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Abstract

Book and article reviews of The Teaching Portfolio, by Peter Seldin; The Handbook of Technical Writing:
Form and Style, by Mary Lee, Gloria Stephenson, Max Anderson and Lynn Allen Lee; and Technical Writing
: A Reader Centered Approach, by Paul V. Anderson; Learning to Use Simplified English: A Preliminary
Study, Margaret Thomas, Gloria Jaffe, J. Peter Kincaid and Yvette Stees in Technical Communication;
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Reviews

The Teaching Por{folio. Peter Seldin. 1991. Boston, Massachu-
setts: Anker Publishing Company, Inc., paperback, 91 pages,
approximately $17.

The quality of academic teaching has recetved natlonal attention in
recent years. More than 10,000 studies, according to Peter Seldin, have been
published on teaching effectiveness, They indicate effective teachers, among
other tralts, are knowledgeable, organtzed, clearly stale informatien, motl-
vate students, and show imagination, But how do those tralls gel tmanalated
inte a document that supports your efforts for promolion, tenure, or these
days, finding a new position?

A promising scluthen, nccording i Scldin, is the “teaching portfolio,” In
Thir Teaching Forifelio, Seldin documents the process of pulling a teaching
porifolie together and provides examples of portfolies from different
disciplines,

It 15 an erganlzed way (o document all aspecia of a faculty member's
teaching. It should contain current evaluations as well as sclective docu-
ments supporting the faculty members teaching performance, that invelves
the process of leaching and its contents as well as the resulis. In essence,
the porifolio is used Lo demonsirate how teaching is carried oul,

As professtonal communleators, we are famlliar with the portfolio
concepl as a uselul tesl for displaying communications malerinal, However,
it is & new tool for the academician, Seldin says the portfolio can be used to:
M gather and present hand evidence and apeciiic data about leaching
effectivencas: (2} provide structure for self-refllection: (3} course syllabil,
curtdculum development, collect amnd summartze evaluations: (4] provide
peer evalualions and consultation notes; (5) provide student evalustions; (€]
document arlicles and talks presented on instruction; and (7) 1o advise
faculty regarding Improvement In thelr teaching. For elther advisement or
evaluation, the partfollo can include videos of teaching.

Those ACE members on academic appointments may find It Increas-
gy difieult (o translate non-credit courses and tralning or instruction info
understandable terms for the regular faculty who sit on hidng. prometlion,
or tenure commiitees, The portfolio could help translate vour performance
Into something understandable by showing how research resulls were used
o develop a training program, publicatlon, press release, or video script, for
examphe,

If you are In the job markel, you probably have run into requests for
siudent evaluations and other evidence of teaching ability. Acrosa the
couniry. as well as Canada, about 100 colleges and universities are
experimenting with varfous forms of portfolios, In essence, the trend for
documenting teaching ability is growing. Bul for many, the enly proof at
hand showing them Lo be credible instruclors may be studenl course
evaluation forms. Student evaluations do not, according to Scldin, provide
sufllcient information for accurate evaluation of teaching performance.
Promotion and tenure commiftess often do nol know how o evaluale
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teaching when they examine eredentials on scholarship and professional
activity from diverse programs and teaching methods. Seldin (Seldin and
Annis, The Joumal of Staff Program and Organtzation Deoslopment, 1990,
p- 197) says, “Al bottom, perhaps, the core problem is the lack of hard
information and evidence about the quality of teaching performance.”

