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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
Hand out Veteran’s Sweetheart Florist sheet. Say, “Suppose you are a new employee in a florist shop. One skill you will need to learn is what information is important for a task and what is not. To help figure this skill out let’s look at the handout. What do you think 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.

For this section, use Veteran’s Sweetheart Florist. 

Thinking Steps for Competency C28.  


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









1. Decide what is relevant to the situation and what is not.

2. Develop a plan as to what to do first, second, and so on.

3. If you are listening to information, listen for relevant material.

4. If you are reading information, scan and skim for relevant material.

Hook 1b

Pass out handouts to students and prepare the sheet of paper where you recorded learner responses in Hook 1a to be posted.

Say, “We are going to evaluate the answers you gave me earlier.” 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: Read the handout used with competency C28 to get a good understanding of the skill. Create a scenario in which the learner will understand the skill and the need for learning the skill. 

Say, “Now I am going to model for you the use of the thinking steps we learned as I follow the direction to complete Sorting Information. 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 to use the thinking 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 Making Bouquets to each student.

Say, “Here is another exercise that will help reinforce this skill. In this exercise, I want you to work alone and use the thinking steps you learned. 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 sort 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.

“Now, I want you to move into teams of four 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 Making Deliveries 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 C28:

The learner will explain how sorting relevant and irrelevant information applies to him/her at work or home and will devise a plan for effective sorting. 

Resource Listing for C28:

Judy Giunta

Lil Williams
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Name ______________________________________ Date ___________
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#1 Sweetheart Lane


Upper Little Rock, AR  72214

501-257-1111

In a conversation between a customer service representative and a customer, the customer has shared the following information to the representative:


George is in Baptist Hospital located at the corner of 5th Street and Mercury Avenue. It is the corner with the big white sign on it that says “Buy Health Insurance.” George has a broken leg. He broke it in an automobile accident. He was driving his ’59 Ford to Grandma Foster’s for her birthday party. He missed the stop sign where 2nd Street butts into Carmel Road and ran into the ditch on the other side of the road. He never bothered to call sis wife. She finally called the local police because he was never showed up at the party. I think they will be getting a divorce because she was awfully mad and they have not been getting along. 

Select the best message for a card that would be sent with flowers to George at the hospital.

1. Greetings from the boys at The Shop! Hey Dude! Don’t drive through stop signs.

2. Hope you have a speedy recovery from your gall bladder accident! The guys from The Shop.

3. If you get a divorce I’m available! Sweetie

4. Hope you have a speedy recovery from your accident. The boys from The Shop. 

Name  _________________________________ Date ________________


INFORMATION! At work, at home, and at leisure, we are blasted with information constantly. At work, we receive information from our supervisors, fellow employees and other sources. In order to effectively deal with this information blitz, we have to organize it into two piles – relevant and irrelevant. 

Think about a person who is looking for a particular job – say, security officer. As he/she scans the want ads, only jobs pertaining to security, relevant information, will catch his/her attention. All other jobs will be considered irrelevant and will be discarded. 

To help understand this concept, read the situation below:


To better facilitate a sorting process:

· Specify what is relevant to the situation and what is not.

· Develop a plan as to what to do first, second, and so on.

· If you are listening to information, listen for relevant information.

· If you are reading information, scan and skim for relevant information.



Name _____________________________________ Date ____________

Making Bouquets

Sunni Tarver works as a flower arranger at Veteran’s Sweetheart Florist. Today she has been given a large order to fill and, as usual, time is a problem. The order needs to be delivered in a short time. Sunni’s order form showing what she needs to make up is shown below. She does not need to waste any time. Sunni has decided to make the bouquets first. When pulling her supplies what items would be relevant to her decision? On the lines below, devise a plan for Sunni that would help her get out quality work in an appropriate time period. 

Veteran’s Sweetheart Florist

                                       #1 Sweetheart Lane





Upper Little Rock, AR  72214

501-257-1111

	Item
	Qty
	Description
	Unit Price
	Total

	4265 bouquet
	12
	red roses, pink babybreath, green leaves
	
	

	
	
	wrapped in silver sleeves
	
	

	532 corsage
	6
	white carnation, white babybreath,
	
	

	
	
	gold holders
	
	

	1246 floral arrang.
	4
	gladiola: yellow, purple, orange, red
	Sub-Total
	

	
	
	
	Tax
	

	
	
	
	Ticket Total
	

	Delivery Information: Needs by 4:30pm on 5/8/05

	Sold to:  Reservoir Hotel
	Florist
	Sunni

	Address:  222 Canal Drive
	Date
	5/7/05

	
	Ticket # 079865


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name __________________________________ Date _______________

Making Deliveries                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           

Joey Tallus is the delivery driver for Veteran’s Sweetheart Florist. He has a stack of tickets to be delivered by 5:00pm this day. In order for him to make effective use of his time, Joey needs to zone in on the locations of his deliveries. Joey’s delivery roster is shown below.

	DELIVERY ROSTER 

VETERAN’S SWEETHEART FLORIST

	Date
	Customer
	Address
	Special Instructions

	5/8/05
	Reservoir Hotel
	222 Canal
	Deliver by 4:30pm

	
	Mac’s Place
	5143 Canal
	Anytime

	
	Midtown Diner
	412 West Main
	By 2:00pm

	
	Physicians Clinic
	5555 University
	By 10:00am

	
	BMC
	I-30
	Anytime

	
	Holy Cow Pub
	6666 Kenyon
	After 9:30pm

	
	Alisa Knight
	15151 Broadway
	Before 1:00pm

	
	
	
	


Joey has several criteria to choose from in order to plan his deliveries. Let’s say he has decided to divide his deliveries into morning and afternoon.  What deliveries would be relevant to his morning run? ______________________________

______________________________________________________________________________ 

What do you think would be his next step? ___________________________________

______________________________________________________________________________

Finish developing Joey’s delivery plan. _______________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________ 

_____________________________________________________________________________ 

In your own words, explain the importance of knowing what is relevant and irrelevant in terms of information and how we sort this information. Write about how this helps an employee become a more effective worker. ______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ ______________________________________________________________________________

 Use the back of the page if necessary    

WAGE Competency C28:  Sorting relevant from irrelevant information.
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relevant:


related to the matter at hand





irrelevant:


not related to the matter at hand





Mr. Fielder has just handed Caron a stack of files with the instructions to look for clients that are married and over 50 years of age. The time is 11:15 and she has a lunch date at 11:30. To facilitate this search, Caron needs to develop a plan. 


What kind of plan would you devise to sort the files? ________________________________________________________________________________________________


Caron knows that only married clients and clients over 50 are relevant to her search; all others are irrelevant. She decides to find all married clients first and then weed out the ones that are under 50 years of age. Caron gives Mr. Fielder the information he needs and she manages to get to her lunch date on time. 











