WAGE Competency Curriculum Guide
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NOTE:  You will need to collect two additional documents that are similar in nature to the one provided in this lesson at Hook 1a. These should be collected from local employers that support your program. These two additional documents will be used in Hooks 2 and 3 and are not to be duplicates of the other two documents used in this lesson. DO NOT USE MATERIALS THAT ARE NOT RELEVANT TO THE WORKPLACE. 

Hook 1a
Project an overhead transparency of Arkansas Industry Training Program (AITP) Personal Data Form used by the Brinkley Company. Say, “Let’s pretend you are an experienced worker with the Brinkley Company and you have been asked to help a new worker to fill out this form. What are the thinking steps that you would want the new worker to use as she completed the form? What is the first thing that should be done? The second, and so on?”

Record all responses on a flip chart and save for later use.

Coach students during a brainstorming activity but do not offer suggestions.

Bridge

Acknowledge the responses offered; question students further to generate additional responses.

Ask, “Do you believe that these are the only thinking steps that should be used?” Pause. “Could there be more?”

Say, “Now we are going to go to our lessons and list the thinking steps we should know and use. When we have finished our work, we will compare your answers that I have recorded on the flip chart to the ones we have learned.”
Book

Select a lesson (or lessons) from the wage curriculum Matrix or other source that best supports your needs. Spend ample time in the chosen lessons until you believe that each learner has mastered the skill.  As you move through each lesson, be sure to emphasize the thinking steps that a learner must use to correctly apply this skill. Ensure that all thinking steps are properly sequenced during the learning and that each learner has had opportunities to practice each step in the application of the skill. Write the thinking steps identified by the lesson(s) in the sequential order they are to be used; you will use these again in Hooks 1b, 2, and 3.

Use What’s in a Form? and AITP Form for this lesson.
Thinking Steps for Competency W5.  


NOTE: If your chosen lesson(s) indicates a different set of thinking steps than these listed here, substitute those that were presented in the lesson(s). 









1. Know your purpose for filling out the form.

2. Read the instructions and skim the form before you begin.

3. Print legibly the information in the correct spaces.

4. Check for any missing information or mistakes.

5. Sign your name in the appropriate space if necessary.
Hook 1b

Get out the What’s in a Form?, AITP Form and the sheet of paper where you recorded learner responses in Hook 1a.

Say, “We are going to evaluate your answers. You gave me the following steps.” Post the sheet with responses on the wall. “Now, let’s look at the thinking steps that the lessons recommended we use.” Compare their responses to the given recommendations.

Example: Fill out example form with class.

Say, “Now I am going to model for you the use of the thinking steps we learned as I follow the direction to complete this task. As I say the thinking step, you help me apply the skill at each step. Do you understand what we are going to do?” Address any concerns before moving ahead.

Call out each thinking step and get the learners to assist you as you perform the task at each step.
Hook 2

Say, “Now that I have modeled how a new worker would use the thinking steps we learned when performing this task, are there any questions before you complete two more assignments?” Address all concerns before moving ahead. 

Hand out a copy of Filling Out the Form that you have chosen for this exercise.

Say, “Here is another form that is similar to the one I just used as a model. In this exercise, I want you to work alone and use the thinking steps you learned as you complete this task. When you have all finished, each of you will have a chance to model for the class the thinking steps we should use as we complete this task. I will ask you to model the steps for the class and tell us what we should do as we go through each step. Are there any questions about your task?” Address all concerns before moving ahead.

When all have finished, ask for a volunteer to model the application of thinking steps to the task. Pay attention to the proper sequence, the learner’s ability to model, and the actions that must take place at each step. Allow all who want to model the steps an opportunity to do so before moving ahead. Have the students turn in all work to you. Review the work and address any exceptions noted with the learner.


NOTE:  Mastery of this competency is determined by the students’ work on Hook 2. Review or rework is necessary when a student has not demonstrated mastery at Hook 2. Mastery is defined as the task being performed correctly with zero mistakes. A WAGE certificate should not be granted without mastery on all competencies listed in the student’s Individualized Program Plan. 






Hook 3

Compliment the class for all the good work done at Hook 2. Say, “For this last exercise, you will work in teams, like they do at the workplace.  In the workplace, workers know that people who are working together usually do the best work.  By working together, they are able to combine their skills, share in the work, and complete the job in the proper amount of time.

