mechanic®ynctuation marks, Capitalization
and Spelling ).

Bitchener, Stuart& Cameron (2005)

This studyaimed to find out the effect of corrective feedback on the targeted
linguistic forms under different treatment conditions in improving the students' accuracy
of new written pieces. The researchers divided the sample into three groups, the three
groups reeived the same amount of instruction in grammar and writing skills; the first
group received direct written corrective feedback and five minutes researcher
conference after each written piece. The second group received written corrective
feedback only. Thehird group received no corrective feedback, but it was given

feedback on the organization and quality of the content. The combination of written
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feedback and onéto-one researcher conference helped the students to improve
accuracy to correct the pasinglle tense and the definite article better than the case in
prepositions.

The study findings showed that direct oral feedback accompanied by written
feedback had more impact than direct written feedback alone in improving the student'
accuracy. Also, theambined feedback option facilitates the improvement in "the more
treatable" rule governed features, the past simple tense and the deficigetlzan "the
less treatablefeature prepositions. The researchers recommended that second language
teachers shdd provide their students with both oral and written feedback on the more
treatable types on linguistic errors on regular basis.

Li, Xiuping (2004)

This studywassebut to i nvestigate Chinese EFL |
of rote learning (RL)n vocabulary learning strategid$ie focus of the study is Chinese
EFL | ear ne-infuénced beliefs @mboat ltheirypreference for RL strategies as
opposed to other memory strategies (MSs).

The study hadour main aims: (1) to promote a concretalerstanding of the
concept of RL in the Iliterature; (2) to e
beliefs about their preference for RL strategies; (3) to offer a challenge to \higldly
beliefs that Confucian culture is a negative influence amlag; (4) tooffer guidance
toEFL teachers/researchers who are interes
strategy choice and use.

The researcher usedthree instruments-questionnaires, interviews and an
English vocabulary test. The subjects were XOWinese learners in the English

Department at a large University in the Northeast area of China.
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The findings of the study indicadethat Chinese EFL learners generally hold
highly positive beliefs about RL in EFL vocabulary learning because they bdfiavve
this form of RL hasan integration of repetition, memorization, practice, including
reviewing and understanding. The results alsowedthat there is significant difference
between the learners who hold positive beliefs and those hold negative bbbet RL.
The responses from teacher quest@ire ascertained the genesallility of the
findings. The study indicat h at Confucian heri acwgle | earr
involves far more complex processes than have been supposed to be the case.

Thus, the researcher suggested new term fAAxds ek MINT uc
di stinguish these strategies frondtihssi ve
they believe RL is an effective way of learning EFL vocabulary, but not the best way.
However, tle findings suggesd that their belief that RL is consistent with Chinese

culture and values tends to override other considerations.
Kari (2003)

This study aimed at providing information for improving organizational skills in
writing through the usefa@raphic organizers. The population of the study consisted of
second, third and fifth grade students from two schools in suburban community. School
(A) had 440 students enrolled. School (B) had 550 students enrolled. Both schools had
traditional curriculm. The various types of data were collected through the following
tools: observation checklists, students™ surveys, anecdotal records which included note
taking and reflections, and writing rubrics. The collected data revealed that the problem
related to mconsistency of teaching methods used in writing institution and teachers.
There is lack of students motivation in writing. The researchers suggested some
strategies like: offered assistance in creative writing, vocabulary development,

portfolios, instruabnal approaches and graphic organizers. The result of the study
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indicated an improvement in the use of organizational skills during the writing skills.
Students also had growth in the area of transferring the skills into other subjects. The
researchers cemmended more emphasis should be given to teaching grammar and
usage.

Doyle (2001)

The purpose of the study was to help students improve their writing skills and
their selfconfidence as writers. The population of the study was third graders in
sububan Chicago, lllinois elementary school. The studys conductedn one public
elementaryschool The school had 53%tudents. The project implement&diting
strategiegluring the period September 1,2000 to December 15,2000, for 12 weeks. The
sample of he study was the third graders in the school. The need for the study resulted
of teacher observation, evaluation of student writing and the scores of Achievement
Test. The achievement test showed that students were unable to communicate
effectively throughwritten language. The results also showed that many teachers lack
adequate training in teaching the writing skill. The study suggested the following points:

- Teachers training should be offered to help staff become skillful in teaching writing.
-A variety of strategies should be applied into the writing program to improve students
writing.

After implementing the project, the result of the study revealed that there is
progress in the students™ writing skills, most students became able to write organized

essays independently within less than four months.
Bartscher, Lawler, Ramirez and Schinault(2001))

The study aimed at describing a program for students in the grades four , seventh
and eighth who suffered from low achievement in writing. This low achiené

affected students™ behavior, attitudes and interaction. The tools of the study were writing
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check lists, interviews and writing rubrics. The population of the study was 1483
students distributed into two sites. School site (A) contained 283 studehtzl site
(B) served approximately 1,200Qudents.The researchers said that the lack of writing
skills has been resulted from the of feedback from teacher to students.

The study suggested that using cooperative learning, creative writing and
journalizing can improve students’ level in writing. Tjoernalizing strategwill serve
two purposes: First, the journal is an indicator of writing skills improvement. Secondly,
the journal serves as a tool to improve writing skills. The results of the studhedlam

improvement in writing skills.
Harrington, Holik and Hurt (1998)

The study aimed at describing a program for increasing student skills in writing
The population of the studgonsisted of fifth grade talented ,regular students in a
middle classThe study took place in western suburb of a Midwestern city.

The tools of the study were teach surveys, student surveyaijting samples,
local assessments and checklisthe collected data revealed that teachers report
student frustratio, lack d "seeing real life"connection and poor writing skills. The
teacher also reported that limited time, previous failure and lack of modeling fostered
poor writing skills.

The study suggested four major categories of intervention:
- goal setting conferees.

- cooperative learning.

- graphic organizers.

- use of rubrics.
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The results of the study revealed that students showed increased enjoyment of
writing, students developed their habits of goal setting and the students became

proficient at per editing.

B-Studies with emphasis orthe Writing ProcessApproach

Baroudy (2008)

The study aimed to discover the writing strategies of the successful and
unsuccessful studemtriters. The researcher designed a questionnaire of domains
which were rbearsing, drafting, revising, studenwriter's role, and the role of
instructional materiato locate the types of writing behaviors. Then, he analyzed the
findings and found dagory to the successful andsuiccessful writing strategies.

The scores obtaed from the independent raters, a few studewtriters were
seen to have been categorically rendered competent writers even, they used:
brainstorming, revising, multiple drafting, recursive thinking, seeking meaning, quick
writing, feedback anticipatingletecting audience, verbalizing content, keeping journals,
attending conferences, carrying portfolios, and free topic selecting.

The researcher concluded that, most successful studiéets were almost
consciously or unconsciously use process writingragch. They were deliberately or
none deliberately in feor of free writing using seléelected topics. They used to
brainstorm to provoke dormant knowledge in their-wréing stages. On the other
hand, they ignored grammatical accuracy and discardedih@iat correctness as
ultimate goal. They did not submit themselves to inhibited writing by focusing on local
rather than global aspects of language. They wrote meaningful contexts. They also,
fought writing with observing a netinear movement rather dn getting fascinated by

a forward and a non backward linear path.
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Al- Hazmi and Schdfield (2007)

The researchers conducted this study to investigate the effect of enforced
revision with checklist and peer feedback on a group of 51 male English nmajoes
third year atking Khalid University. The sample represented the university population
of Saudi Arabia.

The researcher asked whether self revision or peer revision of drafts ledd to: (
greater changes? And of what sor2? Greater improvement beeen drafts? And in
what aspects?3) Better final drafts andvhetherfinal drafts improve ovewithout the
intervention?Does writing improve in exams without having checklrs, redrafting
forced on them, and no peers available?

To answer these quests the sample waslivided into two groups, the
participants were trained to use revision checklist, peer revision, whereas the other
group used onljonely revision.The researchers used; (1) Jacobs composition profile to
measure key aspects of writingadjty (2) writing revision checklis{3) an interview for
15 minutes after the last intervention session with the participants to elicit their reactions
to peer and self revision.

The findings showed that final drafts during the intervention were on a&verag
slightly (not significant) better than the baselinegpammay vocabulary, organization,
and content, slightly worse on mechanics, weakly supporting the effectiveness of the
drafting and checklist regime in shifting attention to higher level of revisith
consequent improvements theféhe interview showed that there was evidence that
neither peers nor the emphasis of checklist on higher level concerns managed to direct

participants' attention toward organization and content which count.
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The researddrs attributed these results to the participants’ un readiness to
abandon the traditional surface error besides the limited time of the experiment which

lasted for eleven weeks.

Min and Li-juan (2007)

The study aimed to investigate the role of ithelicit part of thewriting process
as unfortunately, many people only recognize the explicit part in the process writing
which consists of activities, such as prewriting, drafting, revising, rewriting, but neglect
its implicit part in which the meaningni t he writerds mind devel
based text to the readbased text. This paper is to expatiate on this implicit process,
especially in academic English writing, with the hope of offering useful ideas to our
learners for their writing activiéis. In our writing, we should not only pay attention to
the writing product, but also to the process of writing. And the writing process is that of
exploring meaning, discovering meaning and creating meaning. This process is the
linchpin in the process wiing. Process writing brings people into the writing process
successfully, while because of short of the awareness of the implicit part of process
writing in which the writing meaning is from the author to the reader, then to the files,
many old problemsra still under research. As writing teachers, we need to encourage
our students to consider their audience and rhetorical norms of English while developing
their paper. The purpose of emphasizing the development of writing significance in
academic writings to help people to master the process writing perfectly, beginning
with the purpose and meaning of writing, to settle those issues existing in our teaching

and to improve the effect of writing teaching.
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Hopkins (2002)

The study was applied and deveddpto assist low achieving tenth grade
students”™ essay writing skills. The study was implemented in Bethel $tigbol in
Virginia. The school had 966 male students and 984 female students. The population of
tenth graders was 5&tudents (255 male studsrAnd 249 female students). The study
lasted for six weeks , 18 intervention were implemented to assist low achieving students
with their ability © improve essay writing skills

According to first term examinations in the scholastic year 2002, madgrss
were not performing on their grade level in regards tomtieing processThe goal was
to help students write successfully and understand the elements of thpafiagraph
essay. The objective of the study was to help students write succeasfiliiynderstand
with 70% accuracy in (prewriting drafting revision ard finalization of essay writing
this was done by pre / post tests.

The researcher improved the stages of the writing praeds as: prewriting ,
drafting, revision proofing and phblishing of the five- part essay To reach and achieve
the objectives the researcher used graphiarorgrs for clustering diagrams, charts,
revision chartspeer editing and scoring rubrics .

The researcher recommended that the time spent on peeg etlistering methods and

writing portfolios be increased and rubrics be used to help students in essay writing .
Kowalewski ( 2002)

This study described a program for instructing studenttsainwriting processin
order to improve their writing dks. The population of the study consisted of fourth and
fifth grade students in a middle class community in northern lllinois. The total
population of the school was 566 students. The sample of the study consisted of 76

students distributed into thredes.
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Site (A) 24 students, sitéB) 26 students, site (C) 26 students. The collected data
showed lack of use of progress writing skills because there was a lack of skills related
to organization and revision in the writing process. And also a lack dfdeawdeling,
reflection and the time given for student writing. The study suggested some strategies
for treating the problem such as: increasing the time allowed for writing, more teacher
modeled demonstrations of writing techniques like (organizatie@gsidword choice,
sentence fluency, voice and conventiofisg results of thestudy showed a marked
improvementin students writing. The students showed greater ability to communicate

more effectively through their writing at the end of the program.
Cumberworth and Hunt (1998)

The study aimed at describing a program for improving middle school writing
skills and their attitudes toward writing. The population of the study consisted of
seventh and eighth graders in western lllinois. The program wasnmapted at a
middle school in the Quad City metropolitan area. The school had 1,100 students in
grades five to eight. The program lasted for 18 weeks. The tools of the study were the
teacher's observation, student surveys, writing samples and a writtldistheas used
to assess students” samples. Through these tools the researcher observed the weak
writing skills, ineffective use ot writing process and studergsor attitudes toward
writing. When the researcher analyzed the collected data, iteshth&t students were
unmotivated to use thariting processand there was a lack in a cognitive awareness of
the purpose of the writing process. They revealed little emphasis on revision skills and
also students have no "real world" purpose for writifflge study suggested three major
categories of intervention:

- providing real world purposes for writing.

- implementing a change the amount of strategies related to the writprgcess.
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- Emphasizing metacognitive strategies related to the writingepso
The results of the study showed there wapoaitive increase in studenggtitudes

toward writing and the use of the writing process was improved, revision in particular.

C-Studies with emphasis on difficulties
Hui-mien, T. (2008)

Good Endjsh writing competence is widely recognized as an important skill for
educational, business and personal reasons. English writing instruction is thus assuming
an increasing role in foreign language education. The study seeks to explore EFL
| ear nerwrifing dificpltees by analyzing the nature and distribution of their
writing errors. The participants were 95 second yearEmglish majors of Kun Shan
University. The error analysis revealed that the top four most commonly made errors
were word choiceverb form, missing subject and verb tense. The major causes of these
errors were attributable to limited vocabulary size, poor grammar knowledge and
interference from first language. Sappropriate instructional strategie®re suggested
so that teacher can adopt a more effective appr o:

proficiency.

Masanijila (2005)

This study aimed to identify and discuss writing problems in Kiswabhili in Tanzanian
secondary schools. The researcher chese schools to be his sample$he study
admitted that writing is a skill that had to be taught and failure to consider the difference

between speaking and writing leads to communicative writing problems.
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The study revealed the following writing problems: capital@ati punctuation,
inexplicitness poor organization, gling mistakes and grammar errors. The researcher
related these problems to pedagogical causes because all of them are found in other
schools and not only the sample two schools. The researcher recommended that these
problems can be minimized if the students are taught by professional Kiswabhili language

teachers.

Mourtaga (2004)

The researcher condted his study to investigathe errors among the Palestinian
students in the English writing classes and to wkten the students and their teachers

are aware of these errors and their frequency throughout identifying, analyzing, and
classifying the written errors. The researcher took a sample which consisted of 35 male
and 35 female freshman students who werdénsecond semester 2004 at the Islamic
University. The researcher used two questionnaires; one was applied on the students and
the other on the teachers.

The results showed that, the students made 484 errors in verbs (23%), 313 punctuation
errors (14.9%)270 article errors (12.8%), 226 nouns (10.79%), capitalization errors
(9.8%), preposition errors 96 (4.5%), conjunctions errors (4%), adjectives errors 66
(3.1%), adverbs errors 33 (1.5%). On the other hand, the instructors confirmed that the
students makemany errors in writing English and find difficulties in writing
grammatically correct sentences. Both, the instructors and the students were aware of
the errors made by the students when they write in English and counterpart difficulty to
write grammaticlly correct sentences. But, both sides were not aware or the real count

(frequency) of the errors made by the students.
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Summary:

It is clear that most of the above studies sought to modify the participants'
writing performance. Sothe researchers usddrms like (increasingdeveloping
improving describing) with writing skill/ performance variables. Half of the above
studies introduced programs as a solution for improving the writing performance of the
participants for exampleCumberworth andHunt (1998) Mark (1998) Mark (2001)
Kowalewski, E (2002) Al i Hazmi & Schdi (2007), Naeem (2007)McMullen, M. G.
(2009) Only three of the studies aimed to investigate things related to writing skill such
as the role of implicit part of the process writimgproducing a better written work, the
use of learning strategies the Saudi EFlstudents inside the kingdom, whéhe study
determines if gender and academic major have any effedanguage performance.
Also, two studies were concerned with the quiter and the internet as a means of
developing learners' writing mechanics and performance Naeem (a6d7Bataina
(2010) .

Six studies suggested the process writing as a suitable answer for improving iting writ
performance i.e.Cumberworth, Hunt (199, Kowalewski, E ( 2002)opkins (2002,

Al T Hazmi & Schofi (2007)WANG Min and ZHANG Li-juan (2007) and Baroudy
(2008) Whereas,five other studies suggested writing strategies ifoproving the
writing performance.e., Mark (2001) Doyle, L. (2001) Kari (2003) Hui-mien Tan
(2008)andMcMullen, M. G. (2009) Three studiegoncentrated on exploring the EFL
learners' major writing difficultiedMourtaga (2004),Masanjila (2005) Hui-mien Tan
(2008)

Finally, the researcher has benefigelbt throughout reviewing thabove studies as they

and other stdies will be of great help in ostructing the research thesis.
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Chapter Il
Methodology

3.1 Introduction:

After surveying the above mentioned previsiisdies the researcher is curious
to solve the problem of the studenésterwriting deficiencies in the figrade through
identifying theletter writing deficiencies that 11 graderssuffer from. The studywill
help the students to overcome thigiter writing deficiencies, by helping teachers of
English language to facilitate the writing process and using suitable writing strategies
through designing a suggested program treatingletter writing deficiencies of 1
gradersBelow, the researchevill introduce: the research design, the population of the

study, the sample, the tools of the research and the statistical methods

3.2 Research Procedures:

This research is built on the experimental method of research and to achieve its
goals a prdest, a postest, criteria checklist, a suggested programe usedand to
compute the data of this research, theaesher uses-fest, ManAWhitneytest, mean,

Standard Deviation, percentage and effect size

3.3 Sample of theStudy:

3.3.1 Pilot Study:

The researcher seled a piloting samplevhich consistedbf 30 students in 11
grade. The piloting sample aimed to ensure the validity and the reliability of the study
tool. The piloting samplevasexcluded from the study population when the main sampl

was selected.
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3.3.2 Main sample:

The researcheapplied the study on four secondary schools in The Middle
Governoratgtwo male schod andtwo female schod (Ain El Helwa Boys Secondary
School, Sabra and Shatilla Girls Secondary School, &lszh El Nuserat Boys
Secondary School, and Al Oroba Girls Secondaio8). An 11" grade class was
chosen from each school to be involved in the study. The experimental group contained
(34) students (17) boys from Ain El Helwa 8&hool and(17) girls from Sabraand
Shatilla £hool. On the other hand, the contrgdoup contained34) students(17) boys

from Shohadaa El Nusierat School gad) Girls from Al Oroba £hool.

3.4 The Instrumentations:

To achieve the goals of the study, the researcher used the follogrinstruments:
Diagnostic test post test, criteria checklist, suggested programteflection of the

participatingstudentsreflection of the participants' teachers.

