	Planning Guide

Standard: Convey Ideas in Writing (1-2)

Teaching and Learning Activity:  Writing an accident report (1-2)


	What do we need to know?  

	How can we learn it? 

	How will we show we know it? 


	How to determine the purpose for writing accident reports at work and how to keep the audience in mind (KSS Bullet 1)
How to plan what should go into an accident report and make sure key details are covered (KSS Bullet 2)

How to revise an accident report for chronological sequencing, clarity and details (KSS Bullet 3, 4)

How to edit an accident report to produce a finished version good enough to give to a job supervisor (KSS Bullet 3-5)
How to overcome barriers to writing an accident report on the job (All bullets, fluency and independence)

Items in italics refer to dimensions of performance for the Standard

 
	Session 1- 30-60 min.: 

· Bring in examples of sample accident reports. Discuss students’ prior knowledge related to the purpose and audience for accident reports and how to write them. 

· Discuss issues and concerns students have related to accidents on the job.

· Discuss what the class needs to know to learn how to write accidents reports at work. Fill in and/or review planning guide. (3- 4)
Session 2-30-60 min.: 

· Work in small groups to examine sample accident reports and make a checklist of what should be covered in an accident report. (Teacher addresses skill areas: chronological sequencing, supporting details). 

· Class develops a shared checklist. (5-6)

Session 3- 30 min.: 

· Give students scenarios to choose from and asked to write accident reports based on the scenarios. 

· Have students exchange papers and check each other’s work using the checklist (focus is on content). Discuss what makes a good accident report. (5-6)

Session 4 -30-60 min.: 

· Share and revise reports and then edit each other’s drafts using an editing checklist developed for an earlier class activity (focus is on spelling, punctuation, sentence structure and grammar). 

· Discuss where one can go for help in editing a draft accident report (e.g. to a colleague, family member or supervisor). 

· Circulate around the room meeting with individual students to review their final drafts. Discuss each students issues related to how fluently and independently they were able to complete their final draft. (5-6)

Session 5- 30 min.: 

· Discuss what strategies students will use if they need to write an accident report at work in the future and how to overcome obstacles. Talk about how they might use what they have learned in relation to other kinds of writing they need to do at work or at home. Discuss other issues such as how to resolve conflicts related to worker safety on the job.  (7)
· Discuss next steps toward meet writing and work-related goals. For example, if issues have come up related to worker safety, the group may want to work on the standard Resolve Conflict and Negotiate or Solve Problems and Make Decisions. (8)


	Students self-assessment 

Teacher observation

Student developed accident report checklist (content)

Draft 1 accident report (using content and editing checklists)

Draft 2 accident report

Teacher observation and notes in teacher log

Teacher and student 

review and evaluate final draft using content checklist, editing checklist, and informal teacher questions related to independence and fluency

Teacher log on student self-assessments




Note: Numbers in parentheses refer to steps in the EFF Teaching and Learning Cycle. In a real classroom, this learning activity would be adjusted to reflect emerging goals and on-going considerations in the teaching and learning process.