“Now, I want you to move into teams of at least three people and no more than five people. Your team will need a leader, so select a leader now.”  Make note of the leader in each team.  Try to see that all learners have an opportunity to serve as leader during the course of their study. 

Hand out the third assignment, Another Form for Group Work, selected for this exercise. Be sure to give only one copy to each team.  Say, “Team leaders, I want you to assign the thinking steps to each member of your team. If there are more steps than members, give each member more than one step. Try your best to make your distribution of thinking steps as fair as possible.” 

Say, “Working as a team, I want you to apply the thinking steps we learned to the task. Each of you will be doing a different step, so make sure to keep up with your work and your solutions. When all of your team members have completed their assignments, the team leader is to put all the work together into a completed task.  Team leaders, you will present your team’s model of this task to the other teams in this class. Are there any questions?” Address all concerns before moving ahead.

When all the teams are finished, call for a volunteer leader to model the application of thinking steps to this task.  Get the other teams to offer constructive criticism when appropriate. Strive to develop a level of competitiveness between teams.  This will increase the bonds between team members and make the learning more fun.  You might work up a recognition system for rewarding good work by each team.  Be careful that your students do not get in the same team with each lesson.

NOTE:  When it is impossible to use teams at Hook 3, usually due to an open-entry, open-exit class format, you will want to use peer tutors, paraprofessionals, or yourself as a supplement to the team.  When conducted correctly, the concepts of interdependence can be reinforced when there are only two people assigned to the task. 











Evaluation for W5:

85% on all worksheets

95% on Assessment for Forms

Resource Listing for W5:

Harrington, Karen. Workplace Essential Skills: Communication and Writing. Contemporary Books. Public Broadcasting Service. 1999.

Strumpf, Lori. Essential Skills for the Workplace: Using Forms and Documents. Chicago: Contemporary Books. 1993.
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What’s in a Form?

A

 form is a document that is filled out by an individual to fulfill some purpose. It can be an order form for a credit card or a W-2 form for income taxes. In the workplace and at home forms are major parts of our life. 

Your first day at work will require that you fill out tax withholding forms, medical history forms and emergency information forms. You will also be asked to fill out forms like vacation/time-off requests, medical forms, insurance forms, invoices, and overnight mail forms, just to mention a few. As a responsible employee you want to become familiar with the forms that your company uses. 

When you fill out a form at work or home, it needs to be done accurately and completely. Mistakes can be costly and it only takes a minute to review what you have written to check for mistakes. If you do not have all of the information needed to fill out the form, do research and find out what you need to know, do not second-guess. Using a form that has already been filled out is one way to find information quickly.

Use the following checklist to ensure a form that is accurate and complete. 

· Know your purpose for filling out the form.

· Make sure that you have all of the information you need.

· Read the instructions and skim the form before you begin.

· Print the information legibly in the correct spaces.

· Check for any missing information or mistakes.
· Sign your name in the appropriate space if necessary.

(Practice

Fill out the form.

Who might use this form? _________________________

What might this form be used for? _____________________

ARKANSAS INDUSTRIAL DEVELOPMENT COMMISSION

 ARKANSAS INDUSTRY TRAINING PROGRAM

Little Rock, Arkansas

PERSONAL DATA

Name of Company ____________________________ Location______________________________________









    City                                                County

Name _______________________________________ Home Phone No. ______________________________

Present Address___________________________________________________________________________

                                No.                     Street                               City                         State                           Zip

	Type of School
	education
	Circle Last Yr. Completed
	Grad?

Give Degree
	Last Year Attended

	
	Name and Address of School
	
	
	

	High School
	
	1   2   3   4
	Yes
	No
	19

	GED
	
	1   2   3   4
	Yes
	No
	19

	Vo Tech
	
	1   2   3   4
	Yes
	No
	19

	College
	
	1   2   3   4
	Yes
	No
	19

	Other
	
	1   2   3   4
	Yes
	No
	19


Have you ever attended a program sponsored by the AITP? Yes ______ If yes, what ___________________

__________________________________________________________________________________________

Name of Present Employer ___________________________________________________________________

Present Occupation _________________________________________________________________________

I hereby pledge myself to conform to all rules and regulations of this training program.