3.4.1 Diagnostic Test for Letter Writing Deficienciesi 11" Grade:

The aim of thediagnostic test

The diagnostic testims to locate the letter writingleficienciesthat the 11
gradersercounter when they write atter whether formal or informandto make sure
of theequitation between both groupghd experimental and the contrabgps),straight

forward, to design a suggested program suitable for tackling the deficiencies.
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The sources oftonstructing the diagnostic test

To construct theliagnostic testthe researcher depended his experience as a
teacher of English languader 14 years and a school principle for 9 years, consulting
PhD and MED holdergrevious stdies as well athe experience of theupervisorand

the experience of fgrade teachers

Description of the diagnostic test

In order todiagnosethe deficiecies of letter writing among the % hraders, a
diagnostic testvas designedl he diagnostic testontained for questionsmformal letter
of invitation, formal letter ofinquiry, formal letter ofjob applicationand formal letter of
complaint Moreover the questions were followed by a criteria list whicholved 5
items which were divided into four categorieflayout, punctuation, sentences,
language) The continuunin front of those items contained threelumns (2) widely

clear, (1) clear, (Onat clear (AppendixIV).

Validity of the diagnostic test

The researcher used two types of validity:

The Content Validity

The researcher used tleentent validity. Thediagnostic tes(the test and the
checklist annexed with the testias introduced to gury of specialists to be refereed;
including professors of teaching methodology, supervisors of English language and
highly qualified and long experienced 11th grade teachers (Appeijlixithey were

also invited tostate how far the items which veemenioned in the toolvere effective

85



to measure the ability dhe students to write legts. The researcher also invitdem to

give their opinions, notes and suggestions.

The researchereceivedthe jury's opinions, notes and gegtions. The whole
jury assuredthe importance of the elements mentioned in the tool. On the other hand,
the researcher's supervisor recommended adding other itertise ttmol and the
researcher didAfter taking their valuable remarks into consideration,dtagnostic test

was nodified and finalized.

The Internal Consistency Validity:

The researcher uséBearsorCorrelation Coefficientto compute the checklist
internal consistency. The correlation between the items with its domains, and overall
score are calculated to makeaesaf the power ottherelations.Table No. (1) describes

the nternal consistency of the test:
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Table (1): Correlations between checklist items with the domains, and the overall

score
: Iltem | Correlation Correlation with
DIl No. | with Domain test
1 0.724** 0.426*
2 0.832** 0.374*
3 0.532** 0.644**
4 0.461* 0.538**
Layou 5 0.626** 0.523**
6 0.631** 0.700**
7 0.412* 0.766**
8 0.555** 0.816**
9 0.502** 0.738**
1 0.665** 0.836**
2 0.423* 0.626**
Punctuation 3 0.364* 0.470**
4 0.622** 0.753**
5 0.519** 0.414*
1 0.678** 0.758**
2 0.402* 0.646**
Sentences 3 0.594** 0.752**
4 0.435* 0.784**
5 0.753** 0.525**
1 0.738** 0.711*
2 0.679** 0.562**
3 0.833** 0.431*
Language 4 | 0761 0.607*
5 0.770** 0.495**
6 0.626** 0.683**

(*) The correlation coefficient is significant at (0.05) level.
(**) The correlation coefficient is significant at (0.01) level.

The researcher also computeé correlation between the checklist domains with
the total scoreTableNo. (2)descrbes the results:

Table (2): Correlations between checklist domains with the overall score

Domain Correlation withTotal Score
Layout 0.595**
Punctuation 0.650**
Sentences 0.699**
Language 0.741*

(**) The correlation coefficient is significant &€.01) level.
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We notice that all correlation coefficients are significant at 0.05 or 0.01

levels. This confirmthat the checklist has an Internal Consistency Validity.

Reliability of the test:
What is meant by reliability is thatdiving nearly the same salts in each
time it is applied on the members in the sameupt (Abu Libda1982, p. 261),

reliability wasmeasured irtwo ways:

1- Reliability Through Time:

The researcher 1gcoredthe test by depending on the checkligemone week,
and then he &l Holisti Equationto measure the reliability between the two scoring.

The following equation is used:

C.R = 2M/ N1 + NZAnderson, 2011)

C.R: reliability factor; M: the number of the items agreed upon during scoring in the two

times; N1+N2: the total itas in the two scas

2- Reliability Through Person:

The researcher askextolleague Mr. Nader Abu Moaligto re-scorethe test
by using the checklisAfter that, the researcher usklisti Factor to measure the
reliability between the two scorisgnadeby thecolleagueand the scoring made by

the researcher befor€able No. (3shows that:
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Table (3

Reliability Through Time & Person for the checklist

Reliability Reliability
Domain NO. Letter Writing Criteria through through
time person
1 'J]ai:ddress of the sender is clear and in the correct 90.0% 100.0%
2 'J]ai:ddress of the recipient is clear and in the right 93.3% 100.0%
3 The date is proper and in the right order 96.7% 100.0%
4 The salutation is suitable and in the correct form 86.7% 96.7%
The opening paragraph is suitable and leads to the o o
Layout 5 content of the letter 90.0% 96.7%
6 l‘l(;r;teercontent is clear and conveys the purpose of the 93.3% 90.0%
7 The closing pgragraph shows the sender's expectations 96.7% 86.7%
from the recipient of the letter
8 The sender's signature is correct and in the right place 96.7% 93.3%
9 Suitable space is left between paragraphs 90.0% 90.0%
1 Capitalization is used in the right places 90.0% 96.7%
2 Abbreviations are used with capitalization 93.3% 96.7%
Punctuation| 3 The comma is used where necessary 100.0% 90.0%
4 Periods (full-stops) are existent in the proper places 100.0% 93.3%
5 | The question mark is used in the needed places 93.3% 100.0%
1 Fragment sentences are avoided 96.7% 93.3%
2 Run i on sentences are avoided 90.0% 96.7%
Sentences 3 Sentences are active voice 100.0% 96.7%
4 Sentences are grammatically correct 96.7% 93.3%
5 (Subjecti verb-object) collocation is kept in the 93.3% 93.3%
sentences
1 The addressee is not missed in the letter 96.7% 86.7%
2 | Spelling mistakes are avoided 96.7% 86.7%
L 3 | The letter is clear 90.0% 93.3%
anguage
guag 4 | The letter is concise 96.7% 90.0%
5 | Redundancy is avoided 100.0% 100.0%
6 The sentences are cohesive 100.0% 96.7%

We notice that all reliability coefficientare between 86.79400% which

indicated high valueghatconfirmedthe reliability of the tool.
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3.4.2 Groups Equivalence:

Equivalenceof the expeimental group and the controlgroup was kept through:

1-All the students of the sample are™Mgraders.

2-Theexperimental and the contrgfoups are equah number(34 students each).

3-Each group contained male and female graders (17 males and 17 females).

4-The two groups were approximately equal in their acimerg in the first semester
English language final unified exam in the scholastic year-2010 (table No. %

5-The experimental ale group equaled the controhle group.

6- The experimental feale group equaled the contfemale group.

A- According to the scores of the students inhe 1% semester unified exan2010

2011.

Moreover, he researcher comparéetween the control and the experimental
groups througbut the scoreof the studerstin the 1% semester unified exar@010
2011(Schools results regisieand the pretest to ensure the equivalence of the groups
before applying the experiment on the experimental group. The 1@hte6) describe
the findings:

Table (4): T-test between the control and the experimental groups in the students
English scores

Domain Group N Mean S.D t- value Sig.

Englishlanguage| Experimental 34 53.40 12.27
scores Control 34 57.02 10.26

1.324 No sig.

Table (5): Mann-Whitney test between the males in the control and the
experimental groups in the students English scose

Domain Group N Mean Sum of - Sig.
ranks ranks value
English Experimental males | 17 14.71 250
language 1.640 | No sig.
guag Control males 17 20.29 345 g
scores
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Table (6): Mann-Whitney test between the females in the control and the
experimental groups inthe students English scores

Domain Group N Mean Sum of z Sig.
ranks ranks value
English | Experimental females | 17 17.76 302
language 0.155 | No sig.
guag Control females 17 17.24 293 g
scores

The table No. 4 shows the equivalence between the groups ofsthdy
throughout the results of the firsemesterEnglish languageunified exam 2010
2011(Ministry of Education and Higher Education: Middle Area Directorate, 2011g.
total experimental group versus the total control gréla@compued T- value of the T-
test between the two groups was (1.32), whereas tidatadT value at( U O@®. 05)
(1.96) That is to say, the differencbstweerthe two groups were not significant.

Furthermore, table No5J clarified the equivalence between the experimental
mde groupand the control male group in the results of the fammesterEnglish
languageunified exam20102011. Thecompued Z value af U O as@.540)and
the tabulated value is ( 1.96), hence, the differences between the two groups were not
significant.

Furthermore table No. §) showsthe equivalence between the experimental
female group and the control female group in the results of theséinsesteEnglish
language unified exar@0102011, becausethe compued Z value af U O @vas0 5)
(0.155 and the tabulated value is ( 1.96)which proved that the differences between

the two groups were not significant.
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B- According to the results ofthe diagnostic test:

1-The equivalence of the control and the experimental groups ithe diagnostic test:

Table (7): T-test between the control and the experimental groups ithe diagnostic test.

Domain Group N Mean S.D t- value Sig.
Experimental 34 0.735 0.994 )
0.513 N .
Layout Control 34 | 0882 1.343 © sl
Punctuation Experimental 34 0.382 0.652 1125 NG si
Control 34 | 0206 0.641 ' g
Experimental 34 0.265 0.666 .
416 N .
Sentences Control 34 | 0353 1041 | o4 0 s
Language Experimental 34 0.294 0.579 0.895 NG si
guag Control 34 | 0529 1.419 ' g
Experimental 34 1.676 2.184 .
Total T 0.393 N .
otal Test Control 34 1.971 3.778 ©s19

TableNo. (7)shows that there is no significant difference between theataroup
and the experimental grouip the pre test, which means that the two groups are

equivalent before implementing the program on the experimental group.

1- The equivalence of males in the control and the experimental groups:

Table (8): Mann-Whitney Test between males in control and the experimental
groupsin the diagnostic test.

. Mean Sum of .
Domain gender N Rank Ranks U value | Z- value Sig.

Lavout Male Exp. 17 | 17.294 | 294.0 141 0130 | Nosi
) o sig.
y Male Control | 17 | 17.706 | 301.0 9

Punctuation Male Exp. | 17 | 17.441 | 2965 1435 0.046 | Nosi
| . . O SsiIg.
Male Control | 17 | 17.559 | 298.5 9

Sentences Male Exp. | 17 | 17.471 | 297.0 » 0026 | Nosi
Male Control | 17 | 17.529 | 298.0 ' g

L anguage Male Exp. 17 | 18.059 | 307.0 135 0441 | Nosi
) o sig.
guag Male Control | 17 | 16.941 | 288.0 9

Male Exp. 17 | 17.676 | 300.5 .
Total Test 1415 0.109 | No sig.
Male Control | 17 | 17.324 | 294.5
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Table No. (8) shows that there is no significant differesd®tween the mles in
control group and males in experimental group in the pre test, which means that the two

groups are equivalent before implementing the program on the experimental group.

2- The equivalence of females in the control and the experimental groups:

Table (9): Mann-Whitney Test betweenfemales in control and the experimental
groupsin the diagnostic test.

. Mean Sum of .
Domain gender N Rank Ranks U value | Z- value Sig.

Female Exp. 17 | 17.353 | 295.0 )
Layout 142 0.099 | No sig.
Female Control | 17 | 17.647 | 300.0

. Female Exp. 17 | 20.500 | 348.5 )
Punctuation 93.5 2.653 No sig.
Female Control | 17 | 14.500 | 246.5

Female Exp. | 17 | 17.882 | 304.0 ,
Sentences 138 0.363 | No sig.
Female Control | 17 | 17.118 | 291.0

L anquage Female Exp. 17 | 17.971 | 305.5 136.5 0447 | Nosi
. . 0 sig.
guag Female Control | 17 | 17.029 | 289.5 g

Female Exp. 17 | 19.029 | 323.5 .
Total Test 1185 0.944 | No sig.
Female Control | 17 | 15.971 | 2715

Table No. (9) shows that there is no significant difference between the females
in control group and females in experimental grouthe pre test, which means that the

two groups are equivalent before implementing the program on the experimental group.

3.4.3 The suggested program.

The suggested program whighbased on writing strategies and writing process to
tackle the 11 graders' letter writing deficienciedt contairs a variety of techniques
activities and strategies thateused to decrease the students' letter writing deficiencies.
It includes (4 units divided intg12) lessonsThose lessons were plannétiplemented
and evaluated in the light of the writing process and strategies of writing skill. The

content of the program was revised and modified due to the consulta@ogrofip of
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specialists including professors of teaching methodology, supervisors of English
language in addition to highly qualified and long experienced Enigilgfjuageeachers

for 11" graders

Three criteria were considered when designing the program: (1) the students' needs and
their letter writing deficiencies(2) the suitability of theprogram for tackling the

deficiencies and (3hesuitability to the abilities and level of the students.

Steps of building the instructional program

The researchesuggested planthat wouldconstructa model of a good teaching
programfor tackling the students' letter writing deficienciedere is a description of
thesestepsand explanation of how each step was taken into consideration in building up

the suggested program of the present study:

Diagnosis:

It is highly recommended to diagnose amgljjematic area before describing
any treatment. So, the reseher used a diagnostic tegireftest) to pinpoint the
deficiencies of the f gradersthat theydisplaywhen they write any letter (formal or
informal). The diagnostic test was applied on ample of 1" graders ifhales and
females) from four secondary schools in the Middle Directorate. Hence, the deficiencies

of the letter writing became clear and highly located.

Preparation:

After diagnosing the problem, the researcher scanned as mucé esuldg
websites, books, and theses which handled the matter of writing performance in general

and letter writing irparticular
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-The aims of the program were prepared.

-The content of the activities and techniques were located and prepared.

-Teaching aid were chosen and prepared: LCD projector, wall charts, notebooks, work

sheets, and power point.

Guidance of learning:

It includes the actual instruction, presenting information or skills, bringing the
students to an agreement regarding some regulateeded in the class, encouraging
them to interact with the learning situations and monitoring their involvement in the
activities.

The researcher in this study adopted a variety of itiesy techniques and
procedures which can help activate and increstsdents' participation througtne
following instructions not hesitating to inquire about anything, brain storming, guided
practice, free practice, searching otheroweses and reflecting on the sess of the

program.

Evaluation:

Carrying out the different evaluation techniques throughout tmstructional
process providea clearfeedbackabout the progress of the program and the learners'
performance.

In this study the researcher used two types of evaluation. First, the formative
evaluation,(Formative evaluations an ongoing evaluation in which the techniques of
evaluation are used along with the application of the program activiiethe end of
each stage of the suggested progrdahe researcher evaluated it through the students'
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performane, guided practice andquizzes. Second, the summative evaluati@s at the
end of the progranfummativeevaluationis a way of assesgyto what extent the aims
of a program have been successfully achievEdg. researcher applied the pastst to

check whether the students in the experimental group achmueeslprogress than the

students in theontrolled group

Activities:

The activties in this final step help students to apply the learnt experiences to
new different situations, which leadslang lasing learning. It is a step of resing the
learned experiencder the purpose of production by the students themselves. Fajow
adivities are not limited to the classroom, but they may be carried out at home.

The kesson plan, the teacher's gyideident's book and the teaching aids in this
suggested program providiseveral activities for this purpose.

Taking into account the prenis ideas and referring to the literature review and
previous studies which dealt with suggested programs; the researcher came to a
conclusion of basic principles for planning such a program:

1- Determining the overall goals and the principles supportiagbjectives.

2- Selecting a suitable content in view of the objectives.

3- Scheduling the time of the program.

4- Deciding the approaches, strategies and activities in addition to the teaching aids in
the light of the goals and the content of the progra

5- Assigning procedures for assessing the students' attainment of the program objectives.

Principles of the suggested program:

When planning this program, the researcher considbaeddllowing principals
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1- Letter writing is functional like thevhole language

2- Letter writing is a process.

3- Writing strategies are applicableledter writing.

4- The suggested program is designethtile the students' letter writing deficiencies.

5- The suggested program considers the individual diffeeamong students.

6- Letter writing is an integral part of the English language curriculum

7- The suggested program considés schools' time tahle

8- The suggested program considirs student as the center of the learning process

9- The suggestedrogram considers the students' needs.

10- Letter writing extends beyond the classroom to the students' own lives.

11- The suggested program considers using variety of teaching aids.

12- To evaluate the extent of students' progress in attaining the gbgeaif the
program, formative and summative types of evaluation are adopted through feedback,
guestions and tests. The evaluation of one lesson may become the diagnoses, preparation

and guieslearning to the next lessan

Program construction:

Dependig on the principles that have been already mentioned, components of

the program were considered as foléow

Aims of the program

General aim of the program
The program aimed attackling the deficiencies of the %igraders in letter

writing skill.
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Speciic Objectives:

At the end of the lessonise students should be able to:

1.

8.

9.

Write the address of the sender clearly and in the correct place.

Write the address of the recipient clearly and in the right place.

Write the date properly and in the right order.

Write the salutation in a suitable place and in the correct form.

Write suitable opening paragraphs which lead to the content of the letters.

Write contents that clarify and convey the purpose of the letters.

Write closing paragraphs that show thads's expectations from the recipient of the
letter

Write the sender's signature correctly and in the right place.

Practice leaving suitable space between paragraphs.

10. Use capitalization in the right places.

11. Use the comma where is necessary.

12.Put periods (fulstops) in the proper places.

13.Use he question mark in the needed places

14. Write meaningful sentences and avbiEbment sentences

15.Write letters using sentences in active voice.

16.Write grammatically correct sentences.

17. Keep(Subiject verb-object) collocation in the sentences

18.Write with keeping the addressee in the letter.

19.Avoid spelling mistakes.

