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Preface

As we worked on Windows on Writing: Practice in Context, our goal
was to write a book that would live up to its title. First, we wanted the text
to be a “window” that would offer students a view of both the ideas they
have to communicate and the writing and thinking skills they need to make
such communication possible. Second, we wanted the text to offer “practice
in context,” presenting as much instruction as possible in the context of stu-
dents’ own writing. We also wanted the text to be a writing-centered work-
book, integrating skill-building exercises with actual revision and editing
tasks. Finally, we wanted this book to help students gain access to the ongo-
ing exchange of ideas taking place in their schools, their communities, and
their world.

We wrote Windows on Writing for our students, whom we see as inter-
ested, concerned, involved adults. We wanted to write a book whose basic
approach and content would show our respect for our students and earn
their respect in return. For this reason, we tried to avoid the sort of artificial
exercises that teach students nothing more than that writing is a dull, repeti-
tive, and ultimately pointless activity. Instead, most of the exercises we devel-
oped focus on revision and editing. We also made a point of seeking out
fresh, contemporary content for examples, exercises, and student writing,
and of avoiding childish and insulting topics like “Write about your favorite
pet” or “Tell about a visit to the circus.” The result is a diverse assortment of
exercises and writing assignments on issues of real interest and concern to
students of various ages and backgrounds.

Another important goal was for the book’s style and tone to demon-
strate our respect for our subject—the English language—as well as for
our audience. To accomplish this, we used a level of diction that talks zo
(not down to or at) students. And, on every page, we tried to be concise
without being abrupt, thorough without being repetitive, direct without
being rigid, specific without being prescriptive, and flexible without being
structureless.

Organization

The organization of Windows on Writing is logical yet flexible. In the
first section of the book, titled Writing Paragraphs and Essays, Units 1-3
(Chapters 1-5) provide a focused but thorough treatment of the writing
process (including a variety of invention strategies), paying special atten-
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tion to writing and revising paragraphs and to expanding paragraphs into
essays. Unit 1 begins with a general discussion of the writing process, pay-
ing special attention to the problems of beginning writers—in particular,
gathering, selecting, and arranging ideas. Unit 2 applies these principles
to writing effective paragraphs, explaining and illustrating various pat-
terns of paragraph development— exemplification, narration, description,
process, cause and effect, comparison and contrast, classification and divi-
sion, definition, and argumentation. Encouraging students to expand on
the skills they have already acquired, Unit 3 shows them how to expand
paragraphs into essays. This unit also introduces students to the concept
of thesis and support and offers instruction in writing effective introduc-
tions-and conclusions.

The center of the book, Revising and Editing Your Writing (Units
4-9), provides a thorough review of sentence skills, grammar, punctuation,
and mechanics in the context of revising and editing paragraphs and essays.
Unit 4 (Chapters 6—8) discusses the simple sentence and highlights poten-
tial problem areas, such as sentence fragments and subject-verb agreement,
while Unit 5 (Chapters 9-11) is a detailed review of verb tenses. Unit 6
(Chapters 12—-14) shows how students can use coordination, subordination,
and participles to combine simple sentences into compound and complex
sentences, and an entire chapter in this unit is devoted to avoiding run-on
sentences and comma splices. This section of the text ends with an overview
of options for revising sentences for clarity and effectiveness in Unit 7
(Chapters 15-18); a review of nouns and pronouns, pronoun-antecedent
agreement, adjectives and adverbs, and prepositions in Unit 8 (Chapters
19-21); and a discussion of some general problems with punctuation, me-
chanics, and spelling in Unit 9 (Chapters 22—-25). Throughout these units,
abundant practice exercises reinforce explanations and offer material for stu-
dents to edit and evaluate.

Windows on Writing closes with three appendixes that students can re-
fer to as the need arises. Appendix A gives advice for taking written exams,
and Appendix B offers advice about some of the more common problems
that arise for nonnative speakers. To help students to become more active
readers, Appendix C introduces the reading process, focusing on a variety of
skills such as highlighting, annotating, outlining, and writing a response
paragraph.

Windows on Writing with Additional Readings is available to instructors
who also ask their students to read short essays. This alternate edition con-
tains everything found in Windows on Writing plus Appendix D: Patterns of
Essay Development: Readings for Writers. This appendix builds on the dis-
cussion in Unit 3, showing students how the same patterns they use to de-
velop paragraphs can also be used to develop complete essays. Here, along
with charts showing options for organizing each pattern of essay and a writ-
ing checklist for each pattern, we include eighteen professional and nine stu-
dent essays, rhetorically arranged. These readings range in style and tone
from Gary Soto’s lyrical “Grandfather” to Merrill Markoe’s humorous
“Showering with Your Dog” to Martin Luther King, Jr.’s, “I Have a
Dream.” Our goal is to achieve a blend of personal and reportorial voices,
formal and informal styles. Each of the professional reading selections is ac-
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companied by four sets of questions designed to encourage critical think-
ing— Reacting to Reading, Reacting to Words, Reacting to Ideas, Reacting
to the Pattern—as well as by additional Writing Practice topics.

