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 how to create a document template.  Say, “Let’s pretend you are an experienced worker with Microcler and you have been asked to help a new worker to work with the computerized forms. You need to create a new template and you are using Microsoft Word Help to show the new worker how it is done. What are the thinking steps that you would want the new worker to use as she selects parts of a text or visual materials to complete a task? 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 Create a Document Template and Making a Selection to Complete a Task.

Thinking Steps for Competency R11.  


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









1. Determine what information you need to complete the task.

2. Determine what source you need to use to find the information.

3. Scan the source to find out how information is listed, i.e. index or other. 

4. Select the information that you need.

5. Use the information to complete the task.

Hook 1b

Get out the Create a Document Template, Making a Selection to Complete a Task, 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: Create a scenario in which the learner will visualize the skill and the reason for learning it. 

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 Selection that you have chosen for this exercise to each student.

Say, “Here is another assignment 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 Group Work for Making Selections chosen 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 :

85% on all worksheets

95% on Assessment for Making Selections
Resource Listing for :

Honda Civic 2003 Owner’s Manual.
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Create a document template

1. Do one of the following: 

To base a new template on an existing document, click Open on the File menu, and then open the document you want. 

To base a new template on an existing template, click New on the File menu. Click a template that is similar to the one you want to create, click Template under Create New, and then click OK. 

2. On the File menu, click Save As.

3. In the Save as type box, click Document Template. This file type will already be selected if you are saving a file that you created as a template.

4. The default folder is the Templates folder in the Save in box. To save the template so that it will appear on a tab other than General, switch to the corresponding subfolder within the Templates folder.

5. In the File name box, type a name for the new template, and then click Save.

6. In the new template, add the text and graphics you want to appear in all new documents that you base on the template, and delete any items you don't want to appear.

7. Make the changes you want to the margin settings, page size and orientation, styles, and other formats.

8. Click Save, and then click Close on the File menu. 
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Audio System

Audio System Lighting
You can use the instrument panel
brightness control dial to adjust the il-
lumination of the audio system (sez.
page 74). The audio system

luminates when the parking lights
are on, even if the radio is turned off.

Digital Clock

The audio system also displays the
time. To set the time, the igniion
switch must be in ACCESSORY (1)
or ON (I, and you must wait about
five seconds after performing any
other operztions with the system.

Adjust the hours by pressing and
holding the CLOCK button, then
pressing the H (Preset 4) button.

Adjust the minutes by pressing and
holding the CLOCK button, then
pressing the M (Preset 5) button.
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You can quickly set the time to the
nearest hour. If the displayed time is
before the half hour, the clock is set
back to the previous hour by
pressing and holding the CLOCK
button, then pressing the R (Preset
8) button. If the displaved time is
after the half hour, the clock is set
forward to the beginning of the next
hour,

R aurmu

For example:

« 1:06 would RESET to 100.

+ 1:52 would RESET to 2:00
I your car's battery is disconnected
or goes dead. the time setting will be
lost. To set the time again, follow the
setting procedure.

Comforeand Convenence Features 123





Making a Selection to Complete a Task

M

any times in the workplace we read text to obtain information. From the text we select certain parts to complete our tasks. We compare the various parts and select the parts that are relevant to the task at hand and will help facilitate our work. Selections are made from visual materials and activities as well to get the job done.

T

he injuries policy quoted here list the steps to be followed if you receive an injury. Following these steps will insure that the employee does not have to pay for the medical expenses. Let’s discuss the thinking steps you would use to select parts of a text to complete a task. 



You have just received a nasty cut on your hand. What do you need to do?

· Determine what information you need to complete the task.

Your task is to take care of your injury and you need to find the company injuries policy.

· Determine what source you need to use to find the information.

You need to read the company policy manual to determine where to locate the policy.

· Scan the source to find out how information is listed, i.e. index or other.

Scan the manual to locate the injuries policy page number.

· Select the information that you need.

You need to follow requirements 1 – 4 in order for the company to pay the medical expenses.

· Use the information to complete the task.

Now you know what to do to take care of your injury.

Making the correct selection is important in doing your best work. Following the steps above will help to get the job done.


Name ________________________________________ Date ____________

                        

   SELECTION

Pretend you are an assistant for the director of Microcler and you are in the process of preparing a presentation for her. The presentation will include charts. Using the thinking steps for selecting parts of text, visual materials or activities to complete a task, show how you would make the selection for this presentation.

1. You have decided to use a column chart, what are the steps?

a. ____________________________________________________________________________________________________________________________________________

b. ____________________________________________________________________________________________________________________________________________

c. ____________________________________________________________________________________________________________________________________________

d. ____________________________________________________________________________________________________________________________________________

e. ______________________________________________________________________


2. If you wanted to use a pie chart, what would you do?

_____________________________________________________________________________________________

3.
I am not sure if I will like the results, what are my options to see the chart without leaving this screen?


_______________________________


_______________________________


_______________________________


_______________________________

Group Names ______________________________ Date ______________

Group Work for Making Selections

Ah, Daylight Savings Time! You get another hour of sunshine but it also means changing the clock in your car. Use the thinking steps for selecting parts of text, visual materials, or activities to complete a task and the information below to change your automobile clock.

1. List the thinking steps and what you would do to change the time on the clock. Be sure to list page numbers, titles, etc.

a. ____________________________________________________________________________________________________________________________________________

b. __________________________________________________________________________________________________________________________________________________________________________________________________________________

c. __________________________________________________________________________________________________________________________________________________________________________________________________________________

d. __________________________________________________________________________________________________________________________________________________________________________________________________________________

e. __________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Compare and contrast text and visual materials for selection purposes.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Name ____________________________________ Date _________________

Assessment for Making Selections
1. List the thinking steps for selecting parts of text, visual materials, or an activity to complete a task.
a. ____________________________________________________________________________________________________________________________________________________________________________

b. __________________________________________________________________________________________________________________________________________________________________________________________________________________

c. __________________________________________________________________________________________________________________________________________________________________________________________________________________

d. __________________________________________________________________________________________________________________________________________________________________________________________________________________

e. __________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
Create a situation in which you would use the thinking steps above.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

WAGE Competency R11:  Selecting parts of text, visual materials, or an activity to complete a task.  








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. 





COMPANY INJURIES POLICY


If you have a work related injury you MUST:


Report it to your supervisor


See the company nurse and get an order on doctor’s form from her. If it is not during her work hours, see your supervisor or the personnel office for a form to take with you to Dr. Jacobs.


You must see Dr. Jacobs during office hours or Cross County Hospital Emergency Room if the Clinic is closed.


If the Emergency Room doctor tells you to see your doctor, you still must see Dr. Jacobs.


If these (4) requirements are not met, you will be responsible for paying for the expenses.





Drug Test, by way of urinalysis, is required within 24 hours on all injuries requiring medical attention.





I certify that the above policy has been explained to me, I understand it and I have been given a copy.





Signature _________________________ Date ____________





The need for and use of hearing protection has been explained to me and I have received a copy of the hearing conservation policy.





Signature__________________________ Date ____________
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