20. Write cohesive sentences and paragraphs.

21 Write without redundancy.

22. Write clear and concise letter.
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Program Content
The program consisted ¢4) units of (12)plamed lessons with consideration to

a group of activities and techniquesaakle the deficiencies of the letter wrijimmong

the 11graders. The content was organizadollows in tableNo. (10)

Table (10: Content of the Suggested Program

Unit INo. of Function Activities &Techniques Teaching aids
essons
- Defining the nformal letter. | - Student's book
- layout.
Unit - putting the address inthe | - Ss'notelooks
Writing the | correct order. I LCD
(1) 3 informal letter | - write the content of the letter T Models of letters
with keeping: -chalk board
a) Order of the
paragraphs.
b) Coherence of the
paragraphs.
c) Punctuation.
d) Correct spelling.
-comgimentary phrase
signature.
- Defining the formal letter of
inquiry.
- layout.
- putting the address in the
correct order.
- Punctuation marks. - Student's book
Unit Writing formal | -Underlyingthe writing
(2) 3 letter of process on the written work. | - Ss'notetnoks
"inquiry” - write the content of the letten i LCD
with keeping: T Models of letters
a) Order of the -chalk board
paragraphs.
b) Coherence of the
paragraphs.
c) Punctuation.
d) Correct spglling.
- comgdimentary phrase
signature.
- Defining the formal letter of
job application.
- layout. - Student's book
- putting the address in the - Ss'notelmoks
correct order. i LCD
- Fragment and Ruan T Models of letters
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Unit
(3)

Writing formal
3 letter "job
application”

sentences.
-Underlying the writing
process on the written work.
- write the content of the letter
with keeping:
a)Order of the paragraphs
b)Coherence of the
paragraphs.
c)Punctuation.
d)Correct splling.
- compimentary phrase
-signature.

-chalk board

Unit
(4)

3 Writing formal
letter of
"complaint”

- Defining the formal letter of
complaint.
- layout.
- putting the address in the
correct order.
- Cohesive devices.
-Underlying the writing
proceson the written work.
- write the content of the letter
with keeping:
a)Order of the paragraphs.
b)Coherence of the
paragraphs.
c)Punctuation.
d)Correct sglling.
- comdimentary phrase

-signature.

- Student's book

- Ss'notelboks

i LCD

T Models of letters
-chalk board

Implementation of the program:

The researcher designed an implementation plan for the program as seen in the
chart below.The progam was divided into four unit&ad unit contained two lessons

andeach lessomvas planned to be accomplished within a lesson period (45 minutes).

The time table of the program was as shown in the chart b&lwsvimplementation of

the program started at the beginning ofskeondsemester of the scholastic yead10

2011)
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Program time plan:

One schoollessonperiod (%) minutes was assigned for each lesson. The program
consisted of4) units of(12) lessons:

Table (11): Program Time Plan

Week Day- Month Female group Period Male group | Period
1 Sat. the 2ne April a 3 a 4
Tue. the 5thApril a 4 a 2
2 Sat. the 9thApril a 3 a 4
Tue. the 12thApril a 4 a 2
3 Sat. the 16thApril a 3 a 4
Tue. the 19thApril a 4 a 2
4 Sat. the 23thApril a 3 a 4
Tue. the 26thApril a 4 a 2
5 Sat. the 30thApril a 3 a 4
Tue. the 3th May a 4 a 2
6 Sat. the 7thMay a 3 3 4
Tue. the 10thMay a 4 a 2

Teaching methods of the program:

The researcher usdte writing process, strategiesnd technigues to introduce
the (12) lessons. The researcherused the contextualthe situational and the
communicative approaches to introduce the lesddoseover, he researcher assigned

activities andaslks to activate and increase the students' prior knowledge

Teaching Aids

Different types of teaching aids were used irthdag the lessons of the suggested
program such as:
1- LCD projector

2- Cards
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3- Model letters

4- Authenticsamples
5- The board

6- Diagrams

7-The internet

Program evaluation:

Evaluation isdefined as a systematic process of determining the exterftith w
instructional objectives are achieved by the studenis.; a systematic process of
determining the extent to which instructional objectives are achieved by pupils.”
(Nunan, 1995:184)In this study, it isan activity designed to judge the meritistioe
program. It is an integral part of any educational program. It is used to assess the
effectiveness of the program in terms of the benefits to the students. It is the process of
collecting outcomes to determine if the program was effective. The casearsed two

types of evaluation:

1- Formative Evaluation:

Formative evaluatioris an ongoing evaluation in which the techniques of
evaluation are used along with the application of the program activities &method
of judging thevalue of a pogram while the program activities are forming or
happening. Formative evaluation focuses on pinecess Bhola 199(). Formative
evaluation helpghe researcher to find out if the objectives were achieved in the

formative stages of the experiment. It also helped the researcher to collect data to assess
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how to make the program better. In this study the formative evaluation took many

forms:

1- Obsenation of the studentsbehavior.

2- Getting feedback throughout havimdormal talksand reflectionsbout the training
activities with the students.

3- Giving short tests tohe students.

4- Practicing the drills and activities given by tlesearcher.

5- Answeringquestions.

Summative Evaluation
Summativeevaluationis a way of assessing to what extent the aims of aranog
have been successfully achieved. & isiethod of judging thealueof a program at the
end of the program activities. The focus is on the outc@hela 1990. In this study it
was used at the end of the program. It aimed at examining the effectiveness of the
programin tackling the deficiencies of figraders’ letter writing The postest was

used for this purpose.

Program Validity :
After the progranmwas prepared and modified, it was introduced to a group of
specialistfappendix Xl ) who asserted the following points:
1- The program is suitable to the leveltbé 11" grades'abilities concerning its aims,
content, techiques, activities and means of evaluation.
2- The techniques and activities are capable to serve the content and the objectives.
3- The objectives, the content, the techniques and the evaluation tools consider the

individual differences beteen students.
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4- The program in general is well organized to achieve the famghichit was
desigred. According to the decision of the referee committee, the prograwved

valid.

Program experimentation:
This step is very importanit aimsto show some points to finalize the program.
- The program suitability for the level of the students.
- The extent of students' interaction with the program and their attitudes towards it.
- The difficulties that maye encounteed duringthe proess of application.
- Putting the time plan of the program depending on the time spent in carrying out the
experimented activities and the students' progress in achieving the learning objectives.
After the researcher had explained the aims of the expdriméime students, he
applied it upon a group of students (30) who were not included in the sample of the
study but had the same characteristics. One unit of the program was chosen for the

experiment.

Experimentation Results

- The level of the program wasuitable for the students and they showed active
interaction and positive attitude towards it.

- Time allocation for the tasks is enough and suitable.

- This application attracted the researcher’ attention to the distractions andatechnic
problems that might happen during the program such as electrigfyespecially
becausesome of the activities will be introduced by the LCD.

- The experiment revealed the types of activities that were preferable to students and

encouraged them to participate.
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Concerning the results of the experiment, the researcher decidedrtwt two
lessons a week; one on Saturday and the oth@ueadayto both experimental groups
to have spare time between every two lessons éocome problems likéhe frequent
electricity cus. Regarding the activities, the researcher decided to replace some of them

according to the students' interests.

3.4.4 Reflection of the participants

Aim of the reflection:

The learner is the center dietlearningprocess, so the researcher intended to get
full participation from the experimentphrticipants In this phase, the participants are
asked to evaluate the program in addition topiteeedinghonoredrefereeingcommittee
and the resultsf apgdying the program. What is meant here, is to get the participants’
judgment on effectiveness of the program in tackling their letter writing deficiencies and

not their attitudes towards the program.

The sources of constructing the reflection of the partipants:

To construct theeflection of the participantghe resarcher depended dmis
experience as a teacher in the field of English languagél4ryears anésa school
principle for (9) yearspn consulting PhD and MED holdersn the experience othe

supervisors, andnthe experience of igrade teachers.

Description of the reflection:
To get the participants reflection on the application of the program, the
researchedesigneda reflection criteria which contained (9) items. The participant

would put a & ) in the column according to his own opinion undee scale which
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contains five columns.e.,(5) for very high (4)for high (3)for medium (2)for low (1)
for very low. The reflection is written in English but, it was presented to the participants

in Arabic language(See appendiX ).

Content Validity:

The researcher used thentent validity. Theeflectionwas introduced to a jury
of specialists to be refereed; including professors of teaching methodology, supervisors
of English language and highiqualified and long experienced 11th grade teachers
(AppendixXl). They were also invited to state how far the items which were mentioned
in the tool were effective tobtain the participants' judgment on the progrdrne
researcher also invited them twoegtheir opinions, notes and suggestions.
Internal ConsistencyValidity of the Participants' Reflection Criteria:
Pearson Correlation Coefficient has been used to confirm the inteonalstency
validity of the participants reflection criteria throughdg computing the Correlation

Coefficientof each item in the criteria which appears as tableli€p.(

No ltem Internal ConsistencyValidity
1 | The program is important to me. 0.392*
2 | The djectives of the program touche®y needs. 0.411*
3 | The lessonsequence is suitable. 0.589**
4 | The use of the riting process stages simplifidse

o 0.675**
writing tasks.
5 | The program helpsie to create strategies to each 0.779%
stage in the writing process. '
6 | The time of the program is suitable. 0.528**
7 | Thenumber of lessons is enough to acquire the
0.427*
content of the program.
8 | The tasks assigned are enough. 0.669**
9 | My ability to write lettershas becme better. 0.429*

From the table No. (12) it is clear that the Correlation Coefficient of eanh tikkes
place between-{ and +1). Hence all the criteria items have interc@hsistency
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validity, that is to say the tool is valid to be used for measuring the students' reflection

towards the suggested program.

3.4.5 Reflection o the teachers:

In order to geta complete judgment on effectiveness of the program in tackling
letter writing deficiencies among the "L graders, the researcher sought to obtain the
judgment of both; the teacher of English language of the experimental male group and
the tegher of English language of the experimentahdée group. Their opinions were
as follows:

A - Teacher of English language of the experimental female group:

She described the sufferings of thdggiwhen they are asked to wrifEhen, she
wrote that the mgram was good in its sequence, materials andteghehing aids.
Moreover she praised the encouragement given to the girls by the reseandhatdded
that the girls became more motivated when they used " the stages of the writing process"
,they stoppeda be hesitant to write. Finally, she said that the program has achieved its
aims.

B - Teacher of English language of the experimental male group:

The teacher described theogram and the students' needsorbbver, he
described thgrocedures and the evation techniques which the researcher used while
applying the program. He concluded that the development in the students' performance
in writing became clear, and recommended to give the program more time for

application.
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3.5 ResearchProcedures

In orderto achieve the objectives of the stuthe following steps will be followed by
the researcher:
A Getting apermission from the ministry of education and higher education
facilitate applying the study at the schools belonging to the ministry.
A Desiging a checklist that located the most frequent writing error types among the
11" graders.
A Designing a pre test that identified the™graders' letter writing deficiencies and
their current level in letter writing performance.
A Obtaining a imetable ofthe selected sample schools and preparing a schedule for
the researchensits.
A The suggested programvas preparedand based onselected notions fronthe
processwriting and writing strategies:
a ldentifying the objectives of the suggied program.
b- Identifying the content of the suggested program.
c- Identifying and preparing techniques, activities and aids for implementing the
suggested program
d- Identifying the tools and the techniqueseshluation.
e- Presenting the program to a group of experts and specialiststiodology of
teaching English language benefitfrom their experiences.
A pre-test was prepared and applied.
The suggested prograwas mplemeneédandthe suggested nmetal was used

A

A

A A post test was built and applied .

A The resultsvere analyzed and interpregd
A

The summary, the suggestions and the recommendaiegnespresented.
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3.6 Statistical Styles

The data was collected and computed by usiBBSS),Pearsoncorrelation

coefficient Holisti equationTechniques which were used to confirm the test validity

and reliability.

MannWhitney test for two independent samples was usedcdofirm the
equivalence between the male experimental group anddlecontrol group before

the application of the program.

MannWhitney test for two independentsamples was used teonfirm the
equivalence between the female experimental group and the female control group
before the application of the program.

T-test wasused to confirnthe equivalence betweedall experimental groupandall
control grou before the application of the program.

MannWhitney test fortwo independent samples was used dompute the
statistically significant differencebetween the male expmental group and the
male control groufterthe application of the program.

MannWhitney test fortwo independent samples was used to compute the
statistically significant differences between the female experimental group and the
female control groupfeer the application of the program.

T-testfor two independensample was used tcomputethe statisticdy significant
differences in between the experimental and control groups.

Size ofEffect Technique was used to show the extent of efeectach dorain in

the criteria checklisbn the experimental groygerformance
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3.7 Summary:

In this chapter, theesearcheworked to solve the problem of letter writidgficiencies
among the students of the™grade. The population and the sample of theystuere
identified and the equivalence of the control group and the experimental group through
the students' ageglassand scoresof the first semester unified exarMoreover, a
diagnostic test was applied on the sanpeticipants.All the results wereamputed
statistically to make sure of the equivalence of the control group and the experimental
group. Then the suggested program was designedefar@edby a considerable group

of referees also, the program waasxperimentedon a group of 30 students three
lessons, furthermore, the program was reflected on by the experimental participants and
their school teachers. After that, the program was applied on the experimental sample
within a time frame of six week#fter the application othe program wasompleted,

the posttest was applied and the results of the test were statistically computed. In
chapter four, the results of the pdstt will be staticallyanalyzedto identify the
statisticallydifferencesfor the purpose omeasuing the effectivenessf the suggested

program.
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Chapter IV

Resultsof Research



Chapter IV
Introduction:

One of theaims of his studyis examiningthe suggested program for tackling
letter writing deficiencies among the "L graders in the Middle Governdea In this
chapterthe researcher tacklekde proceduresthe findings and results of the studytie
light of the research questions.

The researcher used different statistic forms using the statistical program (SPSS)
to showthe results othe final cdlected data. Tables were also used to clarify and

present these data with analysis and interpretation.

The Results

4.1- Answer of the first question:
The first question was stated as follows:
1. What letter writing deficiencies do 11" graders face?
To answe this question, the researctdasigneda diagnostic test through which
he could locate the writing deficiencies in letter writing:
The diagnostic test aimdd)to locate the letter writing deficiencies that thd'11
graderserncounter when they write atter, whether formal or informal, (&) ensurethe
equitation between both groups( the experimental and the control groups), And straight

forward, (3) to design a suggested program suitable for tackling the deficiencies.

To construct theliagnostic testhie researcher depended on his experience as a

teacheiin the fieldof English language for 14 years and a school principle for 9 years,
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on consulting PhD and MED holdersn previous studiegss well aghe experience of

the supervisors, and the experientd 1" grade teachers.

The diagnostic test containeduiotasks writing aninformal letter ofinvitation,
a formal letter of inquiry,a formal letter of job application and formal letter of
complaint. Moreover, the questions were followed by a aitiést whichinvolved 5
items divided into four categorieé layout, punctuation, sentences and language). The
continuumin front of those items contained three columns:f{#)widely clear, (1)for

clear, (O)for not clear.AppendixIV).

After applying the diagnostic test, the papers were scored ancesiisprove
thata vast majority of the participants suffer from letter writing deficiencies according
to the results of the diagnostic teBhe students' performangethe domain of layout is
(4.490) and the domain of punctuation is (2.94%) also, the domain of sentences is

(3.09%) and the same is the domain of language is (3.4386)table N0.1@)
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Table (13 The results of students' performaice in the diagnostic test

Domain NO. Letter Writing Criteria Mean| SD % Rank

The address of the sender is claad

1 . 0.07 | 0.26 | 3.68% 6
in the correct place

5 The _address of the recipient is clear 006 | 0.24 | 2.94% 8
and in the right place

3 '(I)’rhdee(rllate is proper and in the right 013 | 0.34 | 6.62% >

4 The salutation is suitable and in the 009 | 029 | 4.41% 3
correct form
The opening paragraph is suitable g 0

Layout 5 leads to the content of the letter 0.09 1 0.29 | 4.41% 3
6 The content is clear and conveys th 009 | 0.29 | 4.41% 3

purpose of the letter

The closing paragraph shows the
7 | sender's expectations from the 0.06 | 0.24 | 2.94% 8
recipient of the letter

The sender's signature is correct an

8 |. ) 0.15 | 0.36 | 7.35% 1
in the right place

9 Suitable space is left between 007 | 0.26 | 3.68% 6
paragraphs

total 0.81 | 1.18 | 4.49%

1 Capitalization is used in the 010 | 0.31 | 5.15% 1
places

5 Abbreviations are used with 006 | 0.24 | 2.94% 5

capitalization

Punctuation| 3 | The comma is used where necessal 0.03 | 0.17 | 1.47%

Periods (fullstops) are existent in th¢

4 0.04 | 0.21 | 2.21%
proper places
5 The question mark is uséuthe 006 | 024 | 2.94% 5
needed places
total 0.29 | 0.65 | 2.94%
1 | fragment sentences are avoided 0.04 | 0.21 | 2.21% 4
2 | Runi on sentences are avoided 0.06 | 0.24 | 2.94% 2
Sentences 3 | Sentences are active vo_ice 0.10 | 0.31 | 5.15% 1
4 | Sentences are grammallly correct | 0.04 | 0.21 | 2.21% 4
5 (Subj_ec't verb-object) collocation is 006 | 0.24 | 2.94% 5
kept in the sentences
total 0.31 | 0.87 | 3.09%
1 I'Lf:teeraddressee is not missed in the 012 | 0.32 | 5.88% 1
2 | Spelling mistakes are avoided 0.03 | 0.17 | 147% 6
Language | 3 | Theletteris clear 0.07 | 0.26 | 3.68% 2
4 | The letter is concise 0.07 | 0.26 | 3.68% 2
5 | Redundancy is avoided 0.06 | 0.24 | 2.94% 4
6 | The sentences are cohesive 0.06 | 0.24 | 2.94% 4
total 0.41 | 1.08 | 3.43%
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4.2- Answer of the second question:

The secondjuestion was stated as follows:
What suggested program can be beneficial for treating the students' deficiencies?
To answer this questionhé researcher prepared a suggested proda
tackling letter writing deficiencies among the™graders in the Middle Governorate.
The program included

1- Teacher's Guide

The Teacher'sGuide consistf 12 lesson plans divided into four units, three
lessors in eachunit. Every unit tackles onéype of letter writing througrspecific
objectives, the activities, examples, exercises, homework and rounding up. Those
preparations were based on the stages of the process writing and writing strategjies
second lessonf the second, the third, anket fourthunits respectivelfhandled one of
thedeficiencies like: punctuation marks, fragment sentgmcgon sentencg cohesive
devices.This part is preceded kyydescription of the program, the general aims of the

program and a table of contenfSee appendix )
2- Student's Book

The Students Book contains the teaching materials for classroom u#e.
consisted of fouunits of 12 lessons, which providlenaterial for 45minites for each
lesson. In additionexercises that provide written practiceletter writing after it has
been taught in theStudents Book These exercises can be done at home or in class if

time allows.(See appendik )
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3- TeachingAids:

A variety of teaching aidswere prepared to be usedong withthe activities
during he program such as: LCD project@amples of model lettersvall charts,

chalkboardworksheetsand notebooks.

