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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 Maintenance Safety Operations Checklists.  Say, “Let’s pretend you are an experienced worker with a local company and you have been asked to help a new worker to find the part of the checklist that is relevant to him. What are the thinking steps that you would want the new worker to use as he reads the checklist? 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 Relevancy and Irrelevancy and Maintenance Safety Operations Checklists.

Thinking Steps for Competency R16.  


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. Identify your purpose for reading.

2. Know what relevant and irrelevant means.

3. Know your job or task well enough to know what information is relevant.

4. Disregard information that does not pertain to your purpose.

5. Locate your relevant information by skimming the headings, titles, and text.

Hook 1b

Get out the Relevancy and Irrelevancy, Maintenance Safety Operations Checklists 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: Use the maintenance checklist to model the thinking steps for this competency.

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 What Is Relevant? that you have chosen for this exercise to each student.

Say, “Here is another situation 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, Group Work for Relevant and Irrelevant Information, 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 R16:

85% on all worksheets

95% on Assessment for Relevant and Irrelevant Information
Resource Listing for R16:

Teacher-generated Materials:
Lil Williams

Echaore-Yoon, Susan. Reading Skills That Work: A Functional Approach for Life and Work. Chicago: Contemporary Books. 1991.
Golden, Bernice. Workplace Essential Skills: Reading. Contemporary Books. Public Broadcasting Service. 1999.

Plumbing Trainee Guide, Level One, Wheels of Learning. New Jersey: Prentice-Hall. 1991.

Strumpf, Lori. Essential Skills for the Workplace: Obtaining Information and Using Resources. Chicago: Contemporary Books. 1993.
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o SAFETY OPERATIONS CHECK LIST

MAINTENANCE FOREMAN SAFETY REQUIREMENT: THIS FORM MUST BE FILLED
OUT DURING PERFORMANCE OF A MACHINE OUTAGE MAINTENANCE
PROCEDURE. UPON COMPLETION OF THE MAINTENANCE PROCEDURE THIS
COMPLETED FORM IS TO BE SUBMITTED TO THE SAFETY COORDINATOR FOR
REVIEW. THE JOB IS NOT COMPLETED UNTIL THIS FORM IS SIGNED OFF AND ALL
ASPECTS OF THIS FORM HAVE BEEN COMPLETED.

FOREMAN: REMEMBER IT IS A LINE SUPERVISOR’S
RESPONSIBILITY TO SEE THAT ALL SAFE
PROCEDURES ARE FOLLOWED.

MAKE SAFETY EQUAL.

BEFORE BEGINNING JOB

[ 1YES[ ]NO[ ]NA LOCK OUT TAG OUT ALL POWER SOURCES TO EQUIPMENT
[ ]YES[ ]NO [ ]N/A CONFINED SPACE REQUIREMENTS MET

[ JYES[ ]NO [ ]N/A PERSONAL PROTECTIVE EQUIPMENT SUPPLIED AND CHECKED
[ 1YES[ ]NO [ ]N/A EMERGENCY EQUIPMENT AVAILABLE

[ JYES[ ]NO [ ]N/A FIRE PROTECTION EQUIPMENT AVAILABLE

COMPLETION OF JOB
[ 1YES[ ]NO[ ]N/A ALL MACHINE GUARDS REPAIRED AND SECURELY REPLACED
[ ]YES[ INO[ ]N/A ALL ELECTRICAL COVERS/BOXES/SWITCHES/WIRES SECURED
[ ]YES[ INO[ ]N/A ALL ELECTRICAL CABINET DOORS ARE SECURE

[ JYES[ INO[ ]N/A ALL TOOLS/PARTS/EQUIPMENT/SPILLS ARE CLEANED

COMMENTS:

EQUIPMENT BEING SERVICED:

TIME: DATE:
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People who are employed in health
occupations provide care for the sick and
injured and help people maintain their health.
This field offers a great variety of occupations
from service oriented to technical and
administrative positions. The largest
occupational fields are registered nurses,
nurses aides, and licensed practical nurses.

Hospitals employ about half of all health
workers. Others work in clinics, laboratories,
pharmacies, nursing homes, mental health
centers, and other public and private agencies.
Because of the increase in the aging
population and the move away from hospital to
home-based health care, we can expect to see
more physician’s assistants, nurses and
nurses aides/orderlies working out of the home
setting. Employment in the health field is
expected to grow much faster than average
through the mid-1990’s.

BUSINESS AND OFFICE

Workers in business and office occupations
perform the many different jobs necessary to
keep organizations running on a daily basis.
These jobs range from bookkeeping, typing
and operating business machines to solving
problems and devising ways to provide better
service. Administrative assistants,
bookkeepers, accountants, receptionists, and
typists are a few examples of the many
different occupations in this group. The largest
occupations are secretaries and typists.

Employment in this field is expected to
increase slower than the average for all
occupations through the mid-1990’s. Because
of the great influx of computer technology into
the office place, knowing how to use a
computer is a definite plus in getting a job in
the business and office field. Secretaries and
typists rely heavily on word processors.

0





       Relevancy and Irrelevancy

Due to the large volume of text that we read it is necessary to learn shortcuts in reading, especially in the workplace. One shortcut is to learn to distinguish between what is relevant and irrelevant information. Let’s look at the definition for these words.

relevant: bearing on the matter at hand: pertinent  syn  germane, material, applicable, apropos

irrelevant: not relevant: immaterial  syn   unrelated, inappropriate

The relevant information then translates into what pertains to what you are doing. The irrelevant information would be what you do not need to attend to. Let’s put this idea into action. Pretend you are starting a new job in the kitchen department of a local business. Study the job descriptions below.