Date Entered ________________________________ Signed ________________________________________










             Trainee



DO NOT WRITE BELOW THIS LINE



CURRICULUM

	Subject
	Rating*
	Hours
	Date Completed
	Instructor’s Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*Excellent, Good, Poor

If a trainee has dropped or been dropped from the program give reason ____________________

Signed ____________________________________________________________________________________



Instructor



Instructor


              Instructor

Name _____________________________________ Date ________________

	QUALITY  PARK
COMMERCIAL ENVELOPES
Finest quality bright white envelopes.

500 per box

	NO

	SIZE
	TYPE
	LIST    
	SALE

	10312 11112
	35/8X61/2

41/8 X 91/2 
	63/4

10
	12.30 BX

14.06 BX
	6.19 BX

6.39 BX

	WINDOW ENVELOPES

	20212

21312
	35/8 X 61/2

41/8 X 91/2
	63/4

10
	14.60 BX

16.22 BX
	6.79 BX

8.59 BX

	QUALITY PARK

CLASP ENVELOPES

Clasp envelopes have heavily gummed flaps and extra-wide seams. 28# stock. 100 per box

	NO

	SIZE


	LIST    
	SALE

	37855

37890

37897

37898

37910
	6 x 9

9 x 12

10 x 13

10 x 15

12 x 151/2
	11.00 bx

14.32 bx

16.80 bx

19.64 bx

26.96 bx
	4.99 bx

6.49 bx

7.49 bx

9.00 bx

10.29 bx




Filling Out the Form
Use the catalog information below to fill in the following purchase order form.

You need:


3 boxes 6” x 9” clasp envelopes

3 boxes 9” x 12” clasp envelopes

2 boxes 4
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8

 x 9
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2

 white commercial envelopes

Order goes to Decker’s, 19 W. 9th Street, Anderson, IN 46015

Ship to your workplace: MRT Marketing Co., One Mills Road, Bedford, WA 70770

	PURCHASE ORDER

3754

	
	TO


	

	
	ADDRESS


	

	
	SHIP TO


	

	
	ADDRESS


	

	
	
	

	
	REQ. NO.


	FOR
	DATE
	

	
	DATE REQUIRED


	HOW SHIP
	TERMS
	

	
	
	

	
	QUANTITY
	PLEASE SUPPLY ITEMS LISTED BELOW
	PRICE
	UNIT
	

	
	1
	
	
	
	
	

	
	2
	
	
	
	
	

	
	3
	
	
	
	
	

	
	4
	
	
	
	
	

	
	5
	
	
	
	
	

	
	6
	
	
	
	
	

	
	7
	
	
	
	
	

	
	8
	
	
	
	
	

	
	9
	
	
	
	
	

	IMPORTANT
	PLEASE SEND   __  COPIES OF YOUR INVOICE

	OUR ORDER NUMBER MUST APPEAR ON ALL INVOICES, PACKAGES, ETC. 

PLEASE NOTIFY US IMMEDIAELY IF YOU ARE UNABLE TO SHIP COMPLETE ORDER BY DATE SPECIFIED. 
	

	
	PURCHASING AGENT


Req. No. 349

For: Mailing Dept.

Today’s date: April 3l date required: April 10

Ship via U.P.S.; terms: C.O.D.