4- Evaluation Tools

Many evaluation toolsvere used in the prograto check the achievement of the
objectives. These toolwere: ahievement tds(post tes), quizzes, exercisegyriteria
checklist,observatiorof participants' interaction, participants' reflection and reflection of
the teachers of the participants.
5- Power Point Presentation

Power point presentation lessons were prepared to hk aleag the lesson
discussion. They contained model letters, exampléstigfr parts, diagrams, tablead
exercisesThis will save time andncouragetudentdo utilize bothsenseshearing and

seeingwhile participating in the lessons.

4.3 Answer of thethird question:

The third question was stated as follows:
What is the effectiveness of a suggested program for tackling letter writing
deficiencies among 1% graders (male and femalp in the Middle
Governorate?
The researcher used " BlaGain ValueEqudion" to assure the effectiveness of
the suggested program for tackling letter writing deficiencies among the studenfs of 11

grade.
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Effectiveness of the suggested progra@ein value equation

— w0 Wi 0o 0w ofi
X = Scores otheposttest
Y = Scores ahepretest
S = Total score of the test

(Translated from Afana, 2001, 1)

Table (14) The effectiveness of the suggested program:

Domain Exp. N | Mean Black gain value effect
Males 17 | 1.676 )
Total Test 1.052 Effective
Females | 17 | 27.53

Table No. (14khows that Black gain value is "1.052" imore than(1.2) which prowes
that the suggested program is effective enough to tackle the letter writing deficiencies
among the 1 graders.

Referring to the results of applying the suggested progoam sample
participants of the fgraders in the Middle Governorate in GazaStitiis noticeable
that the program achieved good results in tackling the letter writing deficiencies among

the students
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Table (15): The significant differences (ttest) between the experimental group and

the control group

] Average of ) 2 Size
Domain Group N | Mean percentage S.D t- value | Sig. h effect
Exp. | 34| 12.44 | 36.58% | 578 Sig.
Layout control | 34 | 724 | 2129% | oo, | 3866 a 0.185 | Large
: : 0.01
_ Exp. 34 | 4.79 14.08% 3.42 Sig.
Punctuation | 5 88% 3.754* | at 0.176 Large
Contro 34 | 2.00 2.67 0.01
Exp. | 34| 441 | 1297% | 3.99 Sig.
Sentences | 6.64% 2.541* | at 0.089 | Medium
Contro 34 | 2.26 2.88 0.05
Exp. 34| 588 | 17.29% 453 Sig.
Language 8.05% 3.103* | at 0.127 | Medium
Control 34 | 2.74 3.80 0.01
Exp. 34 | 27.53 80.97% 16.54 Sig.
Total Test 0 3.637* | at 0.167 Large
Control | 34 | 14.24 | 4188% | 1344 0.01

(*) t-value is significant at 0.05 level. (2.6 ¢2.66)
(**) t-value is significant at 0.01 level. (2.68)

The results of the postest show that the experimental group achieved a better
performance which wasomputedas statisticatlifferencesn T-test values between the
experimental group and the control group. In the layomaln (3.866** significant at
0.01), the punctuation domair§3.754** significant at 0.01)lte sentences domain
(2.541* significant at 0.05), the language domain (3.108ignificant at 0.01), and the
total test scores (3.637%ignificant at 0.01). To sum up, the statically differences in the
results in favor of the experimental group say that the suggested progietfective
for tackling the writing deficiencies among the™draders(males and females) in the

Middle Governorate.
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4.4-Answer of the frst sub-question:

The fourth question was stated as follows:

Are there statistically significant differencesat{ U O0. 05) bet ween

male group and the experimental male group in letter writing performance

after applying the suggested program?

To answer this question and due to having two independent samtlesl?
participantan eachsample the reseaher usedhe Mann Whitneytest

The MannWhitney Test for two independent samples is used for exploring the

statistically significant differences between the experimental male group and the control
male group in the postest. TableNo.(15)describeghe results:

Table (16): The significant differences (MannWhitney) between the experimental
male group and the control male group

Mean | Sum of

Domain Gender N Rank | Ranks U value Z- value Sig.
Male Exp. | 17 | 19.26 | 327.50
Layout 114.5 1.038 No sig.
y Male 17 | 15.74 | 267.50 g
Control
_ Male Exp. | 17 | 17.62 | 299.50
Punctuation] male 142.5 0.071 No sig.
17 | 17.38 | 295.50
Control
Male Exp. | 17 | 19.00 | 323.00
Sentences 119 0.941 No sig.
Male 17 | 16.00 | 272.00 g
Control
Male Exp. | 17 | 18.65 | 317.00
Language 125 0.699 No sig.
guag Male 17 | 16.35 | 278.00 g
Control
Male Exp. | 17 | 19.00 | 323.00
Total Test 119 0.881 No sig.
Male 17 | 16.00 | 272.00 g
Control

(*) the critical value of z at 0.05 level = 1.96

Table No. (1% shows that all computed z values are ks the critical vale (1.96).

We can thereforaccept the null hypothesis:

There are no statistically significant dif
male group andhe control male group in letter writing performance after applying the

suggested program.
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The tableNo. (15) showghat the male experimental group did not achi@etea and
better performance in letter ring in comparison with the control group. The

achievement in numbers did not reach statistically significant diéesen

4.5-Answer of thesecondsub-question:

The fifth question was stated as follows:
Are there statistically significant differences between the control female
group and the experimental female group in letter writing performance
after applying the suggested program?
To answerthis question and due to having two independsamples,with 17
participants in each grouphe Mann-Whitney Test for two independentrsples is used
for exploring thestatistically significant differences between the experimental female
group and the gdrol female group in the post tessults
Also, to make surethat the effect thatcontributes toinfluence the dependent
variablefrom sources othdhan the independent variabtb€ suggested program), and
theninfluenae the results ofthe experimentand that thealifferencesdid notoccuras a
result of chance the researcher usehe sizeof effect equation gjze of effect =
ZI(Z+4)). Standaretlass (z)is used to identify the size effect ofvalue, the following
table describes the critical vatuef sizeof effect levels:

Table (17): Size of Effect Critical Values for (z)

Strong Medium Weak
0.80 0.50 0.20

(Afana, 2000, p.38)
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TableNo. (18 describes theesults ofthe MannWhitney test and the siz# effect:

Table (18): The significant differences (MannWhitney) between the experimental

female group and the control female groupn letter writing performance.

Domain Gender N Mean | Sum of U Z- Si Standard- Size
Rank | Ranks value value g class Z effect
Fg'a'e 17 | 24.59 | 418.00 Sig.
Layout Fem‘;e 24 | 4176% | at 0813 | Large
17 | 10.41 | 177.00 0.01
Control
F‘;Ta'e 17 | 25.59 | 435.00 Sig.
Punctuation FemZIe 7 | a798=| at 0852 | Large
17 | 9.41 | 160.00 0.01
Control
F‘;‘:"’"e 17 | 21.62 | 367.50 Sig.
Sentences Fem'zle 745 | 2.452* | at 0.600 | Medium
17 | 13.38 | 22750 0.05
Control
FeETa'e 17 | 23.79 | 404.50 Sig.
Language |—_ > 375 | 3717+ | at | 0775 | Medium
17 | 1121 | 190550 0.01
Control
FeEma'e 17 | 24.38 | 41450 Sig.
Total Test = Xp'l 275 | 4.037% | at 0.803 Large
emale
comas | 17 | 10.62 | 180.50 0.01

(*) z-value is significant at 0.05 level. (1.8& ¢2.58)
(**) z-value is significant at 0.01 level. (2.5&)

The tableNo. (18 shows that all cmputed z values are motkan the critical value
(1.96).Therefore we rejecthe null hypothesis as follows
T There ar e statistically significant
experimental female group anithe control female group in favor of the
experimental group in the following domains:
o Layout.
o Punctuation.
o0 Language.

o0 Total test score.
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T There ar e statistically significant
experimental female group anihe control female group in favor of the
experimental grgoiin sentences domain.

On the other hand, the size effect results show that:

1 Thereis aLargesizeof effect in the following dorains: layout, punctuation, and
total test score.

1 Thereis a Medium size of effect in the following domains: sentences, and

language.

Table No. (17) shows that the female experimental group achieveteaty
better performance in letter writing in comparison with the control group. The

achievement in numbers reached to diatily significant differences.

4.6-Answer of thethird sub-question:
The guestion was stated as follows:
Are there statistically significant differences between the control group
(male and female 11" graders) and the experimental group ihale and
female 11" graders) in letter writing performance after applying the
suggested program?
To answer this question and duehaving two independent samples wiA
participantsn eachsample the researcher usélae Ti testfor exploring the statistically
significant differences between the experimental group aeddhtrol group in the

post test.
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Also, to make surewhether the effect contributed to the dependent variablen
influencingtheresults ofthe experimenor not andto make sur¢hat thedifferencesdid
notoccuras a resulof chancethe researcher esthe sizeof effect equationgjze effect
= t%(t*+d.f)). Eta square valuéf) wasused to identify the sizef effect of tvalue.The

following table describes the critical values of size effect levels:

Table (19): Size of Effect Critical Values forT-value (h?)

Strong Medium Weak
0.14 0.06 0.01

(Afana, 2000)

TableNo. (15) shows that all computed ¥alues are morthan the critical value (2.00).
So, we rgect the null hypothesis dsllows:

T There ar e statistically significant
experimental group anithe control group in favor of the experimental group in
the following domains:

Layout. Punctuation.  Language. Total test score.

T There ar e statistically significant
experimental group anithe control group in favor of the experimental group in
sentences domain.

On the other hand, the size effect results show that:

1 Thereis aLargesize of effect in the following domains: layout, punctuation, and
total test score.

1 Thereis a Medium size of effect in the following domains: sentences, and

language.
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According to the table above, the experimental groupwdid/ well in the
domains: LayoutPunctuation, Language, and Total test score, in comparison with the
control groupwhereresults were statistically significant @0.01) level. (2.66<t). The
researcher believes that those resaiésdudo:

1 The program introduced sufficient materaaid practice to the studernts the
above mentioned domainghe core idea of the program (Writing process
approach) in addition to thproper application of thestages of thewriting
processwhile letter writing instructiorandtaking into consideratiothe students
needs and levels.

1 The domains: Layout, Punctuation ahdnguage whichare related to letter
writing, can bespecifiedand this was eadpr the researcher to locate nearly all
the infamation needed to instruct theMoreover, the time of thprogram was
sufficient forthe students tacquirethem well. Buf with a carefullook at the
domain of sentences, the students did well butasotgood as in the other
domains. he achievement wast at i st i cal | y s iagdnthetf i cant
value wa 2.541* The researcher believdsat the domain ofentencesvas not
in the same level of achievement because sentence formation is related to all the
aspects of languadearning Furthermore, it mightheegdmore time.

1 Looking at thecolumn of the sizeof effect, it is clear that therogram was
totally successfulThe size effect in the domainisayout (h®0.185) Punctuation
(h? 0.176)and total test scordf?0.167)was largein comparisorwith the size
effect of the critical values forvalue f?) in thestronglevel whichis (h?0.14).
However,the domain of language obtained a leigmediumsize effect (h?
0.12%, which is closer to the level (large). But, the domain of sentences obtained

a medium size effechf 0.089, and thus it is clear that all the domins, the
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independent variablethe suggested program) affectelbarly the dependant

variable (etter writing deficiencies).

4.7 - Answer of thefourth sub-question:

The question was stated as follows:

Are there statistically significant d f f er ences at (U 0O0.

experimental male group andthe experimental female group in letter

writing performance after applying the suggested program?

To answer this question and due to having two independentlesanvih 17
participantsin ead sample the researcher uséde Mann-Whitney Testfor exploring
the statistically significant differences between the experiméemahle group and the
experimental control group in the post test. Al sizeof effect equation (standard
class z)wasused to idetify the sizeof effect of zvalue. The following table describes
the results othe MannWhitney test and the siz# effect:

Table (20): The significant differences (MannWhitney) between the experimental

male group and the experimental femke group in letter writing performance.

. Mean | Sum of U Z- . Size
Domain Gender N Rank | Ranks | value value Sig. effect
Male Exp. | 17 | 13.47 | 229.00 Sig.
Layout Femal 76.0 | 2.392* at Medium
y emale 1 17 | 21.53 | 366.00
Exp. 0.05
Male Exp. | 17 | 13.91 | 236.50 Sig.
Punctuation 835 | 2.114* at | Medium
Female | 12| 5100 | 35850
Exp. 0.05
Male Exp. | 17 | 14.76 | 251.00 No
Sentences| Female 98.0 1.631 )
17 | 20.24 | 344.00 sig.
Exp.
Male Exp. | 17 | 14.32 | 243.50 No
Language 90.5 1.881 )
guage | remale | ) 440 | 35150 sig.
Exp.
Male Exp. | 17 | 14.18 | 241.00 No
Total Test Female 88.5 1.948 .
Exp 17 | 20.82 | 354.00 sig.

(*) z-value is significant at 0.05 level. (1.8& ¢2.58)
(**) z-value is significant at 0.01 level. (2.5&)
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According to thdableNo. (20) the researcher found that
T There ar e statistically significant
experimental male group ariie experimental female group in favor of the
experimental female group in the following domains:
o Layout.
o Punctuation.
The above mentioned results showhdttthefemale studentperformed better
than themale studentén the two domainslayout and punctuatiolfhe mean naks of
the females respectively wepd.53 21.09whereasthe mean ranks of the boys were
(13.47- 13.9).
There are no statisticallyisgni fi cant dé¢ 0.5k betvecn the a't
experimental male group atige experimental female group in the following domains:
o0 Sentences.
o Language.
0 Total test score.
The improvementof the female experimental group is better thae thale
experimenthgroup in thedomains of sentences, languaged total test scores, but it

did not reach tehe level ofsignificant differences ati¢ 0.05.
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4.8 Summary:

After answering the questions of the study and commenting on the results of the
statistichtreatmento all thedataobtained after applying the post test. It is clear that the
suggested program had scored success in tacklindefieenciesin letter writing that

the 11" gradersencounter. ie means of the first domain of letter writingygat)
showed a prominent development (12.44) for the experimental group and (7.24) for the
control group. In theseconddomain, (punctuation)the meanwas (4.79) to the
experimental group and (2.00) to the control growhereasfor the third domain
(senences) the meaaf the experimentalgroup was(4.41) and 2.26) to the control
group. Moreover with regard tothe domain of language, the experimental group
obtained a mean of (5.88), but the control group obtained a mean of @n&lly, the

total scoes of the post test showed a mean23t.§3), whereas, the control group got a
mean of (14.24). Also, the statisticatljfferencesproved to be significant ¢ U =0 . 0 1)
level in the domains: layout, punctuation, aothl test scores and straight in the same
direction at(U ¢ 0.05 level in the domains: sentences and langu#ie size effect was
computed and proved to be large in the domains: layout, punctuatia total test
scores; and medium in the domains: sentences and langusege results ifavor of

the experimental group had not been obtained unless the suggested program was used.
The results of the study agreed with many results of other resesali&eer

Cumberworth and Hunt (1998)ho carried out a study whiciimed at describing a
program for improving middle school writing skills and their attitudes toward writing.
The results of the study showetatthere was a positive increase in studeattitudes
toward writing and the use of the writing process was improved, revision in particular.
Mark (1998)who aimed at describing a program for increasing student skills in writing.

The results of the study revealed that students showed edremgoyment of
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writing, students developed their habits of goal setting and the students became
proficient at peer editindvlark (2001)describeda program for students grades four

seven and eigtwho suffered from low achievement in writing. Thesults of the study
showed an improvement in writing skilldopkins (2002)pplied and developetistudy

to assist low achieving tenth grade students’ essay writing skills. The researcher
recommended that the time spent on peer editing clustering meématsvriting
portfolios be increased and rubrics be used éip hstudents in essay writing.
Kowalewski (2002)described a program for instructing students in the writing process
in order to improve their writing skills. The students showed greatertyalbdi

communicate more effectively through their writing at the end of the program.
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Chapter V
Findings, Discussion,Conclusion, Pedagogical Implications and
Recommendations

5.1 Introduction :

This chapter discusses the results of the study. It sums upotiedusions
which were deduced in the light gdrevious studiesthe study results and the
pedagogical implications thahe researcher has reached. It also invobiggestions
and ecommendations for further studieSuch suggestions arexpected to be
beneficial forthe students, teachers of English language and stakeholders of education.
They could help improve teachingh@ish language in general amditing skills in
particular.
5.2 Findings:
The following findings were observed through theults of the study:
1- Ther e ar e no statistically significant
experimental male group aride control male group in letter writing performance after
applying the suggested program.
2- Ther e ar e statistically 00) lpetweehitlea n't d
experimental female group arkle control female group in favor of the experimental
group in the following domains:

Layout.
Punctuation.

Language.

o O O O

Total test score.
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3- Ther e ar e statistically S | betwiedni tleea n t di
experimental female group atitk control female group in favor of the experimental
group in sentences domain.
On the other hand, the size effect results show that:
1 Thereis alLarge size effect in the followig domains: layout, punctuatiand
total test score.
1 Thereis aMediumsize effect in the following domains: sentences, and language.
4- There ar e statistically significant d
experimental group anthe control group in favor of the experimental group in the
following domains:
a. Layout: the experimental grougcored (36.58%) isomparisorwith the control
group (21.29%)
b. Punctuation: the experimental group usmchctuation better than the control
group, (14.08%yersus (5.88%)
C. Language the experimental groupreformed in the domain of language at
(17.29)whereas the control group performed&0b)
d. Total test score: comparing the total scareshe post test. Thexperimental
group scored80.97%) in comparison with the control groagores (41.88%).
5- There arest ati stically significant di fferet
experimental female group arnkle control female group in favor of the experimental
group in sentences domain.
On the other hand, the size effect results show that:
1 Thereis alLarge size effet in the following domais: layout, punctuation, and
total test score.

i Thereis aMediumsize effect in the following domains: sentences, and language.
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6- Ther e ar e statistically significant d
experimental male group anthe experimental female group in favor of the
experimental female group in the following domains:

a. Layout.

b. Punctuation.

7- There are no statisticat 005 betwegmihd i cant
experimental male group atite experimental female group ihé following domains:

a. Sentences.
b. Language.
C. Total test score.