To get started, Seldin advises the Instructer (o evaluate what [s taught
in relationship to the Instructor's personal goals and projections. He
caulions the Instructor to be selective because the portfolio s a vehicle that
does more than just show and tell what has been accomplished. By using
samples from several Instructors, Seldin is able to show the versatility of the
portfolle approach in his 90-page publication. The first 25 pages contaln
basle Information with the rest containing sample materials.,

Unlike the production portfolio of the graphic designer, this teaching
portfollo looks al measures of elfeclivencss, leaching responsibilities, peer
revicws and noles, and samples of personal writing on instruction [objec-
tives, goals, articles). The actual length of portfolio’'s narrathve may only be
5to 7 pages with samples In an appendix. The length Is short because (ts
contents only invelve your statements on teaching objectives, goals, sum-
maries ol evalualions or peer consullations, and your elfors al sell improve-
ment in teaching. Actual syllabl and reading lists, assignments and exams,
handouts, student evaluations. video or acdio samples of teaching, plus
other support tems go in the appendix.

For ACE members ready (o move up or oul, the teaching portfolio may
be o uselul tool. [An abbreviaied version of the book Is provided In The
Journal af Staffl Pregram and Organization Developrment, 1990,

Debrah H. Jefferson
Undversity of Missour!-Columbia

The Handbook of Technical Writing: Form and Style. Mary Lee,
Gloria Stephenson, Max Anderson, and Lynn Allan Lee. 1990.
San Dlego: Harcourt Brace Jovanovich (HBJ), paperback, 487
pages including Index, approximately $25.

This book Is similar to many standard handbooks on English grammar
in format, and to a point, content. [ stresses the essentials of grammar,
punciuation, mechanics, diclon, and sentence structure, [t goes beyond
the standard text, however, by including material apecific o scientiflc and
technical writing and drawing examples from vardous types of technical and
scbenllle communication.

The first hall of the book [s devoled to the tools of grammar, Including
seven secllons on senlence structure nlone. The resat of the work deala with
the "Larger Elements.” These include business letters, memos, job-hunting
correspondence, abstracts and summaries, reporis, proposals, graphles,
and more. These latter seclions make this publication a useful reference for
professtonal wrilers.

In their preface, the authors imply that this handbook Is intended
equally for students and professionals, That was a neble goal, but the book
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prebably s weaker because of (. One resull s that the two habes seem Lo
be almed at different audiences.

As a grammar text, this handbook doesn't measure up (o several others
that are widely used In college wriling courses. As a technical writing text,
It 1sn't neardy as good as Paul V. Anderson’s Techrical Writing, also published

HEJ

Sull, The Handbook of Technieal Weiting could be of significant value to
professionals dealing with scientific and technical subject matier. Publica-
tons editors will find 1ts chapler on graphics useful, particularly the sections
on constructing tables and charts and on effective diagrams and lustra-
tions. Chapters on reports and propesals also are Hkely to be especially
useful, The latter chapler includes a comprehensive proposal for project
funding that serves effectively as a general model,

Ome practical aspect of this book that 1s a real strength is the “key point”
summary that begins each chapter. These often include, specifically or by
implication, "Know your audience.” That's a very good starting point for any
discussion of wriling,

Robert G, Hays
University ol Illinois

Technical Writing: A Reader-Centered Approach (Second Edl-
tion). Paul V. Anderson. 1991. San Dlego: Harcourt Brace
Jovanovich, paperback, 824 pages Including Index,
approximately $35.

This baok Is developed on a simple but imporiant premise: “Writing at
work differs from writing at school.™ Even though it is Intended primarily as
a text book, Technical Writing bullds on this premise In ways that make it
quite valuable as a reference lor professional writers who deal with technical
subject malter.

In the second editlon, Anderson has added new chapters on perauasive
writing. using the library (Including computerized bibliographies), and
collaborathee writing, as well as case-study problems. All are Imporiant
additiens.

The title accurately reflects the author's maln advice, “When wriling,”
he says, “think constantly about your readers,” He emphaskzes the personal
dimenslon of writing throughout the book.

Anderson Inslsts that wrillen communication, to be succesaful, must
affect the indiddual to whom it s addressed, In specific ways. This s the
essence of his reader-centered approach. He offers no magic formula,
merely a process that begins with “defining your communication objectives
and conlinues through Anal evision.

