Suggestions for Organizing and Completing Written Work:

Yy may wish to follow these steps in producing a written assignment: 

a) Request written instructions for the assignment.

b) Check on whether additional time will be allowed.

c) Choose topics of high interest.  Capitalize on your areas of greatest knowledge.

d) Gather all resources such as library materials or related information.

e) Share ideas within a group, and include peer ideas as you gather information.

f) Brainstorm ideas on paper in point form.

g) Organize ideas in terms of content and arrange them in a logical sequence.  Discard ideas that are not relevant.

h) Create an outline for the finished product.

i) Compare the draft with your teacher's written instructions to ensure that all aspects of the assignment are covered.

j) Be prepared to write several drafts.  Arrange for feedback from the teacher on an early draft to make sure you are on the right track and have included all requirements.

k) Use a computer to allow for easier revisions, and develop keyboarding skills, which will be an asset for life.
l) Use word processing programs that help to draw attention to writing conventions such as spelling, grammar and punctuation.

m) Alternately, assistive technology such as speech-to-text programs will allow you to focus on expressing ideas and knowledge without the frustration of having to write.  

n) Have a peer or adult read through the assignment, checking for clarity of ideas.

o) Be sure to hand in the assignment on time so you do not lose marks for your hard work.