The size effect results shothat There isa Medium size effect in Layout and
Punctuation domains.
8- The rates of their judgment on the program were (77.6%) for males, and (83.5%)

for females. The total average was (80.55%).
5.3 Discussion:

The study mainly aimed texaminea suggested program faackling the
writing deficienciesamong the 1 graders in the Middle Governorate in Gaza Strip
The researcher used thexperimentalmethod toinvestigate the problerand the
population was the students of the™lgrade.The sample was cken from four
secondary schools arehch groupconsisted of (34) participan(s17 males and 17
females) The equivalence between the experimental grouptladontrol group had
been accomplished through theaersof the first semester Englidanguage unified
exam 2012011and theresults of the diagnostic te&oth results were computed by

using SPS$ program taassureequation.
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The researcher used: ptest, posttest, criteria checklist, suggested program,
and reflection of the experimental participants and their teach&es. applying the
program the post test was applied and the results showed the following

The first research question inquiredoab letter writing deficienciesthat 11"
gradersencounter The researcher designeddeagnostic testvhich aimed to locate the
letter writing deficiencies that the “ligraders encountewhen they write a lér.
whether formal or informal. To get eéhtool validity and reliability the researcher
consuled PhD and MED holders, previous studies, experidnsepervisors, and

experiencd 11" grade teachers.

Thediagnostic test contained four questions: informal lettemafation, formal
letter of inquiry formal letter of job application and formal lettef complaint.
Moreover, the questions were followed by a criteha&cklistwhich involved 5 items
which were divided into foudomains (layout punctuation senences language). The
continuum in front those items contained three columns: (2) widely clear, (1) ¢®ar,
not clear. The results showed tivast majority of the participants suffer frommost of
the 25 items involved in the criteria checklist which was refereed by thégugver

letter writing parts.

Regarding to the second questiavhich inquired about &uggested program
which can be beneficial for tréiag the students' deficienciebgetresearcher designed a
suggested prograngonsisting of : teacher's guide, student's boo&ading aides,
evaluation toolg&nd power poinpresentations
(1) The teacher's guide consisted of 12 lasplans divided into four units witthree
lessors in eachunit. Every unit takled one type of letter writing usintipe specific

objectives, the actities, examples, exercises, homework and rounding up. Those
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preparations were based on the stages ofvtligng process and writing strategi€ghe
second lesson of the second, the third, and the fourth units respectively handled one of
the deficiencies ke: punctuation marks, fganent sentence, ruon sentence and
cohesive devices. This part is precedec dgscription of the program, the general aims

of the pogram and a table of conten{)The Students Book contained the teaching
materials for clagsom use. It consisted of four units of 12 lessons, which provided
material for 45minutes in each lesson. In addition, exercises that praVideitten
practice of letter writing after it has been taught in 8iedents Book These exercises

can be donat home or in class ifime allows.(3) A variety of teaching aidswere
prepared to be used along with the activities during the program such as: LCD projector,
samples of model letters, walharts, chalkboard, worksheet4) Many evaluation tools

were used in the prograno check the achievement of the objectives. These toalks: we
achievement test (posest), quizzes, exercises, criteria checklist, observation of
participants' interaction, participants' reflection and reflection of the teacher® of th
participants.(5) Power point presentation lessons were prepared to be used along the
lesson discussion. They contained model letters, examples of letter parts, diagrams,
tables, and exercises, that will save time and get the students utilize both Iseaseg

and seeingwhile participating in the lessonghe results of the study agreed with many
results of other researchers like:

Cumberworth and Hunt (1998)ho carried out a study whiciimed at describing a
program for improving middle school wirig skills and their attitudes toward writing.

The results of the study showethat there was a positive increase time students
attitudes towarslwriting and the use of the writing process wasrowed, revision in
particular.Mark (1998)who aimed adescribing a program for increasing student skills

in writing. The results of the study revealed that students showed increased enjoyment
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of writing, students developed their habits of goal setting and the students became
proficient at peer editg. Mark (2001)who described a program ftite students in the
grades four, seveand eightwho suffered from low achievement in writing. The results

of the study showed an improvement in writing skilepkins (2002who applied and
developed a study @ssist low achieving tenth grade students™ essay writing skills. The
researcher recommended that the time spent on peer editing clustering methods and
writing portfolios be increased and rubrics be used to help students in essay writing .
Kowalewski ( 02) who described a program for instructing students in the writing
process in order to improve their writing skills. The students showed greater ability to
communicate more effectively through their writing at the end of the program.

Then the third qué®n inquired aboutthe effectiveness othe suggested
program for ackling letter writing deficiencies The results of applying the suggested
programon sample participants of the"™ graders in the Middle Governorate in Gaza
Strip, show that the programachieved good results in tackling the letter writing
deficiencies among the students. The results of the post test show that the experimental
group achieved a better performance which was calculated as statistically differences in
T-test values between @hexperimental group and the control group. In the layout
domain (3.866** significant at 0.01jhe punctuation domain (3.754%ignificant at
0.01), The sentences domain (2.54dinificant at 0.05), the language domain (3.103**
significant at 0.01and te total test scores (3.6378fgnificant at 0.01). To sum ufhe
statistical differences in the results in favor of the experimental group say that the
suggested program was effective for tackling the writing deficiencies among the 11
graders (males d@nfemales) in the Middle Governorate.

In addition the first subquestion inquired whethethere are statistically

significant differences between the control male group and the experimental male group
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in letter writing performance aftepplying the sugested program or notheresults of

the post test showhat the male experimental group did not achiawdeaty better
performance in letter writing in comparison with the control group. The achievement in
numbers did not reach statistically significahffererces and the researcher justifies
those results dueto

A The attendance record of the experimental male group was with an average of
(77.4% ). So, the males' frequent absence from the lessons affected clearly the results
of the male experimentalgup. Their achievements were humble in comparison with
the male control group.

A The male experimental group was highly motivated at the beginning of the program
but they began to lose motivation after they were told by the teacher of the English
language hat it was an experiment and the scores of the quizzes, tests, and
homework were not necessary.

A The participants of the male experimental group expected that the program would
provide readymade solutions to their deficiencies in letter writing. Theréfenedid
not work hard in practicing, following the steps of the program and applying the
stages of the writing process throughout drafting and redrafting until the final copy in
each written work.

A In comparison with the female students, the male studergeneral achieve lower
grades in most of the school subjects. ( according to the schools' records)

A The bad effect of the special teaching outside the schools, the students receive two or
three readymade sample of letters to memorize them and thusréhdgceived by

such solutions.
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Moreover, the second sufuestion asked therearestatistically significant differences
between the control female group and the experimental female group in letter writing
performance afteapplying the suggested pragn or not. The results of the post test
showed a development in the experimental female goediprmance in letter writing in
comparison with the control group. The achievememimbers reached to statistically
significant differeres and the researchestifiesthose results due:to

A The attendance record of the experimental female group was with an average of
(95%). So, the females' nearly full attendance of the lessons positively affected the
results of the female experimental group and their achiewes were high in
comparison with the female control group.

A The female experimental group were highly motivated all the time along with the
application of the program. The teacher of the English language attended almost all
the lessons as she encouradeel female participants. Moreover, she informed the
girls that the scores of the quizzes, tests, and homework were necessary and they
would be registered instead of the monthly scores.

A The achievements of the female experimental group were much highehdisanof
the female control group in the domains: layout, punctuation, languagegtahtest
score.This showed how far the program was effective and successful in achieving
the goals related to the above mentioned domains. Moreover, it referred to the
adherence on the side of the experimental group towards the program and the
complete application of the tasks and exercises within the program timetable.
Furthermore, the time of the program was sufficient to get the experimental female
group achieve higlglresults in the domaingayout, punctuation, language, arudat

test score
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A The female experimental group achieved better than the female control group in the
domain of sentences. The program helped the experimental group to achieve this
development inhe domain of sentences in comparison with the control female group
but, the results were not very high like the domains; layout, punctuation, and
language because building up sentences refer to the total language acquisition; skills
(comprehension, spealg, reading, and writing) and language main pillars
(pronunciation, vocabulary, grammar, and imperatives).

Furthermore, thethird subquestion inquired whethethere are statistically
significant differences between the control gr¢unale and femaleilgrades) and the
experimental groupngale and female igraders) in letter writing performance after
applying the suggested progranihe results of the post test shenvthat the
experimental group achieved a better performance which eraputedas stastically
differences in Ttest values between the experimental group and the control group. In
the layout domain (3.866** significant at 0.0Ihje punctuation domain (3.754**
significant at 0.01),The sentences domain (2.54&fgnificant at 0.05), the hguage
domain (3.103**significant at 0.01)and the total test scores (3.6374fgnificant at
0.01). The statically differences in the results proved to be i faivihe experimental
group.These results agree with many researchers whose studies vtenae buggested
programs based on the stages of the writing process like: Cumberworth and Hunt
(1998), Mark (1998), Mark(2a), Doyle (2001), Kowalewsk2002), Hopkins (2002)
and Baroudy (2008)

Finally, the fourth subquestion asked ifthere are statistically significant
differences between the experimental male group and experimental female group in
letter writing performance after agpg the suggested programhe results showed

that the gils performed better than the boys in the two domains layout and punctuation.
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The mean ranks of the females respectivig$,53 , 21.09whereas, the mean ranks of
the boys werel3.47- 13.91).The researcher believes that those results were in édvo
the female studentbecause their naturpkychological tendendy tidying things more
than male studentand the two domains depend totally athe feature of tidiness.
Therefore the size effect for the two domains confirmed medium size effeavan the
females against the males.

To obtain a complete judgment regarding the suggested program i.e. the
viewpointof the participantsThe researcher apptl a small application consistedl(9)
items to the experimental group to investigate their opinionthefprogram.(See
appendixX ).The reflection is written in English but, it was presented to the participants
in Arabic languageThe following table describes the application results:

Table (21): The participant students' reflection on the program

No ltem gender | Mean S.D | Percent%
. male 4.65 0.606 92.9%
1 | The Program is important to me
female 4.59 0.618 91.8%
male 3.88 0.857 77.6%
2 | The Program meets my needs.
female 4.29 0.772 85.9%
. . male 3.71 1.047 74.1%
3 | The £quence othe program igppropriate
female 4.24 0.664 84.7%
4 The use of writing process stages male 3.82 1.334 76.5%
simplifies the writing tasks. female 4.35 0.702 87.1%
5 The program helps me to create strategif male 4.06 1.298 81.2%
for each stage of the writiqgrocess. female 4.59 0.712 91.8%
. . . male 3.47 1.068 69.4%
6 | The time of the program is suitable.
female 3.65 1.057 72.9%
7 The number of lessons included in the progrg ~ male 3.65 0.786 72.9%
areenough to acquire the content of the prog| female 3.94 1.088 78.8%
8 The tasks assigned are sufficient male 3.82 0.951 76.5%
female 3.583 1.281 70.6%
S . . male 3.88 0.857 77.6%
9 | My ability in writing letters has improved.
female 441 0.795 88.2%
male 3.88 0.667 77.6%
total
female 4.18 0.520 83.5%
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TableNo. (21) shows that the rate of satisfaction with gregram were (77.6%)

for malesand (83.5%) for females. This result may explain the superiority of females in

some domains as it appeared from the previous table.

The researber believes that this result sdue to:

1 The rats of satisfaction with the program were (77.6%) for males, (83.5%) for
females and the average of both the two groups was (80.55%). This average showed
how far the students accepted the program and found it as an answer to their needs
for tackling their letter writing deficiencies.

1 The male students' satisfaction with the program was lower than that of the female
students'. This might refer to males satisfaction with their own performance.

1 Both, the male students and the female studentdpated the program with nearly
the same percentage 92.9% and 91.8% respectively. These high responses showed
how far the students were interested in the program.

1 The vast majority of the items received higher responses in favor of the female
students gainst the male ones and the researcher believes that the female students
were more alert and interactive than the males.

1 The only item which gained lower mean and percentage by the females side in
comparison with the males was number(Bhe tasks assigdeare sufficient.). But,
the researcher believes that it did not refer to a better awareness from the side of the
male students, on the contrast, the female students asked for more and more exercises
and this showed more awareness from the females thatandrmore practice would

lead to a better performance.
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5.4 Conclusion:

Based on the findings, derived from the results of this empirical sty

following conclusions were reached:

1.

The students suffer a lot when they practice wriletters kecause of laclof
practice andufficient training.

Writing Process approaatanplay a rolein treating the students' letter writing
deficiencies more than the other writing approaches.

The researcher is convinced that the teacherttna@ncourage his wilents to
employ andcreatestrategies that can be of good help &adlitation when they
write.

Using unreal topicsvhen writing letterdead the students to work a mimicry
style without beinginvolved in the written work.So, the students find
themsévesunable to write when being asked to write a new letter

Female students wermterestedand acceptedoarticipation in the program
application more than the male students

The experimental group digetter than the&ontrol group asa resultof training
through the application of the program.

The stages of the process approgmtewriting, drafting, revising, editing and
publishing) provide the students with systemasequence and graded steps
which decreasthefeelingof facinga too difficult task.

The teacherof writing lessonhas to adhere to theontinuumfrom modeled
writing, shared writing, interactive writing, guided writing and independent
writing (controlled writing guided writing free writing) without neglecting or

postponing any of thphases of the continuum.
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10.

11.

12.

13.

The participating studentgreformed better whetie topics and tasks were from
real life and close to theanvironment

The process approach is an enabling one which aims at nourishing the skill with
which writers work out their ow solutions to the problems they set themselves
with which they can transform their material into a coherent message.

The process approach appears to be nearer to answering the needs of English for
Academic Purposes: teacher, subject tutor, and studemé iwdportant, if EAP

aims to develop a nemative student's comprehension of the actual processes
involved in composition.

Teachers have to perform demonstratorsnotivators supportersrespondents

and evaluatorggood writersn order tobring up goodwriters.

Studentetter writerscantrain by using visual diagrams of letters to follow them
while writing the letter, also, the writer can read model letters and imitate them,

moreover, he can use the "Think Sheet" as a guide to write a good letter.

Above all elsethe researchess ateacherfor English language for mangears

and in addition tahe success ahe suggested program in téicky the letter writing

deficiencies among the participawisthe studyThe researcher is completely convinced

that the teachein the class shoulder tlgreaterpart ofthe responsibility regarding the

success of any writing instructiare. any approach or strategy will not Ipeofitable

with un suitableapplicationand good training from the side of the studeMsreover,

the teacher shouldensethe studentsneeds and interesend try tofulfill them. In

addition tq creativeness to suite any instructioeaVironment and task.
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5.5 Pedagogical Implications

The following pedagogicalimplication are offerel for the teachers regardinggtter

writing lessons

1- Teachers should be aware of their students needs and abilities and choose the
suitable techniques for activating theiptivation to write.

2- Reallife topics are more encouragifg the students to wet

3- Teachers should train their students on usivegyriting process approach when
they write.

4- Teachers should acquaint their students with writing strategies and encourage
them to build their own strategies.

5- Teachers have taentify the students' pre kmwledge before instructing new
material.

6- Varying thetechnique®f instruction in writing lessons

7- Teachers should not give aayercise that they are not going to score.

8- Teachers should not be huntifoy mistakes

9- Practice leads to real learning.

10- Encourge your students to practice peer editing.

11- Students should be accustomed to revise their written work.

12- StudentsIsould read their written work@ud, even in front of the class.

13- Teachers should see the drafts of the written work of their students.

14- Teachiry aides are a must for any instruction.

15 Teachers should avoid teacloemtered classes and encourage stuckEmiered

classes.
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16-Teachers should be cognizant of their students' individual differences
Consequently, theynay introduce materials and use teajues which foster
positive attitudes towards learning English in generalvaniithg in particular

17-The <hool and classroom environment should be provided with motivating
equipments to enhance students' enthusiasm and increase interest.

18 Teachers shouldrovidereal world purposes for writing.

19-Teachers should increaee amount of strategies related to the writprgcess.

20- Teachers should emphasihe writing procesapproach for teaching writing

21- Teachertraining should be offered to help staff be@rskillful in teaching
writing.

22- Teachers should us®ame strategies for treating the problem such as: increasing
the time allowed for writing, more teacherodekd demonstrations of writing
techniques like (organization, ideas, word choice, sentence ylugoice and

conventions).

5.6 Recommendations

In the light of the study results, the researchielresses recommendations to the

students, the tehersand stakeholders:

The students:

The students are considered theesoof the instructional processthey are our hope for

a betterfutureand the main interest of all those who work in khaistry of Education

The researcher recommesttie following:

1- Do not hesitate to tell your teacher about your drawbacks in writing skill.

2- Famous writers got tirefame after efforts and intensive practice.
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Writing any written piecelike any scheme need a plan and stages for
accomplishment.

When you write, think of your audience, youessageand how you want to
conveyit.

Always think how to increase your owexicon of vocabulary and their usage.
Knowledge is not restricted in what the teacher says, so you have to scan other
sourcedike libraries and the internet.

The writing process approach is a good means to develop your waibifity .

Peer editing i& goodstrategy to gefeedbackabout youmwritten work.

The teachers:

They are thgioneerswho are in direct contact with the students and the frontiers of the

Ministry of Education. Hence, the following is recommended

You will not produce good writers yfou are not a good writer.

Always try to find out your students needs.

Involve your students iplanningfor any instructional workespecially writing.

Try to get your students to write about topics as close as possible to their
interests.

Make the clagwom environment relaxed before setting up any writing task,
becausehe skill of writing is a creativeskill. And to make a student be creative
in theirwriting, theyshould be relaxed.

Do not neglect the individual ffierences and encourage the work Ibfséudents

in all levels.

When you score your studentg’itten work, look at their drafts and not only the

final draft.
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8- Do not be mistakes hunter. This makes the students abandon writing.
9- Do not cover your students' written work with red ink, try to leters and signs
to conveyyour instructions like: (? = whearidea, R = rewrite D = details are
not sufficient).
10- For every task,tell your studats what you are going to score such as
organization,sg | i ng mi st akes, coherence, etcbé
11- Give your studerst enough time to do the written work. Your haste may be
interpreted that " this task is not important”.
12- Get your students owa journalfor their writings. This will make the students
proud of their individual work.

13- Keepupdatedf the newly publicationsancerred with writing skill.

The stakeholders:

1- Assign certain lesson periods for teaching writing.

2- According to the results of the study and the proved utility of the writing process
approach; théinistry of Educationshould ask all teachers of Englilanguage
to use it.

3- The program used in this study can be applied in the fieldPaléstinian
education.

4- Design a webite to enable students to publish their writings.

5- Announce a yearly, senyearly or quartdy competition for English written
works.

6- Dewelop courses to train teachers of English language on the approaches of
teaching writing.