Features

Central to Windows on Writing are a number of features developed to

engage students and to make their writing practice more purposeful, more
productive, and (not incidentally) more enjoyable.

Overview Boxes Every chapter opens with a boxed Overview that pre-
views the chapter’s key terms and concepts.

Paragraph Practice For each chapter in the section Revising and Edit-
ing Your Writing, the first activity is a Paragraph Practice exercise that asks
students to write an informal paragraph-length response to a specific as-
signment. Blank space encourages students to use invention strategies be-
fore writing their paragraph. This exercise offers students regular opportu-
nities for informal writing practice.

Flashback Exercises Throughout each chapter in Revising and Editing
Your Writing, frequent Flashback exercises give students opportunities to
learn sentence-level skills in the context of their own writing as they apply
each lesson in turn to revising the Paragraph Practice response.

Focus Boxes Throughout the text, Focus boxes visually highlight key
points and potentially difficult concepts, while providing concise explana-
tions and clear examples.

Practice Exercises These include a full range of writing, revision, and
editing activities that test and reinforce students’ understanding of the
concepts and practical issues covered in each chapter. We have tried to fo-
cus on exercises that treat students with respect as readers and writers,
asking them to write about topics of their own choice rather than in re-
sponse to artificial prompts far from their frame of reference, to analyze
actual student writing rather than unrealistic examples, and to edit for er-
rors in passages with content of real interest to young adult and adult
learners rather than in essentially contentless individual exercises.

Extensive Review Aids Every chapter closes with a Review box that re-
inforces key terms and concepts. Chapter Reviews at the end of most
chapters include three kinds of exercises:

1. revision of a student-written passage
2. a final review of students’ paragraph practices
3. collaborative activities for group work

Finally, Unit Reviews contain collaborative activities for writing, revising,
and editing; writing topics for essay-length writing; and a sample student
essay for editing.

Appendixes for Specific Needs Writing Paragraphs and Essays in an
Exam Setting— Appendix A— provides advice for writing under pressure,
and Tips for ESL Writers are provided in Appendix B.
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e Appendixes on Reading and Writing Appendix C provides guidance
in the reading process and, for those who choose Windows on Writing
with Additional Readings, Appendix D provides a rhetorically-arranged
collection of twenty-seven readings.

Model Paragraphs and Essays

Windows on Writing includes over thirty full-page examples of student
writing at the ends of most chapters and units, as well as numerous para-
graph-length examples. These enable students to develop and practice revi-
sion and editing skills on writing samples that are accessible and inviting to
them. They also permit students to read and respond to examples of writing
on topics and assignments similar to those they will encounter in their own
college courses in various disciplines. In addition to these student models
there are many paragraph-length examples by professional writers. Windows
on Writing with Additional Readings includes twenty-seven additional selec-
tions—nine student and eighteen professional essays. We include these pro-
fessional essays to provide springboards for class discussion as well as topics
for student writers. Perhaps more important, we want all these essays to
show students that the writing they do is not just an exercise but something
that has a place in the real world.

Ancillaries

Windows on Writing is accompanied by a full teaching package, avail-
able to adopters of the text. The package includes the following:

e Annotated Instructor’s Edition, which contains answers to all the exercises
¢ Alternate Editions, one with additional readings and one without readings
e Transparency Masters drawn from the text

¢ Supplemental Exercises, in disk or booklet form

e Computerized Test Item File

e Editing/Proofreading Exercises, on disk only

* Micrograde, a computerized grade management system

Some Final Thoughts

All in all, our goal in Windows on Writing has been to provide a text
that can help basic writers develop college and real-world writing skills by
practicing these skills in the context of writing and revising their own para-
graphs and short essays. We have tried to design a book that allows true flex-
ibility, so that instructors can use its features to complement their own indi-
vidual teaching styles and to meet the needs of students at various levels of
writing proficiency. Most of all, we have tried to write a text that is respectful
of its audience—that treats basic writers as college-level learners, as adults
who can take responsibility for their improvement as writers.
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Planning, Drafting,
and Revising

~

Overview

In this chapter you will learn
¢ To understand your assignment, audience, and purpose
¢ To use invention strategies to find ideas for writing

To select and arrange ideas

To write a first draft

To revise your draft

To edit your work

F v s
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@ GETTING YOUR BEARINGS

Before you begin any writing assignment, you should get a sense of
what you are being asked to do. Instead of plunging in headfirst and starting
to write, take the time to ask some questions about your assignment, your
audience, and your purpose for writing. Finding out the answers to these
questions now will save you time in the long run.

QUESTIONS ABOUT ASSIGNMENT,
AUDIENCE, AND PURPOSE

Assignment

e What is my assignment?
® When is my assignment due?

e Will I be expected to complete my assignment at home or in class?
e Will I be allowed to revise after I hand in my assignment?

Audience

e Who will read my paper—just my instructor or other students too?
e What will my readers expect?

Purpose

e Why am I writing?

e Am I expected to express personal reactions—for example, to tell how I
feel about a piece of music or a shocking news event?

e Am I expected to present information—for example, to answer an exam