Samples of reader-centered writing are casy to come by. Anderson offers
resumes and job application letters as an intreductery form. He also
provides general frameworks, he calls them “superstructures,” for several
other types, iIncluding reports of various kinds, proposals, and Instructions.

Technical Wiling devoles a full 16 chapters o detafled discussion of the
wriling process. These extend to visual akds and page design. One entlire
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chapler is devaled 1o word cholee,

This book has a pleasing emphasis on reviewing. evaluation, and testing
communication objectives, It pays less altention to revising material once
it is written, but does offer helpful guidelines. Correcting mechanical
problems, the author wams, always heads the list: “The working world Is
very Intolerant of them. particularly errors in spelling and basic grammar.”

Anderson provides chaplers on collaborative writing and preparing and
delivering oral presentations. These, ke the rest of the book, emphastze the
reader-centered approach to communieation,

Techrical Writing Le a thick book , more than 800 pages , with valuable
appendices and a comprehensive Index. [t s amply lustrated and Includes
appropriate examples of most of the types of technleal communication it
COVETS,

If T were teaching o course In technleal writing, this probably would be
my cholee for a text. Beyond that, | recommend it as a worthy addition to
the professional communleator's reference shell,

Robert G. Hays
Universify of Minois

“Learning to Use Simplified English: A Preliminary Study,” by
Margarct Thomas, Glorla Jaffe, J. Peter Kincald, and Yvette
Stees In Technical Communication: Journal of the Soclety for
Technical Communication, (First Quarter, February 1992), So-
clety for Technlcal Communlcation, 815 Fifteenth St. N.W.,
Washington, D.C. 20005, p. 69-73.

Documents wrilten [n “Simplified English™ (SE) are easber to read than
those wrilten In standard English, especially for readers whose first lan-
guage ia not English. Beeause writing in simplified English s diffieult for
experienced technical wrilers, the University of Central Florida is developing
a software tool, the Simplified English Analyzer (SEAN). to help wrilers
prepare documents [n SE, The authors report on rescarch conducted to see
how accurately writers detect violatlons of SE writing rules and what sort of
mistakes are likely when text is rewrilien In SE, The research shows that
while SE is easy to understand, it s diflicult towrite without a bot of tralning
and practice, Tradning tools such as SEAN can ease the procedure,. The
authors describe the software package under development.

The importance of simplified English grows as business and industry
become more global because English already is the second language for
many world eltizens, Considerable interest has been shown In "Controlled
English™ as the lingua franca of technical applications because of the time,
cosl, and personnel necessary for multiple high-quality translations, Com-
puter-based programs facilitate the tralning ol writers by providing individu-
alized feadback.

What Is Controlled English?

Controlled English refers to wriling systems that contain Umited cholces
of standard English words, These syatems restrict acceptable sentence

hithsyREwERai b orliggumialisms, and synonyms are not permitted.
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Consequently. non-English readers can understand technical documents
wrillen In Contrelled English after relathvely brief training,

Controlled English can be traced to C. K. Ogden. In the 1930s and
19408, he hoped to populartze a general purpose "Basic English® that would
be an international language as well as serve as a foundatlon for standard
English. A dictlonary was published including some 20,000 commaon waords
defined in terms of an 850-word Basic English vorabulary. However, basic
English was a novelty that never got off the ground.

In the 19704, controlled English was used In technical writing. In 1971,
the Caterpillar Tractor Company developed a 800-word vocabulary it used
for writing product documentation for workdwide distribution. In 1979, the
Douglas Afrcrall Company devised a 2,000 word dictionany It usea for Its
technleal manuals.

What Is Simplified English?