7- Distribute frequent publications about teaching writing to the teachers.
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8- Supervisors should visit the teachers and see the students' writings and their
drafts.
9- Supevisor may ask the teacher tha Wwants to see a writing lesson, as many of

the teachers avoid asking the students to write while visatefs the class.

5.7 Recommendations for further studies:

1- The effectiveness of applying the writing process apgroan teaching
languages in Palestinian schools.

2- Do similar researches on composition, essay, short story or story writing.

3- Studying writing strategies which can be used in our schools.

4- Investigating evaluation techniques which are used at schools.

5- Invesigating the amount of writing exercises in the school curricula in
comparison with the other skills.

6- Studying the learners' attitudes towards learning wriéind ways of modifying
positive attitude towards writing

7- Comparing between writing process anditwg product approaches in

Palestinian schools.
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Dear educators

The researcher is onducting a study entitled " A 8ggested Progam for Tackling
Letter Writing Deficiencies among 1% Graders inThe Middle Governoraté, to

obtainthe Master Degree in Curdula & English Teaching Methodology

One of the requirements of this study isdesign a suggested program and to
apply it onthe 11" graders.Please, gu are kindly requested to look carefully at the
attachedprogram andfill in the following form whether the program touches its
objectives (highi average low). Your notes and responses will be highly appreciated
and confidenal.

Program Refereeing

Name:------=========-memmmmmeee- JOD mm e

ltems High | Average| Low

1- Theobjectivesof the progranare suitable to tackline problem

2- The activities of the program reflect the objectives

3- The activities of the prograare suitable to the Ss level

4-Theprogram covers the four letter writing types of th& gdade

5- The writing process is clear indlprogram as a base for tackl

the deficiencies

6- Thestrategy of questioning plays a role in the program

7- Theprogram reduces the Ss sufferings in other writing types

8- The time assigned is suitable.

Any further comments are highappreciatd.

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,
///////////////////////////////////
///////////////////////////////////

"""""""

eeeeeeeeeeeecee

BestRegards

The researcher: Nasser Sdoudi
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The Suqggested Program for Tackling Letter Writing Deficiencis

Amond The 11" Graders

INTODUCTION:

Letter witing is an important means among those kinds practiced by using the
writing skill, which isone of the four skills that should be masteteccommunicate
with others It is an active means of commuaiion. It is equated with speech because
both of them are concemhavith conveying ideas, notiomsd information. Writing is an
important language activity and a major classroom procedleteer writing is one of
theimportant activities which is praced in our schools
Letter writingis a progressive activityke the other written kindse§say, article, story,
novel) This means that when you first write something down, slmuldhave already
thoughtabout what you are going to say and how you are going to say it, dfteanyou
have finished writing, you read over and over tomake changes and corrections.
Thereforewriting is aprocessthat has several steps.

The firststep inthe writing process iBrewriting. Here students are asked to gather and
generate ideas to write ababem To produce ideas for writingtudents can practice

any prewriting activity, such as: brainstorminguestioning, clustering, webbing,
mapping, Isting, or sticky notedNext, Drafting, herestudents are to write, just to write

(i . e. to put their thoughts on paper).
writing. Revisionis to follow. In order to improve piece of writing, changes in the
wording could be made. Then, comEsliting. Students are to edit their work by
consultirg teachersdictionaries and other resources. They can do Peer editing. They are
to edit their work over and over agaifihe Final stage i®resentation(which might

take us back to the first stagepo, writing is cyclic. Believing that the procekased
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approach is the best one for improving students™ writing, the reseantioeiuces this
program to help secondary school English teachers to teach wiiérbis apprach.
To achieve the objectives of this program, the researcher introduces the teacher's guide
which includes steps and procedures that help teachers to use this program
appropriately. Please read itreflly before starting to teactvriting in secondary

schools to get the full benefit.

General Objectives of theSuggestedProgram:
The prticipants are expected to:
1- Name the stages of the writing process.
2- Utilize the five stages of the writing process in letter writing.
3- Write the address of the sender digand in the correct place.
4- Write the address of the recipient clearly and in the right place.
5- Write the date properly and in the right order.
6- Write the salutation in a suitable place and in the correct form.
7- Write suitable opening paragraphs whiehd to the content of the letters.
8- Write contents that clarify and convey the purpose of the letters.
9- Write closing paragraphs that show the sender's expectations from the recipien
letter.
10- Write the sender's signature correctly and in the pigte.
11- Practice leaving suitable space between paragraphs.
12- Use capitalization in the right places.
13- Use the comma where it is necessary.
14- Put periods (fullstops) in the proper places.
15 Use he question mark in the needed places

16- Write meaningful seeinces and avoilagment sentences
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17- Write letters using sentences in active voice.
18 Write grammatically correct sentences.

19 Distinguish between formal and informal letters
20- Write with keeping the addressee in the letter.
21- Avoid spelling mistakes.

22- Write cohesive sentences and paragraphs.

23 Write without redundancy.

24-\Write clear and concise letter.

The importance of using the writing process in teaching writing:

Surveying the related literaturghows that many EFL/ESL ( English as a foreign
language/Enigsh as a second languagepgrams now use a process approach to writing
instruction Processwriting is playing a large role ileSL classedor teaching writing

The researcheirfdsthat all the previous studies and researches assert using the writing
process in teaching writindecausat helps writers to deal with the writing skill as a
process which needs a plan and stages. When the students want to write any written
work and look at the holistic work, they feel that the work is over than theislewel
beyond their abilities, so they feel broken in front of the work. But, when they use the
stages of the writing process and utilize some strategies to perform any of the stages,
they will find it easier and more productive. On the other hand, theaeadll find it so

helpful that it can lead him to know the reasons behind the deficiencies in the students’
writing in each stage of the process. Hence, the researcher found that the students were a
bad need to use the writing process at our schoolacw® the students' deficiencies of

writing.
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Unit 1 The Informal Letter

Lesson

Class: 1Y

1

Specific Objectives:

Teaching aids:

By the end of the lessqgthe students are expecte

to:

1- Define the informal letter.

2-Mention the occasions of using the informal
letter.

3-Put the parts of the informal letter in the corre
order.(layout)

4-Write the address of the sender in the right pl
and correct order.

5-Use the suitable salutation.

6-Use the correct complimearty phrase and

Chalkboard, LCD projector, Power

Point, Ss notebookg,etter samples

signature.
Steps Procedures and Activities Formative
Evaluation
Warming up | T: preserdgtwo or three lettersybusingthe LCD. Get the | T: Gets he
students tdind outthat they are informal letters. students'
Ss: justify why the letters are informal. responses
Work sheet | T: distributes the work sheets to the students. T: Coversthe
(group work) | Ss: define the informal letter definition on

T: receivesthe Ss answers to elic

informal letter.

it the definition of the | the board.

Ss: write the
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S.Bi page Ii Ex: B

Informal letter : is a type oletterwhich provides
communicatiorbetween a small number of people, usug
two. There are many types of informal letters and they
written for a wide variety obccasionscongratulations,
condoknces, invitations, thanks and apology.

Ss: individually, read the definition lolyd a few times.

definition in
their
notebooks.
T: uncoves
the definition
and Ss

compare.

Presentation

T: (usinga picture of an informal letter) pressttie
components of the informal letter, using (C/G/S)
technique.

Ss: (individually) explain what we mean by each
component.

T: (draw balloons on the board) in each balloon write a
wh- question word.

he |

T-s:Whydolwr t e t etter? |

(Repeat this strategy with the other question words)

Ss: (on a blank
format) write
the
components of
the informal

letter.

T: present a number of addresses and get the Ss elic
the address is writteon top right corner of the page a
arranged from thepecific to the general

N.B: when the letter is sent to any place inside the col

there is no need to write the country name.

Ss: rearrange
jumbled

addresses.

T: How can we gredhe addresseaf the informal letter?
Ss: (brainstorm) to giveas much as they cainformal
salutations.

T: receive responses and write on the board.

T:Observeathe

students'

responses.

T: How do we close and sign the informal letter?

T: receivesresponses and viei on the board.

T:Covesor
eraseshe
complimentary
phrases and
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T: discusssthe Ss responses.

S.BT page 1i Ex: C.

signatures. Ge
the Ss write
some from
their memories

Drill T: (group work) writes the layout of an informal lettg T:Observethe
clarifying the compaoents of the letter. Ss
T: Goesaround and giveadvice. performance
Summative | (individually) the students write the layout of the inforn Check the Ss
evaluation | letter with clear components writings
S.BT page 2 Ex:D.
Rounding up | T: Asks questions to close the lesson:
1- Define the informaletter?
2- What are the components of tindormal letter?
T: Observes

3- Where do you write the sender's address?
4- How do we arrange the addr@ss
5- For what occasions do we use the informal I@tter

6- Can we write the jolitle under the signature, why?

the Ss answers
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Class: 11 DAt e

Specific Objectives: Teaching aids:

By the end of the lesson ,thieidents are expecte( Chalkboard, LCD projdor, Power Point,

to: Ss notebookd, etter samples
1-name the five stages of the writing process.
2-differenciate between the stages according to
function.

3-match strategies suitable to each stage.

4-apply the writing process on the informal lette

writing.
Steps Procedures and Activities Formative
Evaluation
Warming up | T: Greetings and getting tistudentsteflection T: Gets he Ss
regarding the previous lesson. responses

Presentation | T: evokes the S® brainstorm about things around the T: Observe the
A as much as possible with concentration on the stage{ Ss participation

makingeach one (building a school, cars production

etce).

T: When you write any written piece, do you use stag

or steps?

T: gesanswers and commexnuntil they conclude that

every work has its own stages as a process, and this
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applicable to the writing performance specially letter

writing.

T: (on the screen, show the stages of the writing process)

T: Have you ever usetie¢ writing process when you wrote any written
piece: composition, letter, and essay?

T: If yes, have you compared the quality of the written weikigthe
writing process and anothework without using the writing proce8s

T: Gesthe Ss motivated thately will modify their letter writing by good

participation in the program.

167




Understanding the Writing Process

When vou look at a book, you do not see the process the
writer used 1o make it. What you see in print might not be
much like the first plan for the book, The author might have
rewritten many times,

The writing process is often divided into five stages, Most
writers go back and farth through these stages, There s no
one eorrect way (o write,

n this stage, you pla..n what v |
are going 1@ write, You
s ntify your

choose a topic. [9¢
audience and purposé:
brainstarm ideas. and
organize information

In this stage, you write
¥our ideas in sentences and

- ? Paragraphs, Follow your
1M S11) _ Prewriting plan to write
REeVIELNG / gt

This stage is the Fir_s't part S i o
of editing your Writing You W Nipas
yourself or with

may work by

riner or a group: Make
a:E:":es that will improve PrOOfrea n
your \\lTitlngd g

In this sr.age, you finjsh
Your editing by, polishing
:mulr work, Check for errars

mbllg hlnq " Brammar, spelling

Capitalization, ang
F'l.m:;ruﬂm. Make -
Finally, you choose a way fnal copy of o
to present your work to an stk
audience. You may want to 3
add pictures, make elass J
book, or read yout o
wark aloud.

www?2.pylusd.k12.ca.us/glk/jlaurich/calendar.htm

T: observe the interaction of the Ss.

T: present the stages of the writing process. T: Covers the

Ss: C/G/S name the stages of the wripingcess.
write the
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T: explairs each stage, and the strategies suitable for
applying it(see the table below)

T: preserdg a table (on the LCD) that contains the stage|
of the writing process, strategy to apply each stage an

steps of applying it.

stages of the
writing
process in
their
notebooks.

Writing Strategy Steps

pProcess
Who is writing the letter?
When is the letter written?

Pre-writing | Questioning | Who is the letter written to?
Why do | write the letter?
What infamation shall | put to support the purpose
of the letter?
Where shall | write the address, the date, the salutation
and the signature?
Writing Answer the above questions; justfmwnthe answers of the

Drafting without stop | questions without paying meh attention to mistakes of

grammar, spelling, punctuation, cohesive devices.
Individual, | Revise the ideas you have written to modify or change
Revising pair, or any of them, this will improve your writing. Use the
group work. | approach of A.R.R.R. (Ating, Rearranging, Removing,

Replacing).

(Editing) Individually | Read again to check :

Proof or by a -Are thereanywords used too many times?
reading classmate | -Are there anglifficult sentences to understand?

-Are there any spelling mistakes?

-Which words can be cut to makesentence stronger?

-Are the sentences grammatically correct?
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-Are the punctuation marks used correctly?

-Are the cohesive devices used correctly?

Publishing

Read to -Show your written letter to your teacher.

audience -Read aloud in front of yowlass

Drill

T: (get out your notebooks) wri@n invitation letter to
your friend using the writing process.
T: Goesaround for help and advice.

After each stage, discuss and comment.

Repeat with (draiihg- revisingi proofreadinguntil the
Ss finish writing the letter.
Ss: Publish their letters by reading some of them in fro

of the class.

T: checlsthe Ss
work in every

stage.

Summative

evaluation

Ss: Write the body of an informal letter to condake h
friend on his grandmother's death. You may use the w
(sorryi heavenscondolencesfeelings barrier grave
yard).

S.BT page 4 Ex: C.

T: Checks the S

work

Homework

Ss: write another letter of congratulations using the

writing processtages

Rounding up

T: Asks questions to close the lesson:

1-Define the informal letter?

2-What are the stages of the writing process?

3-Can we change the order of the writing process?
4-What strategy do you use to do the-piting stage?
5-What should you daithe revising stage?

6-What do you prefer, to write a letter using the writing

process or to write it directly? Why?

T: Observes the

Ss answers
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Class: 1Y

Specific Objectives:

Teaching aids:

By the eml of the lessojthe students are expecte

to:
1- Write informal salutations as much as they ca
2-Write an opening paragraph of an informal
letter.

3-Write supporting paragrafgwith correct
punctuation, grammar and cohesive devices.
4-Utilize the writing process (prevriting,
drafting, revising, editingand presentation.
4-Close thebody oftheletter with suitable closing
paragraph.

5-Finish the letteusing asuitable complimentary

phraseand signature.

Chalkboard, LCD projectoRower Point,

Ss notebookd, etter samples

Steps Procedures and Activities Formative
Evaluation
Revidon T: Oral questions to revise the components and layout T:Observethe

the informal letter.

Ss participation

Presentation | T: preserdfew opening paragraphs of informal letters. | T:Observethe

Ss: locate similarities between
T: Gesthe students elicit that i
IlWhyIl.

them. Ss interaction

t answers the question ¢

Ss: ((in pairs) write an opening paragraph of an inform| Ss read in front

171



Drill

A

letter using process writing:

Prewriting: why I'm writing the letter.

Drafting: supportingdeas about reasons of writing the
letter.

Revising: wording, sgling mistakes, grammarr,
punctuation, et é .

Editing: by consulting teachers, dictionaries and other
resources. They can do Peer editing.

Presentation: present the outcome to the audience,
(classmates).

of the class

their writings

The same previougthnique to get the students write th

supporting paragraph/s.

T:GetsSs to
present their
work in front

of the class

T: elicit from the students whabmplimentary phrases

can be used in such situation.

T: Goesaround
and checkthe

Ss work.

Ss: (in pairs) write as much as they camplimentary

phrases

T: shows on the LCD someomplimentaryphrases and

let Ss compare.

T: Do you have to write your jolitle when you sign an | T: Observes

informal letter? the Ss
responses.

Ss: give answers and teacher comment.
T: gesthe Ss to find out that it is the genal name

which is used for signing the informal letter.
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Activity
Work sheet

S.Bi page5 Ex:B.

Get students to read their letters in front of their classmates.
Use the following words to complete the informal letter below:

Gaza Stripgoing well ice creamwork i Jaballiai
the last time saw Would- summer holiday
12th July. no longeiplaying collection
58 El Awda Street most sandcastlejob-

vacation- Hani-Best wishes

eeeeeeee

Dear é ééé,

I feel |l i ke such a |l ong time sing

been several weeks <iértcde |hé&aé&s yyewr.n g

| spend all my weekends at the bedclm getting a nice tan and you can
eéé. say | am paler than you. I hav

and building a nice ééééé. of sea s

place in a éééé. building contest!

On the weekdagsah Eée ¢trdam truck
to the kids. It is so cool . It i s &

cream and kids. The pay isn't too ¢

I hope the summer's been ¢ééonthandd (
half | eft in summer éééé and after

to meet up some time to before school starts?

éé. ééééééé. .

eeeeeeeecece.

Summative

evaluation

S.Bi page 6 Ex: C. T: Checks the

Ss work

Home work

Ss: choose alassmatend write an informal letter to hin

on any occasion from his own choice.
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Rounding up | T: Asks questions to close the lesson:
1-How do you salute in the informal letter?
2- What do you wri¢ in the first paragraph of the inform

letter? T: Observes the

3- Can you enclose things in the informal letter? Ss answers
4- What complimentary phrases do you put to finish th

informal letter?
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Unit 2 Formal Letter of Inquiry

Lesson 1

Class: 17

Specific Objectives:

Teaching aids:

By the end of the lesson ,the students are

expected to:

1- Define the formal letter.
2-Mentionthe occasions of using the forma
letter.

3-Put the parts of the formal letter in the
correct order.(layout)

4-Write the address of the sender in the rig
place and correct order.
5-Write the address of the addressee in the
right place and correct order.

6-Use the suitable salutation.

7- Close the body of the letter by suitable
closing paragraph (expectations).

8-Use the correct compliment phrase and

Chalkboard, LCD projectoRower Point, Ss

notebooks| etter samples

signature.
Steps Procedures and Acivities Formative
Evaluation
Warming up T: presergtwo or three letters by the LCDAttract | T:Gets he
the students' attention to the layout of the letters, { students'
addresses, the closing paragraphs, the complimer responses
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phrases and the signatur€et the students to
discriminate that they are formal letters.

Ss: justify why the letters are formal.

Work sheet T: distributes the work sheets to the students. T: Coversthe

(group work) Ss: define the formal letter. definition on the
T: receivesthe Ss answers to elicit tlefinition of board.
the formal letter. Ss: write the
Formal letter: is a type ofetterwhich provides definition in
communicatiorbetween a small number of people,| their notebooks.
usually two. There are many types of formal letter{ T: uncovesthe
and they are written for a wide varietymfirposes | definition and Ss
inquiry, job application, complaint. compare.
Ss: individually, read the definition a loud a few
times
A letterof inquiry asks someone for specific
information. In some cases, such as a request for
interpreting certain actionghe recipient will have a
clear interest in responding to ydatter. In other
cases, such as a request for specific information ¢
product, the recipient may or may not be as
motivated to respond quickly. Consequently, alwa;
make the tone of the letter friendly and make it ea
for the recipient to identify andrgvide the
information you need.
www.mhhe.com/mayfieldpub/tsw/letters.htm

Presentation | T: (using a picture of the formal let)gsreserd the Ss: (on a blank

components of the formal letter, using (C/G/S)

format) write the
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technique.

