Process Paragraph
 
	Course Learning Outcome
	Portfolio Objective

	GE4.A
	Use topic sentence, supporting sentences, and concluding sentences
	●    Write a process paragraph using correct paragraph structure
●    Use appropriate signal words for process paragraph
●    Plan, draft, and revise one’s own writing

	GE4.B
	Write a process paragraph using correct paragraph structure
	

	GE4.C
	Use appropriate signal words
	

	GE4.E
	Plan, draft, and revise one’s own writing
	


 
A process paragraph explains how to do something step by step. If the process paragraph is written clearly, the reader should be able to follow the steps to complete the task. Let’s take a look at the example below:
 
How to Fight off a Shark
 
Although sharks seldom attack humans, it is a good idea to be prepared when you swim in the ocean. First, stay away from underwater hills to avoid areas where sharks find their prey. You will not want them to think that you are competition for food or that you are a source of food. Second, swim in groups. Sharks seldom attack groups of people. Also, avoid swimming at night. You will not see sharks as easily in the dark, and sharks often attack at this time of the day. If you do see a shark, leave the water as quickly as possible. Do not approach the shark or get in its way. If a shark is coming toward you, make yourself look large or threatening to make it think that you are not easy to attack. Finally, if a shark attacks you, fight back. Hit the shark’s eyes or gills. These areas are most sensitive to pain. Make quick, sharp jabs to these areas. Let the shark know that you are not defenseless. Keep up the fight as you make your way to shore. Once you are on land, bandage any injuries, and do not go back in the water. Report the shark attack to lifeguards or the police so that other swimmers do not get hurt.
 
(Savage & Shafiei, 2017, p.79)
 
As you can see in this example, one of the most important features of a process paragraph is the use of time-order signal words. These signal words tell the order of the steps in the process. In this example, the author uses the words first, second, also, and finally. Other common words that you can use include: then, next, later, before, before that, after, after that.
 
Another common feature in a process paragraph is the use of imperative verbs. Imperative verbs are verbs that are used to give instructions, directions, or steps in a process by addressing the reader/listener directly. In the sample paragraph above, we have the imperative verbs like stay away, swim, avoid, and others.
 
When writing a process paragraph, sometimes you will encounter circumstances where you have to write in passive voice and modals + passive to explain step-by-step instructions such as this one:
 
 
  	The diagram explains the process for the making of chocolate. There are a total of ten stages in the process. The stages begin with the growing of the pods on the cacao trees and end with the production of the chocolate.To begin, the cocoa comes from the cacao tree. Cacao tree is grown in the South American and African continents and the country of Indonesia.  Once the pods are ripe and red, they are harvested and the white cocoa beans are removed. After a period of fermentation, they must be laid out on a large tray so they can dry under the sun. Next, they are placed into large sacks and delivered to the factory. Then, they should be roasted at a temperature of 350 degrees. After that, the beans are crushed and separated from their outer shell. In the final stage, this inner part that is left is pressed and the chocolate is produced.
 
( English Language Center of Zuyderzee College, 2018)
 
	   Exercise 1:
   To practice turning imperative sentences in a process paragraph into passive voice, change all
  of the sentences in the following paragraph. You can use either present simple passive or 
   modal with passive.
 
How to Boil an Egg
 
   	To boil an egg, first, get a pot big enough to hold one egg. Next, fill the pot ⅘ full with water.
  Put in the pot on the stove. After that, turn the heat to high and wait until the water boils. Boil the egg in 
  the water for three minutes. Finally, take the egg out of the pot and put it in an egg cup. Now you can 
  eat the egg.
(University of Victoria, 2018)
 
How to Boil an Egg
 
     	To boil an egg, first the egg must be put in a pot that is big enough to hold one egg. ………
………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
.


 
 
 
	PRE-WRITING


 
In this portfolio, you are going to write a 150-word process paragraph about one of the following topics:
· How to submit an assignment to Google Classroom
· How to do a DIY project (you can choose a project that you like)
· How to make a dish (you can choose a recipe that you like)
· How to change an iPhone battery on your own
· ………………………………………………….
 
Fill in the chart with ideas for your writing:
 
	   Topic Sentence
	

	   Topic Sentence and Controlling Idea
   Introduce the topic and the process
	 
	

	
	
	

	    Supporting Sentences
	

	
	

	   Step 1
  Explain the first step. Provide any 
   necessary details to help your reader.
	 
	

	
	
	

	   Step 2
   Explain the second step. Provide any
   necessary details such as tools,
   background information, and reasons 
   to help your reader.
	 
	

	
	
	

	  Step 3
  Explain the third step. Provide any 
   necessary details such as tools, 
  background information, and reasons 
   to help your reader.
	 
	

	
	
	

	   Step 4
  Explain the fourth step. Provide any 
  necessary details such as tools, 
  background information, and reasons, 
  etc to help your reader.
	 
	

	   Concluding Sentence
	

	   Restatement of Topic Sentence
   Restate the topic sentence. Include a
   suggestion, prediction, or warning.
	 
	


 
 
	WRITING: FIRST DRAFT


 
Now write your process paragraph in the box below. Please make sure that you:
· Use imperative verbs or passive voice appropriately
· Use time-order signal words to move from one step to the next
· Use final punctuation at the end of every sentence (e.g. (.), (?), or (!))
· Indent your paragraph
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	POST-WRITING


 
Check the quality of your writing by using the table below. If you tick “No”, revise your sentence(s).
 
	Yes
	No
	Self-Assessment

	 
	 
	  Does my topic sentence tell what the task/process is about?

	 
	 
	  Does my topic sentence contain a controlling idea?

	 
	 
	  Do I give detailed information, background details, tools needed for the tasks, or   
             reason?

	 
	 
	   Does my concluding sentence offer a suggestion or warning to help the reader 
    understand the importance of following the steps?

	 
	 
	   Do I use time-order words to connect the steps?

	 
	 
	   Do I write with appropriate tenses? (imperative verbs, present simple passive, 
   modal + passive)

	 
	 
	   Does every sentence begin with a capital letter?

	 
	 
	   Does every sentence have a final punctuation (period, question/exclamation 
   mark)?

	 
	 
	   Do I indent my paragraph?


 
Teacher’s feedback:
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
	FINAL DRAFT


 
Revise your paragraph below based on your teacher’s feedback:
 
	 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 
	ASSESSMENT RUBRIC (TEACHER’S MARK)


 





	Criteria
	4
	3
	2
	1

	Process
Student properly follows and accomplishes all the steps in the writing stages.
	 
	 
	 
	 

	Content
Student explains the process in a clear way.
Each step contains enough details, providing the reader with background information about the purpose of or the tools needed to complete the steps.
	 
	 
	 
	 

	Text Organization
Student organizes the steps in a logical way.
Student uses appropriate signal words to connect between steps in the process.
	 
	 
	 
	 

	Vocabulary
Student uses relevant high-frequency vocabulary.
	 
	 
	 
	 

	Grammar & Mechanics
Student writes in imperative verbs or passive voice appropriately.
Student uses correct spelling, punctuation, and capitalization.
Student uses indentation to start the paragraph.
	 
	 
	 
	 

	Total (out of 20)
	 


 