Group Names ___________________________________________________

	3M
	POST-IT ™ NOTES

Versatile self-stick notes

	NO.
	Size
	Color
	List
	Sale

	653-YW
	1-1/2 x 2
	Yellow
	5.56 pk
	3.59 pk

	656-BE
	2 x 3
	Blue
	0.78 pd
	0.55 pd

	656-GN
	2 x 3
	Green
	0.78 pd
	0.55 pd

	656 –PK
	2 x 3
	Pink
	0.78 pd
	0.55 pd

	656-YW
	2 x 3
	Yellow
	0.78 pd
	0.50 pd

	654-BE
	3 x 3
	Blue
	1.07 pd
	0.75 pd

	654-GN
	3 x 3
	Green
	1.07 pd
	0.75 pd 

	654-PK
	3 x 3
	Pink
	1.07 pd
	0.75 pd

	654-YW
	3 x 3
	Yellow
	1.07 pd
	0.75 pd

	657-YW
	3 x 4
	Yellow
	1.24 pd
	0.80 pd

	655-YW
	3 x 5
	Yellow
	1.38 pd
	0.89 pd

	659-YW
	4 x 6
	Yellow
	2.13 pd
	1.39 pd

	660-CM*
	4 x 6
	Cream
	2.24 pd
	1.59 pd

	660-GY*
	4 x 6
	Lt. Gray
	2.24 pd
	1.59 pd

	660-YW*
	4 x 6
	Yellow
	2.24 pd
	1.45 pd

	*Ruled
	
	
	
	


Date _________________________

Another Form for Group Work

Use the office supply ad and the following information to complete the purchase order form below.

· Send to Decker’s, 19 W. 9th St., Anderson, IN 46015

· Ship to your workplace: 1st National Bank, 1313 Madison Street, Toledo, OH 48806

· Requisition #9099: for: Loan Dept.; date: ;March 4

· Date required: March 5; ship via Federal Express overnight; terms: C.O.D.

	PURCHASE ORDER

2755

	
	TO


	

	
	ADDRESS


	

	
	SHIP TO


	

	
	ADDRESS


	

	
	
	

	
	REQ. NO.


	FOR
	DATE
	

	
	DATE REQUIRED


	HOW SHIP
	TERMS
	

	
	
	

	
	QUANTITY
	PLEASE SUPPLY ITEMS LISTED BELOW
	PRICE
	UNIT
	

	
	1
	
	
	
	
	

	
	2
	
	
	
	
	

	
	3
	
	
	
	
	

	
	4
	
	
	
	
	

	
	5
	
	
	
	
	

	
	6
	
	
	
	
	

	
	7
	
	
	
	
	

	
	8
	
	
	
	
	

	
	9
	
	
	
	
	

	IMPORTANT
	PLEASE SEND  ______   COPIES OF YOUR INVOICE

	OUR ORDER NUMBER MUST APPEAR ON ALL INVOICES, PACKAGES, ETC. 

PLEASE NOTIFY US IMMEDIAELY IF YOU ARE UNABLE TO SHIP COMPLETE ORDER BY DATE SPECIFIED. 
	

	
	PURCHASING AGENT


· Order 50 green 3” x 3” Post-it Notes. List the price per unit and the total price. Order 100 cream 4” x 6” Post-it Notes and list the prices for those.

· Have 3 copies sent to you. Sign your name as the purchasing agent. 


Name _________________________________ Date ____________________

Assessment for Forms
A. List the steps for entering information onto a form.

1. ________________________________________________________________

2. ________________________________________________________________

3. ________________________________________________________________

4. ________________________________________________________________

5. ________________________________________________________________

B. Follow these steps as you complete the form below.

Use your own personal information to fill in the spaces. Use the following for pay amounts:

Gross pay: $540.00; Fed. With. Tax: $54.00; FICA: $5.40; Union Dues: $15.00; State With. Tax: $16.50; Health Plan: $18.50; Net Pay: $430.60



WAGE Competency W5:  Entering appropriate information onto a form.  








Copyright © by Pulaski County Special School District Adult Education WAGE Training Program


No part of this curriculum may be reproduced in whole or in part, stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording or otherwise, without written permission from WAGE Training Program.


For permission information contact:  WAGE Training Program, 4300 Haywood, North Little Rock, AR 72114. 





Personal Data Sheet





Name: _____________________________________ DOB: ____/____/____


Birth/Maiden Name: _____________________________________________


Address: _______________________________ Phone (      )_____________


	City ___________________________State ____Zip_____________


SSN: ________________________


Citizenship Status:	(	U.S. Citizen or National


Alien: Permanent Resident


Alien: Work Permit





Marital Status:	(	Married


		(	Single





Digital Press


1474 Congress Street


San Diego, CA 92110					        Employee ID #                             Pay Date








Pay to the Order of ______________________________________________________


	                                                                            					Amount





__________________________________________________________________________________Dollars








Payable Through:	First Trust				Signed ______________________________


			494 East Cactus				            Baxter Jacobs, CFO	


			San Diego, CA
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