Ss: (individually) explain what we mean by each

component.

T: (draw balloons on the board) in each balloon

writes a wh- question word.

T-s: When do | write the lettérdate of writirg the

letter)? | write this |lette
(Repeat this strategy with the other question

words to get answers about all the components of]

formal letter).

components of

the formal letter.

T: clarifies that here are two addresses in the forr,
letter and we have to discriminate between ther

usage and place in the layout of the letter.

T: preserd a number of addresses and get the
elicit that the address of the addresser is writter,
top right cornerof the page and arranged from {
specific to the generaland the address of tf
addressee is written below the date level on the
side.

N.B: when the letter is sent to any place inside

country there is no need to write the country name

(on mockl
letters),get Ss to
point to the
addresser and th
addressee and {(
differertiate
between both of

them

Ss: rearrange
jumbled

addresses.

T: Do you think that the salutation in the formal let
is similar to that in the inforal letter?

Ss: give answers and the teacher categorize the

T:Coves or
eraseshe

greetingsThen
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answers.
T: gesthe respondents justify their answers.
T: writesthe correct answers together ( DeWdr.

[/ Mi ss/ Madam/ Manager/ Di

getsthe Ss wite
some from their

memories

T: What complimerdry phrase and signature do we
use to finish the formal letter?
T: Gesthe Ss to give answers like (Yours faithfully
Yours sincerely, Faithfully yours, Sincerely yours
Yours very truly, Very truly yoursvery sincerely
yours, Cordially yours

T: Where and in what form do we finish the formal
letter?

Cordiallyyours,
Ahmed
Ahmed Mahmmoud

Job title or position

Ss: (in their
notebooks) write
three formal

letter endings.

Drill S.B1 page8 Ex: C. T:Observethe

T: (group work)Ss fill in the layout of a formal letteg Ss performance
clarifying the components of the letter.
T: Goesaround and give advice.

Summative ( individually) the students write the layout of t| T:Checlsthe Ss

evaluation formal letterwith clear components writings
T: Asks questions to close the lesson:

Rounding up | 1- What is the inquiry letter?

2-What are the components of the inquiry letter?
3-Where do you write the sender's address?

4-What about the recipient'sidress?

T: Observes the

Ss answers and
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5-What are the differences between the job comments on
application letter and the inquiry letter? them.

6-Can we write the jokitle under the signature, why
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Class: 11 DAte —eemmmmmmmmmee

Specific Objectives:

Teaching aids:

By the end of the lesspthe students are expecte

to:

1-Name the punctuation marks.

2-Differnciate between them in usage.
3-Answerquestions about the punctuation mark

4-Use them in sentences correctly

Chalkboard, LCD projectoRower

Point, Ss notebook&\Vorksheets

Steps Procedures and activities Formative
evaluation
Warming up | Greetings and questions about the previous ilesso T: Observsthe
Ss responses
Presentation | T: presents the types of punctuation marks on by one

with examples for each one.

Capitalization: putting the initial letter of a word in
capital letter, proper nouns, names of places, names
establishmentsadutations, names of publications.
-HassanOmar EtMukhtar streetThe Islamic
University Dear é . . |, The Ol d Ma
The colon it is used to separate between an indepen
clause on the left and related list or explanation on th

right.
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-The Endingered Species Act contains a potential
problem for private property owners: the government
refuses to compensate them for the inconveniences
imposed.

-Images of stylish men appear in the following media|
GQ Magazine, television commercials, and billboard
advertisements.

The semi colon:it is used tdink independent clauses

not joined by aoordinating conjunctionSemicolons

should join only those independent clauses that are

closely related in meaning.

The first appropriate use of the semicolon is to conne

two related selences. The pattern looks like this:

COMPLETE SENTENCE|RsESICOMPLETE
SENTENCE]H

-Ali feels hungry; he hasn't eaten any food for a long

time.

A semicolon can also team up with a transiiarften a

conjunctive adver® to connect two sentences close if

meaning. The pattern looks like this:

oINS | + ; + transition + +
COMPLETE SENTENCE[

The Ss should
give similar
examples after
presenting each

one of the marks
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-My father does not approve of hiathercruising
around town on a Harley motorcyclaowever

Granddadhas never cared what anyone thinks.

Finally, use the semicolon to avoid confusion when vy
have complicated lists of items. The pattern looks like

this:

RE=AYM | + , + more information + + |[WE=AYN| + , +

more information + + and H{RE=AYM| + , + more

information

-The attendants of the party, Dr. Ahmed, the Manage
the Company; Mr. Adam, the General Affairs Principl

and Mrs. Huda, Marketing Principle.

The comma:it is used teseparate phrases or items in

list.

-She bought milk, eggs, and bread.

An apostrophe:it is used as a substitute for a missing

letter or letters in a word

-He's Sam, he'd travelled to USA to visit his brother's

son.

A period: it is used to note the end of a declarative
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sentence.

-The man bought the red car.

A gquestion mark: it is used at the end of a question.

-When will the final exams begin?

- Did you come to school yesterday?

Quotation marks: are 1sed at the beginning and end ¢

a phrase to show that it is being written exactly as it \

-Teacher asked: " Why is your frieatisent today?"

(Punctuation Marks, 2010)

Activity

Punctuate thefollowing sentences below?
1. the people in the car look very unhappy

2. i can see a shirtgair of shoes socks and a hat falling
off the car

3. one of the cars front tyres is broken

4. how many of the cars wheels can you see

5. idon't want to go in that car

6. do you want a ride in that car

7. my head is hurting said the woman in the front

8. i am going to be sick said the woman in the back

Ss: Do the
exercise in pairs
T: Checlsthe Ss
work then, ges

individuals to
write correct
answers on the

board.
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Summative | Ss: (individually) Do exercise (B ) page (9 ) inthe S.| T: Checks and

evaluation comments.

Rounding up | T: Asks questions to close the lesson:
1-What is a question mark?

2-Where do you usdé question mark?
3-What is a colon?

4-Where do you use it?

Repeat with the other punctuation marks.

184




Class: 1Y

Specific Objectives:

Teachnq aids:

By the end of the lesson ,the students are

expected to:

1- Write formal salutations as much as they cal
2-Write an opening paragraph of an inquiry
formal letter.

3-Write supporting paragraph/s with correct
punctuation, grammar and cohesive desgi
4-Utilize the writing process (prevriting,
drafting, revising, editing and presentation.
5-Close the letter with suitable closing paragra
6- Finish the letter by suitable complimentary

phrase and signature.

Chalkboard, LCD projectoRower Point,

Ss notebookd, etter samples

Steps Procedures and Activities Formative
Evaluation
Revision T: Oral questions to revise the components ar| T:Observethe Ss

layout of the formal letter.

participation

Presentation T: preserd few openimgy paragraphs of inquiry | T:Observethe Ss

about the writer of the letter (name, career, po
of interest in the recipient work).

Ss: locate similarities between them.

formal letters which indicate some information| interaction
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T: Gesthe students elicit that the purpose of tl
lettercomes in the second paragraph and ans

aquestion of "Why".

Drill A Ss: (in pairs) write the opening paragraph of § Ss read in front of|
inquiry formal letter ( self details)and the the class their
purpose of the letter ( why do | waithe letter) | writings
using process writingteps

Writing Strategy Steps
process
Who is writing the letter?
When is the letter written?
Pre-writing | Questioning | Who is the letter written to?
Why do | write the letter?
What information shall put to support the purpose of
the letter?
Where shall | write the address, the date, the salutati
and the signature?
Answer the above questions; just jot the answers of t
Drafting Writing guestions without paying much attention tstakes of
without stop | grammar, spelling, punctuation, cohesive devices.
Revise the ideas you have written to modify or chang
Revising Individual, any of them, this will improve your writing. Use the
pair, or group | approach of A.R.R.R. (Adding, Rearrangingnibving,
work. and Replacing).
Read again to check :
(Editing) Individually or | -Are thereanywords used too many times?

Proof reading

by a friend

-Are there any hard sentences to understand?

-Which words can be cut to make a sentence stronge
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-Are there anyragment sentences?

-Are the sentences in active voice?

-Are there any spelling mistakes?

-Are the sentences grammatically correct?

-Are the punctuation marks used correctly?

-Are the cohesive devices used correctly?

Publishing | Read to -Show your written letter to your teacher.
audience -Read aloud in front of your friends.
B The same previous technique to get the students writg T: Ges Ss to
supporting paragraph/s. present their
work in front
T: Gesthe students to elicit that it amers the question g
of the class
"what".
C T: elicitsfrom the students what closing paragraphs cal T: Goes
be used in such situation. around and
checlsthe Ss
Ss: (in pairs) write closing paragraphs as much as they work
can.
D T: How do you finish the formal letter of inquiry? T: Gets the Sg
Ss: have to remember that inquiry letter is formal and answers and
comments o
differs from the friendly letter.
them.
Yours Faithfully,
Al
Ali Hamed
Director of Sales Department
E S.Bi pagelQ Ex: B; the students write a body of an | T: Corrects
inquiry letter using the stages of writing process. the Ss work.
Activity - Write the first paragraph of the inquiry letter bo| T: Goes
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to give information about yourself

(you are owner of clothes store).

around and

checlsthe Ss

- Write the closing paragraph to show your work.
expectations from the recipient of the letter.
Summative | S.BT page 11 Ex: D; the student§ using the writing
evaluation process) write the following formal letter: T: Goes
around and
You are Ahmed and have graduated from gives advice.
university, Electrical Engineering College; you wg T-Ges
to write to the manager ofGaza Electricity students to
Distribution Company LTDn Gaza town to inquirg read their
letters in front
about the problems theface, and informing then of their
that you can help in solving the problem. You | classmates.
from Rafah; you live in EIShaboora (105/ 4), you
phone No: 21888888.
Home work | Ss:write a formal letter in response to the above inquir
letter.
Roundingup | T: Asksquestions to close the lesson:

Define the formal letter of inquiry?

What are the components of the formal letter?
Where do you write the sender's address?

How do we arrange the address?

For what reasons do we use the inquiry letter?
Where do wu write the purpose of the inquiry letter
What is written in the last paragraph of the inquiry
letter body?

Can we write the job name under the signature, wh

T: Observes
theSs
answers to

get feedback
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Unit 3 Formal Letter of Job Application

Leson 1

Class: 17

Specific Objectives:

Teaching aids:

By the end of the lesson ,the students are

expected to:

1- Define the formajob applicatiorietter.
2-Put the parts of the formgbb application
letter in the correct order.(layout)

3-Write the address of the sender in the rig
place and correct order.

4-Write the address of the addressee in the
right place and correct order.
5-Use the suitable salutation.

6-Use the correct compliment phrase and

Chalkboard, LCD projectoRower Point, Ss

notebooks| etter samples

signature.
Steps Procedures and Activities Formative
Evaluation
Warming up T: presergtwo or three letters by the LCD. Get the| T:Gets he
students to discriiate that they are formab students'
applicationletters. responseand
Ss: justify why the letters are fornjab application | discusses.
Work sheet T: distributes the work sheets to the students. T: Coversthe

(group work) Ss: define the formabb aplicationletter.

definition on the

189




T: receivesthe Ss answers to elicit the definition of
the formaljob applicatiorletter.

A job application letter, also known as a cover letts
is aletter of introductiorsent from a job seeker to
those who are looking to hire someone. The
application letter is usually accompanied by a resy
( C.V)and or a job application.

http://www.ehow.com/facts 5780817 job

applicationletter_.html
Ss: individually, read the definition lolyd a few

times.

board.

Ss: write the
definition in
their notebooks.
T: Uncovesthe
definition and Ss

compare.

Presentation

T: (using a picture of the formalb application
letter) preserstthe components of the formal letter,
usingthe questioning strategy as a means to apply
first stage of the writing process which is "pre
writing".

- Who is writingthe letter?

- When is the letter written?

- Who is the letter written to?

- Why do | write the letter?

- What information shall | put to support the

purpose of the letter?
- Where shall | write the address, the date, t

salutation and the signature?

Ss: (on a blank
format) write the
components of
the formaljob
application

letter.

T: preserd a number of addresses and get the

elicit that the address of the addresser is writter

Ss: rearrange
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top right corner of the page and arranged from
smaller to the bigger, and thaddress of thg¢
addressee is written below the date level on the
side.

N.B: when the letter is sent to any place inside

country there is no need to write the country name

jumbled

addresses.

T: Do you thnk that the salutation in the formal lett
of job applicatioris similar to that in the informal
letter?

Ss: give answers and the teacher categotiire

T: Coves or
erasesthe
salutationsThen

getsthe Ss write

answers. some from their
T: gesthe respondents justify their answers. memories

T: writesthe correct answers together ( Dea

Mr ./ Mi ss/ Madam/ Manager

T: What compliment phrase and signature do we | Ss: (in their

to finish the formal letteof job applicatior?
T: Gesthe Ss to give amgers like (Yours faithfully,
Yours sincerely, Faithfullyours Sincerely yours
Yours very truly, Very truly yours, Very sincerely
yours, Cordially yours
T: Where and in what form do we finish the formal
letter?

Faithfully yours,

Ahmed
Ahmed Mahmmoud

notebooks) write
three formal

letter endings.

Drill

T: (group work) writs the layout of a formal lettesf
job application clarifying the components of th

letter.

T: Observes the

Ss perfomance.
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T: Goesaround and giveadvice.

Summative (Individually) the students write the layout of t| T: Checlsthe Ss

evaluation formal letter of job application with clear| writings
components

Home Work Fill in the missing words. Read the wholespage before doing the

exercise; BT page 13 Ex: C.

fori ati iin fact - toi beeni elsei you - surely - therei ini be’i will

T hotel T onlyi - wholei ithe position- am - supportive i to1 Tsooni
the.

PLAZA HOTEL

The Promenade, Regent mere
Tel: 02555555 Fax:02777777

8" April 2011

Mr. Adam Walters
15 Long Street
York Share.

Dear Mr. Walters,

Thank you for yourdtter of the 2 of April, applying
(éééé.) the position of as
Hotel Restaurant.

(ééeeééé.) | wabyyaumgpatifieasionse Id
regret (éééééé) inform yol
already (éééeééeé) by s aereon
experience than (éééeéeee).

|l can, (ééééée), inform yol

a further vacancy opening
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Al t hough that opening wil/
it (éééé.) allow you gain
restaurant. Or ( éééééé), as you |
reputation for excellence,
t hroughout (éééé.) country
i nterested, | (éééé) abl e
always (éeeeee.) for peopl €
wiling (ééé. ) | earn.

Pl ease phone me as (ééé )

z z z z

(éeéé) interview.

Sincerely yours,
John Barnes
John Barnes

Labor Assistant Manager

(Green R., 1995,.442)

Rounding up

T: Asks questions to close the lesson:

1-What is the job application letter?

2-What are the components of the job application
letter?

3-Where do you write the sender's address?
4-What about the recipient's address?

5-What are the diffaances between the job
application letter and the inquiry letter?

6-Can we write the job name under the signature,

why?

T: Observes the

Ss answers
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Class: 11 Date: -

Specific Objectives:

Teaching aids:

By the end of the lesson ,the students are expe

to:

1- Say what the fragment sentence is
2-Mention the types of fragments

3-Modify the fragment sentences to make them
complete ones

4- Say whathe runon sentence is

5-Mention the types of ruh on sentences
6-Modify the run on sentences to make them

complete ones

Chalkboard, LCD projector, power

point, Ss notebooksables

Steps Procedures and Activities Formative
evaluation
Warming up | T: Greetings and questions about the previous lesson| T: Receivas

(job application letter).

responses and

commens
Presentation | Fragment sentenceas anincomplete sentenceSome
A fragments are incomplete because they lack either a
subject or a verlpr both. The fragments thatost
T: Reads the

students have trouble wilredependent clauses they

definition a few
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have a subject and a verb, so they look like complete
sentences, but they don't express a complete thought.

Examples:

- John waitingor the bus all morning in the ralast

Tuesday.

- Wishing he'd brought his umbrella, John waited for th

bus all morning in the rain last Tuesday

- Because his car was in the shop (What did he do?)

- After the rain stops (What then?)

times with

discussion.

Fragmentsentences happen typically under the

following circumstances:

- lacking a proper subjectverb relationship

within an independent clause:

In Japan, during the last war and just before the

armistice( there is neither a subject nor an object)

- It describes something, but there is no subject

verb relationship:

Workingfar into the night in an effort to salvager little

boat.

- It may have most of the makings of a sentence

Ss: Mention the
situations in
which fragment
sentences

occur.
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but still be missing an important part of a verb

string:

Some of the stedhts workng in Professor Espinoza's

laboratory last semester.

- -lt may even have a subjecverb relationship,
but it has been subordinated to another idea by
a dependent word and so cannot stand by

itself:

Even thougthe had the better arguments and egdar

the more powerful speaker.

(The Writing CenterUniversity of North Carolina, 1998007)

Activity S.Bi page 14 Ex: C.Rewrite the following fragmentst|  Ss: do the
make correct sentences: activity and
1-While she was running after the bus. teacher check.
2-Sometimes downcast, depressed, or just unhappy.
3-Must have been abandoned by someone.
4-Whomever he invites.
5-Frequent loud interruptions.

A A RUN-ON SENTENCE (sometimes called'dused | T: Reads the

sentence") has at least two parts, either one of which ¢
stand by itself (in other words, two independent clauseg
but the two parts have been smoothed together instea

being properly connected.

N.B.: It is important to realize that the igh of a

sentence really has nothing to do with whether a sentg

definition a few

times with

discussion.
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is a runon or not; being a ruon is a structural flaw that

can plague even a very short sentence:

The sun is high, put on some sunscreen.

commasplice

When two independent clauses eoanected bynly
a comma, they constitute a ran sentence that is called
commasplice The example just above (about the
sunscreen) is a comngplice. When you use a comma t
connect two independent clauses, it must be accompa

by a little conjundbn (and, but, for, nor, yet, or, so).

Run-on sentences happen typically under the

following circumstances:

a. When an independent clause gives an order or
directive based on what was said in the prior

independent clause:

This next chapter has a lot of difficult information

in it, you should start studying right away.

(We could put a period where that comma is and st

a new sentence. A semicolon might also work there

b. When two independent clausesra connected by a
transitional expression (conjunctive adverb) such

ashowever, moreover, nevertheless.