SE Is one type of Controlled English developed for technical use by the
Association Europeene des Constructeurs de Materiel Aeraspatlial and the
Aerospace Industries Assoctation. It Includes a core vocabulary of 1,500
words and a sel of 40 wriling rules for siyke and grammar, Each word has
only ene meaning and can be used as only one part of speech, Technlcal
names or names of manufacluring processes can be added when neceasary.
SE was developed for wriling documentation on alrerall malntenance,

Writing in SE

writers akilled In English with an extensive vocabulary have diliculty
writing in 5E because they must leamn to restrict thelr symtax and vocabu-
lary. Te help writers overcome this dificulty, The University of Central
Florida's Institute of Simulation and Training is developing SEAN, software
which manitors compliance with SE writing rules and use of the approved
vocabulary. Some rules are subjective and cannol be aulomated, bul SEAN
can Incorporade one-hall of them, When the program flags a word that Is not
part of the SE vocabulary, It consulls a reverse thesaurus and suggests an
SE alternative. The thesaurus consists of a database of approxdmately
15.000 non-SE words, It has a parsing routine that detects the misuse of a
word with respect to 115 aliowed part of speech.

What is intercating are nol the particulars of the siudy, bul the
parameters of simplified English and how we can use them (o make our
publications more readily understood. Notice how closely the SE Writing
Rules (below) parallel what seasoned journalists learn from crusty editing
profeasors or clty edilors,

Groupling Words

1. Break up noun clusters thal have more than three nouns,

2. Il possible, put an article or a demonstrathve adjective before a noun.

Varba

1. Use the following verb formas:

= Infinlthe

* present tense

= pasi lense

= simple fulure tensec

+ past participle as an adjective
2. Do nod use the ‘ing® form of the verb.
3. Use the aclive voloe,
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4. Do not use the past pariiciple with a helping verb to make a
complex verb.

Sentence

1. The madmum length of a sentence is 20 words,

2. To determine sentence length, the colon and the dash count as a full
stop, each word in a hyphenated group counts as aword, text within
parenthesis is a sepamte senlence,

Slmplified English

General

1. Write only one Instruction per sentence, unless two aclions must be
done at the same tUme,

2. Wrile the verb In the Imperalive [commanding) form for Instructons
and warnings.

3 I you start an instruction with a dependent elause, you must
separale thal statement from the rest of the Instruction with a
COMmst,

4. Do nod leave oul & verk lo make a senlence shorler.

Even though test subjects had coples of the rules, they overlooked rule
viclations, mandatory commas afler introductory clauses, and the impera-
tive verb form In instructions, One quarter of the time. they Giled to nolice
the passive volce and nonallowed verb lenses/forms, Also, the subjects
mlsaed the stralghlforward adherence to the word countl 37 percent of the
time. The highest level of accurmcy was the detection of noun clusters; only
elght percent were missed.

Naotice the dilference between the unedited version and the SE verslon
of the following sample.

Unedited — Place the water healer In a clean, dry location as near as
practical to the area of greatest heated water demand. Long uninsulated hot
water linea can waste energy and water. Clearance for acceasibility to permit
Inspection and servicing such as removing heading elements or checking
controls must be provided.

SE Verslon — Put the waler heater in a clean, dry location near the area
where you use the most hol water, Il the hot water lines are long and they
do not have Insulation, you will use too much energy and water. Make sure
you have access to the heating elements and the controls for inspection and
aervic

1h"-;glmmp1t alze was amall (11), and the parlicipantis were advaneed
technical writing students, nol experfenced professtonals, Students rein-
forced the assertion that SE, while easy to understand, ks diflficult to write,
Adherence (o the wriling rules improved with tralning. Much iralning Ume
Is necessary for wrilers {o become (uent in any controlled English system,
but SEAN has the poteniial (o lessen thal lime. The authoers belleve that
SEAN s a valuable training akd that will be helpful in meeting the future
needs of international communication.

The simplified English article Is part of a speclal seclion, "Communicat-
ing With and Through Computers.” The section contains 11 articles, most
of Interest to writers and editors who Interact with a computer.

Carel Sanclers Reiner

Urniversity of Arkansas, Litle Rock
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