WAGE Competency Curriculum Guide
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Telling someone how to do something can be difficult if you are not familiar with the
task yourself. To give accurate, easy-to-follow instructions familiarize yourself with the
instructions first.

Once you've pictured the task and put the sfeps in order, you're ready fo give
instructions.

o Set the stage. Tell the listeners what you'll be explaining.
Let your listeners know what to expect.

Examples:

“First, I'll just tell you what each of the controls is for. Then
I'll tell you how to use this machine.”

“I'm going to show you where we put our tools.”

“l want to show you how to empty the money from the
soda machine.”

® Give word clues. Use word clues to show that you are
moving on to a new step or task.

Examples:

“Next,” “The second step is . . ."
“Finally,” “When you finish . . .”
“After you do this .. ." “At the same time . . "

® Speak clearly and slowly. Don't rush. Remember, you are

introducing new information to your listeners. Give them
time to understand it.

® Check the listeners’ understanding. Pause now and then
between steps in case there are questions.

Examples:
“Are you with me so far?”
“Do you have any questions?”
® Give encouragement. Think about how you feel when you

are trying to learn a new task. Learning new information or

skills can be difficult. Be sure to encourage the listeners
along the way.

Examples:

“This may seem complicated, but you'll get the hang of it.”

“It just takes some practice. Take it slowly at first.”





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
Have a transparency of the handout, Presenting Instructions. 

Say, “On the job, you may be asked to show another employee how to perform a certain task. So it is very important that you know the proper way to communicate information or instructions properly. What are the proper steps that you would use to present instructions? 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, but do not offer solutions.

Bridge

Acknowledge the good solutions 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, “What are some of the things you need to think about if you are going to tell or show someone how to do a task? Picture the task in your mind, then think through the steps in order. 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 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.
NOTE: If your chosen lesson(s) indicates a different set of thinking than these listed here, substitute those that were presented in the lesson(s).

Thinking Steps for Competency C2.
1. Set the stage.

2. Give word clues.

3. Speak clearly and slowly.

4. Check to see if the listener understands.
5. Give encouragement.

Hook 1b

Use the handout, Presenting Instructions, and the sheet of paper where you recorded learner responses in Hook 1a to discuss the lesson.

Say, “This handout lists the proper steps for presenting information to a co-worker. Let’s look also at the answers you gave.” 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 book’s recommendations.

Example: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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 activity, Speaking Tips. 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. Have each student provide an example of these steps based on their own experiences.

Hook 2

Say, “Now that I have modeled the steps we learned when performing this task, are there any questions before you work two more problems?” Address all concerns before moving ahead. 

Hand out a copy of the exercise, Showing What to Do, to each student.

Say, “People learn in many different ways. Some people learn by seeing, touching, and hearing. So it is important that you know different ways of communicating information to others.” 

Say, “Here is another exercise that is similar to the one I just used as a model. I will review the examples given, then you will complete this assignment alone by providing the steps for the demonstrations shown. 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 inform others or give information. 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.

Say, “Before we move into teams, let’s think about the manner in which people talk to each other. How is speaking to your friends different than speaking to coworkers or a boss? In this exercise, you will prepare a skit to role-play the situations described in the handout. The role-play will be performed based on the correct way of communicating with coworkers to demonstrate the steps of speaking to provide information. 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 Speaking at Work. 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. The team leader is to coordinate and pull the work together into a completed skit. Teams will present their skits when ready. Are there any questions?” Address all concerns before moving ahead.

When all the teams are finished, call for a volunteer leader to present their skit. 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. 

Assessment for C2:

The students will be asked to list the thinking steps in order for presenting information to your coworker or boss. An example should be listed for each step to confirm students understanding.
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Speaking at Work

How does speaking to your friends differ from speaking to your coworkers or boss? With
friends, you usually don't spend time planning what you will say. However, at your job,
sometimes you will need to think carefully before you speak. Some of these situations are:

e interviewing for a job

o training a coworker ol e la il » el
o discussing a problem with your boss SHOW IT!

e sharing opinions at meetings

The picture below shows a
hotel housekeeper talking to

P Add your own examples here: her boss.

To help you plan, you may want o write down some short
notes. For example, Sheila attends monthly meetings at her
office

where she and her coworkers discuss their work problems
with one another. To prepare for the meetings, Sheila jots
down issues she wants to discuss. Study an example of her

notes below.
Problems in office supply toom: ) Wha’r silent message do you
- Remind emplayees fo use sign-out sheet think the boss is sending to
- Sign-out sheet keeps frack of office supplies #he hausekeeper? 3 you
were the housekeeper, how

would you respond?

~ Because she had her notes handy, Sheila was able to report
the problems clearly.

V¥V Practice

Think of a problem that you have at home or at work. Who should
you discuss this problem with? On a separate sheet of paper,
write down some issues that you want to discuss with that
person. Then, when the time is right, discuss the problem.
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Think about some of your conversations with friends, family, or coworkers. When you are
listening to someone else, what speaking habits do you appreciate? Finish these sentences:

1. I enjoy listening to a person who
2. I can tell the speaker knows what she’s talking about when
3. 1 can tell the speaker is paying attention to me when

What speaking habits bother you? Finish these sentences:
1. 1 get impatient with a speaker when

2. I stop paying attention when the speaker

3. I have trouble listening to someone who

What did you discover in the exercise above? You may have found that a speaker’s habits affect
the way you listen. You can help the other person listen and understand when you send a
message. Below are some tips for effective speaking.

i Speaking Tips

- ¢ Be clear and brief. Tell listeners exactly what you want them to know or do.
E o Say what you mean. Use words listeners will understand.

- e Respond to the listeners. Do they seem confused by what you said? Are they
getting impatient? Give them a chance to ask questions or comment.

D i
V Practice
Work in pairs. Take turns speaking to your partner about one of these topics:
e @& movie you really liked e your favorite TV show

e an experience from your e a family member you admire

During your short talk, try to foliow the speaking tips above.

B S I N A T e T s
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Showing What to Do

People learn in many different ways. Most people learn best by seeing, touching, or even
hearing. Can you sfow what you are teaching? Study the examples below.

Task Teaching Method
®y ()
How to throw a basketball Demonstrate with your hands D
and body
How to operate a machine Demonstrate using the
machine

Show [t!

How do TV demonstrations help TV viewers learn?






WAGE Competency C2:  Speaking to inform another or to provide information.	