Ss: Mention the
situations in
which fragment
sentences

occur.
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Mr. Sameer has sent his four children to special
schools, however, he has sacrificed his health

working day and night in that dusty bakery.

(Again, whee that first comma appears, we could
have used either a periéd and started a new

sentenc® or a semicolon.)

c. When the second of two independent clauses
contains a pronoun that connects it to the first

independent clause.

This computer doesn't contain download

programs, it came without a manual.

(Although these two clauses are quite brief, and the
ideas are closely related, this is a-nmsentence. We|

need a period where that comma now stands.)

(Capital Community College Foundation)

Activity

S.Bi page 15 Ex: C.Rewrite the following to make
correct sentences:

-They weren't dangerous criminals they were detective
disguise.
-1 didn't know which job | wanted | was too confused tg
dedde.
-The boy showed us his tickets someone gave them tq
him.

-It is nearly half past five we cannot reach town before

Ss: do the

activity and

teacher check
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dark.

-Storm clouds gathered lightening lit up the sky.

Summative | Identify each wordyroup as either a sentence (S) or a

evaluation | fragment (F). And correct the false ones. Ss: (in pairs)
1. He went to the conference. answer the
2. When he went to the conference. exercise and
3. When he went to the conference, he met with trainir| the teachbr
officers from manyGovernment agencies. check the Ss
4. As mentionedn the preceding letter. work.
5. As mentioned in the preceding letter, we will send y
a draft of this yearbs r
6. We will send you a dr
7. Regarding your letter of April 15 about the recent
revisions to the Federal Tax Coaledtheir implications
for the U.S. economy.
8. Thank you for your letter of April 15 about the recen
revisions to the Federal T&ode and their implications
for the U.S. economy.
9. We read with interest your letter of April 15 about th
recent revisions tthe Federal Tax Code and their
implications for the U.S. economy.
10. With respect to your letter of April 15 about the rec
revisions to the Federal T&ode and their implications
for the U.S. economy.

Rounding up | T: Asks questions to close the lesson:

1-What is a fragment sentence?

2-What are the forms of the fragment sentences?
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3-How can you correct fragment sentences?
4-What is a rurmon sentence?
5-What are the forms of the rton sentences?

6-How can you correct the reon sentences?
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Class: 11 DAt e

Specific Objectives: Teaching aids:

By the end of the less ,the students are expect{ Chalkboard, LCD projectoRower

to: Point, Ss notebooks,etter samples
1- Write formal salutations as much as they can
2-Write an opening paragraph aformal letterof
job application

3-Write supporting paragraph/s with correct
punctuation, grammaspellingand cohesive
devices.

4-Utilize the writing process (pravriting,
drafting, revising, editing and presentation.
5-Close the letter with suitable closing paragrap
6-Finish the letter by formal complimentary phrg

and signature.

Steps Procedures and Activities Formative
Evaluatio
n
Revision T: Oral questions to revise the components and layoy T:Observe
the formal letter. the Ss

participation

Presentation T: preserd few opening paragraph$ fmrmal lettersof | T: Observe

job application the Ss

201




Ss: locate similarities between them. interaction
T: Gesthe students to elicit théte purpose of the letteg

answergjuestion of "Why".

Drill A Ss: (in pairs) writéhe openingparagraph of gb Ssread in
applicationformal letterand the purpose of the letter | front of the
(why do | write the letterlising process writing class their
writings
Writing Strategy Steps
process
Who is writing the letter?
Pre-writing | Questioning When is the letter writtéh
Who is the letter written to?
Why do | write the letter?
What information shall includeto support the purpose ¢
the letter?
Where shall | write the address, the date, the salutatig
and the signature?
Drafting Writing without | Answer the aboveugstions; just jot the answers of the
stop guestions without paying much attention to mistakes ¢
grammar, spelling, punctuation, cohesive devices.
Revising | Individual, pair, | Revise the ideas you have written to modify or change
or any of them, tts will improve your writing. Use the
group work. approach of A.R.R.R. (Adding, Rearranging, Removin
and Replacing).
(Editing) Individually or | Read again to check :
Proof by aclassmate | -Are thereanywords used too many times?
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reading

-Are there any fragment sentences?

-Are the sentences in active voice?

-Are there any spelling mistakes?

-Are the punctuation marks used caothg?

-Are there any hard sents to understand?

-Which words can be cut to make a sentence stronger

-Are the sentences grammatically correct?

-Are the cohesive devices used correctly?

Publishing

Read to

audience

-Red aloud in front of your classmates

-Show your written letter to your teacher.

B

The same previous technique to getdhmlents write
the supporting paragraph/s.

T: Gesthe students to elicit that it answers the quesi

Get Ss to
present their

work in front

of "what". of the class

C | T: Get the Selicit from the students what closing T: Goes
paragraphs can be used in sadituation. around and
Ss:(in pairs) write as much as they can closing checlsthe Ss
paragraphs. work.

D | T: How do you finish the formal letter of job T: Gets the Sg

application?
Ss: have to remember that job application letter is
formal and its compliment differs frorhe friendly
letter.

Yours Faithfully,

Ali

Ali Hamed

answers and

comments on

them.
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Activity

Read the following supporting paragraphs to write suitableopening

and closing paragraphs(S.B page 17 Ex: D.):

o D D
o D D
o D D
o D D
D D D
D D D
D D D
o D D
@ D D
o D D
D D D
@D D D
o D D
o D D
@D D D
o D D
o D D
o D D
o D D
@D D D
@D D D
o D D
o D D
o D D
@D D D
@D D D
o D D
o D D
o D D

(0]
(0]
(0]
(0]
D
D
(0]
(0]
D
(0]
D
(0]
(0]
(0]
(0]
D

The opportunity presented in this listing is very interesting, and | be
that my strong technical experience and education will make me a \
competitive candidate for this position. The key strengths that | poss

for success in thiposition include:

1 I have successfully designed, developed, and supported live use
applications

1 I strive for continued excellence

1 | provide exceptional contributions to customer service for all

customers

With a BS degree in Computer Programming, | hevell
understanding of the full life cycle of a software development projec
also have experience in learning and excelling at new technologies

needed.
Please see my resume for additional information on my experience.,

| can be reached anytime \@anail at george.gillhooley@email.com or|
my cell phone, 90%555555.
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Summative

S.Bi page 16 Ex: D.
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evaluation The student$ using the writing process) write the T: Goes
following formal letter: around and
gives advice.
The Bank of PalestineTD has advertised a job (¢
casher. You are Hassan and have graduated f{
Get students
the university, Admirstration and Econoits
to read their
College; you want to write to the managerBaink
letters in front
of Palestine-LTD in Gaza town to apply fothe
of their
advertised job. You are from Jabalia, you live
classmates.
92 E} Shohada street.
Home work Ss:write a formal letter in response the above letter
of job application.
Roundingup | T: Asksquestions to close the lesson:
1-Define the formal letter of job application? T: Observs
2-What are the components of the formal letter? the Ss
3-Where do you write the sender's address? answers to
4-How do we arange the address? get feedback

5-For what reasons do we use the job application lett
6-Where do you write the purpose of the job applicati
letter?

7-What is written in the last paragraph of the job
application letter body?

8-Can we write the job name under thensityre, why?
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Unit 4 Formal Letter of Complaint

Lesson 1

Class: 17

Specific Objectives:

Teaching aids:

By the end of the lesson ,the students are

expected to:

1- Define the formal letteof complaint
2-Put the parts of the formal lettef

complaintin the correct order.(layout)
3-Write the address of the sender in the rig
place and correct order.
4-Write the address of the addressee in thg¢
right place and correct order.
5-Use the suitable salutation.

6-Use the correct compliment phrase and

Chalkboard, LCD projector, pow&point, Ss

notebooksl etter samples

signature.
Steps Procedures and Activities Formative
Evaluation
Warming up T: presergtwo or three letters by the LCD. Get the T: Discussestie
students tdind out that they are formal letterd students’
complaint (Attract the students' attention to the responses

the bog of the letter).

purpose of the letter, usually in the first paragraph

Ss: justify why the letters are fornlatters of
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complaint

Work sheet

(group work)

T: distributes the work sheets to the students.

Ss: define the formal letteff complaint

T: receivesthe Ss ansers to elicit the definition of
the formal letteof complaint.

A letter written by a consumer to a manufacturer @
service supplieregarding a problem with a product
or service. This type of letter is written usually wit
the expectation that correctiaetion will be taker{

see the Ss book)

Ss: individually, read the definition lolyda few

times.

T: covesthe

definition on the

board.

Ss: write the

definition in

their notebooks.

T: uncover the

definition and Ss

compare.

Presentation

T: (using a mode of the formalletterof complainj
preserdg the components of the formal letter, using
the questioning strategy as a means to apply the f
stage of the writing process which is " pyating".

- Who is writing the letter?

- When is the letter written?

- Who is the letter written to?

- Why do | write the letter?

- What information shall | put to support the

purpose of the letter?
- Where shall | write the address, the date, t

salutation and the signature?

Ss: (on a blank
format) write the
components of
the formal letter

of complaint
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T: preserg a number of addresses andsgite Ss
elicit that the address of the addresser is writter,
top right corner of the page and arranged from
specific to the generaland the address of it
addressee is written belothe date level on the le
side.

N.B: when the letter is sent to any place inside

country there is no need to write the country name

Ss: rearrange
jumbled

addresses.

T: Do you think that thgreetinggn the formal leter
of complaintis similar to that in the informal letter?

Ss: give aswers and the teacher categetize

Coveror clean
thegreetings

Get the Ss write

answers. some from their
T: gesthe respondents justify their answers. memories

T: writesthe correct answers together ( Dear Mr.

/ Mi ss/ Madam/ Manager / Di

T: What compliment phrase and signature do we { Ss: (in their

to finish the formal letteof complain®
T: Gesthe Ss to give answers like (Yours faithfully
Yours sincerely, Faithfully yours, Sierely yours)

T: Where and in what form do we finish the formal
letter?

Sincerlyyours,
Ahmed
Ahmed Mahmmoud

Director of Sales Department

notebooks) write
three formal

letter endings.
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Drill S.B71 page 19 Ex: C.

T: (group work)On the layout of a formal letteof | Observe the Ss
complaint the Ss put the parts of the letter in | performance.
correct places
T: Goesaround and giveadvice.

Summative (Individually) the students write the layout of t| Check the Ss

evaluation formal letterof complaintwith clear components writings.

Roundingup | T: Asksquestions to close the lesson:

1-Define the letter of complaint?

2-What are the components of the letter of
complaint?

3-Where do you write the sender's address?
4-What abouthe recipient's address?

5-What are the differences between the friendly le
and the letter of complaint?

6-Can we write the job name under the signature,

why?

T: Observes the

Ss answers and

comments on

them.
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Class: 11 DAt e

Specific Objectives: Teaching aids:

By the end of the lesson ,the students are Chalkboard, LCD projectoRower Point,

expected to: Ss notebooks;harts
1- Recognize the types of the cohesive device
2-Mention cohesive devices asich as they can
3-Use the cohesive devices correctly to achiev

coherence within and between the sentences

Steps Procedures and Activities Formative
Evaluation

Warming up | Greetings and astions to revise the previous lesson | T: Observe the
T: (write on the board) Ss responses

Ahmed has eaten falafelhereasAli has eaten cheese.
Ss: read the sentence and say what type is the shado

word.

Presentation | T: present the ategories of the cohesive devices.
Cohesive Devices: Linking Adverbials
A We use linking adverbials to explicitly state relationshi

Ss: Give
between sentences, paragraphs, and ideas. The resul
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increased cohesion of text.

Linking adverbials can show 6 differtecategories of
relationships:

(1) Enumeration &addition(2)Summary (33pposition

(4)Result/Inferencgs)Contrast/Concessidie)Transition

sentences using

the adverbials

Enumerative linking adverbial3heycan be used to sho
the ader of pieces of information. Enumeration can

follow logical or time sequences, or they can simply be
used to move on to the next piece of information.

A few enumerative linking adverbials are

(1) Ordinal numbersfirst, second, third, etc.
(2)adverls. finally, lastly

(3)phrasesfor one thing, to begin with, next

Ss: Give
sentences using

the adverbials

Additive Linking Adverbials

Similar to enumerative linking adverbials, additive linki
adverbials link items together. They statelieky that
two items are similar to each other. Examples of additi
linking adverbials include

alsoi similarly- by the same tokerurther(morejlikewise

- moreover

Ss: Give
sentences using

the adverbials
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Summative linking adverbial§ heyexplicitly state that
the text is concluding. They often signal that the aut
will summarize the information he or she has alread
presented, hence the name "summative." Some
summative linking adverbials are:

in sum- in conclusion to conclude all in all-

overall- to summarize

Ss: Give
sentences using

the adverbials

Appositive linking adverbiatsTheycan show that the
following piece of information is a restatement of the
previous information by expressing it in a slightly
different manner to make it more explicit. A few examp
of appositive linking adverbials are with this function:a

which is to say in other words that is

Ss: Give
sentences using

the adverbials

Result/inference linking adverbialSheydemonstree to
readers that the following textual element is the result
consequence of the previous information.

A few examples of result/inference linking adverbials g

consequentlythus-as a resulthencesoi therefore

Ss: Give
sentences using

the advebials

Result/inference linking adverbialEheydemonstrate to

readers that the following textual element is the result

consequence of the previous information.

A few examples of result/inference linking adverbials g
:consequentlythus-asa resulthence-so

-therefore

Ss: Give
sentences using

the adverbials
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Contrast linking adverbials: Thesygnal differences or
alternatives between two pieces of information. Examg
include on the other handn contrast

alternativey -converselyby comparisoriinstead

Ss: Give
sentences using

the adverbials

Linking adverbs of concession, on the other hand,

demonstrate that the following pieces of information
signal a reservation concerning the previous informati
Examples includethoughi anyway

however-neverthelessin any casein spite of that

Ss: Give
sentences using

the adverbials

Transition linking adverbials signals that the following
item will not directly follow the previous item. Howave
this does not mean that the information is not related &
all, just that is not directly related.

Examples includenow -meanwhile-by the-incidentally-

by the way

Ss: Give
sentences using

the adverbials

Coordinating Conjunctions (alsmlled coordinating
conjunctions).These coordinators indicate that the
elements have the same syntactic role, meaning that t
are on an equal level.

The three main coordinators are: At -or (and

negative nor).

Ss: Give
sentences using

the adverkals

Subordinating Conjunctions
The use of subordinators (also called subordinating

conjunctions) contributes greatly to the cohesion of a t

Ss: Give
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Unlike coordinators, these words and phrases introdud
ideas that are dependent to the main clausesientence.
after, as, because, ffince, although, whether, whilas,
then, thatif, that, whetheras far asas long asgiven that
,on condition thafprovided thatso that supposing that
,now that,except thateven thoughin caseeven it

(Regan, 2002)

sentences using

the adverbials

Summative

evaluation

S.Bi page 20 Ex: C.

Ss : Fill in the spaces with the correct cohesive device
form the box.

Correct answers respaaly: the same like on the
contrary- Firstly - whereas- secondly- on the other
hand- Finally - other than otherwise.

S.BT page 211 Ex: D.

Ss : Use the devices in the box to fill in the sentences.
Answers: 1. where ever 2. then 3. Secontthdrefore 5.
besides 6. last 7. unless 8. otherwise 9. although 10.
11. as soon as 12. in order to 13. moreover 14. obviou

15. too 16. furthermore 17. concerning 18. elsewhere.

T: Checlsthe Ss

work

Rounding up

T: Asks questions to sum up thesson:
1-What is a cohesive device?

2-Why do you use the cohesive devices in your writing
3-Are all the cohesive devices used for the same funct

Why?
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Unit 4

Lesson 3

Class: 11 DAt e

Specific Objectives: Teaching aids:

By the end of the lesson ,the students are expg Chalkboard, LCD projectoRower

to: Point, Ss notebooké.etter samples
1- Write formal salutations as much as they car
2-Write an opening paragraph aformal letterof
complaint

3-Write supporting paragréys with correct
punctuation, grammaspellingand cohesive
devices.

4-Utilize the writing process (prevriting,
drafting, revising, editing and presentation.
5-Close the letter with suitable closing paragray
6- Finish the letter by the suitable conmpént

phrase and signature.

Steps Procedures and Activities Formative
Evaluation
Revision T: Oral questions to revise the components and | Observe the Ss
layout of the formal letter participation

Presentation | T: preserdfew opening paragraphs of formal lettg Observe the Ss

of complaint interaction
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Ss: locate similarities between them.
T: Gesthe students to elicit th#te purpose of the

letter answerguestion of "Why".

Drill A Ss: (in pairs) writéhe opening paragraph éérmal | Ss readn front
letterof complaint and the purpose of the letter (| of the class their
why do | write the letterlising process writing: writings

Writing Strategy Steps

process
Pre-writing Questioning | Who is writing the letter?
When is the letter written?
Who is the letter written to?
Why do | write the letter?
What information sall | put to support the purpose
of the letter?
Where shall | write the address, theejahe
alutation and the signature?
Drafting Writing Answer the above questions; just jot the answers of
without stop | the questions without paying much attention to
mistakes of grammar, spelling, punctuation,
cohesive dewves.

Revising Individual, | Revise the ideas you have written to modify or

pair, or change
group work. | any of them, this will improve your writing. Use the

approach of A.R.R.R. (Adding, Rearranging,

Removing and Replacing).
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(Editing)
Proof

reading

Individually | Read again to check :

or by -Are thereanywords used too many times?

a classmate | -Are there any hard sentences to understand?

stronger?
-Are there any fragment sentences?

-Are the sentences in aatiwoice?

-Are there any spelling mistakes?

-Which words can be cut to make a sentence

-Are the sentences grammatically correct?

-Are the punctuation marks used correctly?

-Are the cohesive devices used correctly?

Publishing

Read to -Show your written letter to your teacher.

audience -Red aloud n front of your classmates

The same previous technique to get the students wri
the supporting paragraph/s.
T: Gesthe students to elicit that it answers the quest

of "what".

T:Ges Ss to
present their
work in front

of the class

T: elicits from the students what closing paragraphs ¢
be used in sucasituation.
Ss: (in pairs) write as much as they can closing

paragraphs.

T: Goesaround
and checg&the

Ss work.

T: How do you finish the formal letter of ingy?
Ss: have to remember that inquiry letter is formal ang
differs from the friendly letter.

Yours Faithfully,

Ali

Ali Hamed

T: Gets the Ss
answers and

comments
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