You are the new salesclerk and would only be interested in that job description. It is relevant to your job. The other two descriptions are irrelevant and would not interest you at this time. You could therefore cut down your reading time by skipping them. The key to this skill is knowing what is relevant to what you are doing.

Use the following steps to help you find relevant information to perform your task. 

· Identify your purpose for reading.
· Know what relevant and irrelevant means.
· Know your job or task well enough to know what information is relevant.
· Disregard information that does not pertain to your purpose.
· Locate your relevant information by skimming the headings, titles, and text.


(Practice

You are scanning the want ads looking for a baby bed. Check the ad that would be relevant to your purpose.


(




(




   (
Why did you make that choice? __________________________________________________________________________________________________________________________________________________________

Thinking Steps for Distinguishing between

Relevant and Irrelevant Information

Pretend you are the line supervisor and you have to fill out the Maintenance Safety Operations Check List. You have just completed the job. What part is relevant to you? Use the thinking steps below to find out.

1. Identify your purpose for reading.
________________________________________________________________________________________________________________
2. Know what relevant and irrelevant means.
________________________________________________________________________________________________________________
3. Know your job or task well enough to know what information is relevant.
________________________________________________________________________________________________________________
4. Disregard information that does not pertain to your purpose.
________________________________________________________________________________________________________________
5. Locate your relevant information by skimming the headings, titles, and text.
________________________________________________________________________________________________________________
Name __________________________________ Date ___________________

What Is Relevant?

You have just worked two hours overtime with a local company. This is the first time you have worked overtime. Read the excerpt from the employee manual for relevant information and answer the questions that follow.


1.
As an hourly worker what is the rate of pay you would receive for overtime? _____________

2.
Complete the information for each thinking step you used to answer the first question.

a. Identify your purpose for reading.
______________________________________________________________________________________________________________________________________________
b. Know what relevant and irrelevant means.
______________________________________________________________________

______________________________________________________________________
c. Know your job or task well enough to know what information is relevant.
______________________________________________________________________________________________________________________________________________
d. Disregard information that does not pertain to your purpose.
______________________________________________________________________________________________________________________________________________
e. Locate your relevant information by skimming the headings, titles, and text.
______________________________________________________________________________________________________________________________________________
Group Names ______________________________________________ Date ________________

Group Work for Relevant and Irrelevant Information

Pretend you are a plumber with a local company. You have just received some cold chisels and need information on them. Use the excerpt below and the thinking steps for distinguishing relevant and irrelevant information to find out information on your new chisels.


1. You need to find out about mushrooming. Use the thinking steps to find out about this subject.

a. Identify your purpose for reading.
______________________________________________________________________________________________________________________________________________
b. Know what relevant and irrelevant means.
______________________________________________________________________

______________________________________________________________________
c. Know your job or task well enough to know what information is relevant.
______________________________________________________________________________________________________________________________________________
d. Disregard information that does not pertain to your purpose.
______________________________________________________________________________________________________________________________________________
e. Locate your relevant information by skimming the headings, titles, and text.
______________________________________________________________________________________________________________________________________________

2.
Compare the cold chisel to the wood chisel. Keep your information relevant to each chisel.

	Wood Chisel
	Cold Chisel

	
	



Name ___________________________________ Date __________________

Assessment for Relevant and Irrelevant Information

Use the excerpt above about career areas to answer the questions regarding relevant and irrelevant information.

1.
Which career cluster requires experience with computers?


__________________________________________________________________________

2.
Which career cluster is expected to grow more quickly than average?


__________________________________________________________________________

3.
List the thinking steps you used to find the answers to questions 1 and 2.

a. _______________________________________________________________________

b. _______________________________________________________________________

c. _______________________________________________________________________

d. _______________________________________________________________________

e. _______________________________________________________________________

4.
Describe a situation at work where you had to distinguish between relevant and irrelevant information.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


WAGE Competency R16:  Distinguishing between relevant and irrelevant information in text or visuals. 
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Kitchen Department





Supervisor:  Manage department and supervise department staff.





Salesclerk:  Serve customers, do cash transactions, and arrange stock on shelves and racks.





Stock Clerk:  Keep inventory of stock, handle new stack, and bring stock to floor as needed.





Toys, Baby items, baby bed, and clothes, $5 and up. 


Call 555-5555





Prom Dress, lavender, one shoulder, long w/front split, worn once, great cond., $75


Call 444-4444





Car Seat/carrier, Peg Perego Primo Viaggio, infant, w/extra base, navy Italian fabric, $75


Call 333-3333





�


Paydays


All salaried employees are paid on the basis of work performed through the two-week period for which the paycheck is issued.


Non-exempt salaried employees are paid for non-standard hours in the following pay period.


Hourly employees are paid on a weekly basis for the hours worked the previous.


�


Time Cards for Hourly Workers


The time clock is located between the men’s and women’s locker rooms.


Punch in at the beginning of your shift and out at the end.


�


Time Sheets for Non-exempt Salaried Workers


Time sheets must be completed every day and turned in to your supervisor for approval every two weeks. Include late arrivals, early departures, and absences for personal business, approved or otherwise.


�


Overtime Pay


All hourly workers are eligible for overtime pay at the rate of 1-1/2 times their regular hourly rate for all hours worked in excess of 40 hours in one week.


All non-exempt salaried workers receive overtime pay at the rate of 1-1/2 times their regular hourly rate for all hours worked in excess of 40 hours in one week.


Holidays, vacation days, and sick days are not credited as hours worked toward computing overtime.





SMOOTH –EDGED CUTTING TOOLS


Smooth-edged cutting tools are cutting tools that have a smooth cutting edge. Chisels and pipe cutters are the most common plumbing tools in this category.


Chisels


By hitting the opposite end or handle with a hammer, the chisel is forced into and through the material. Plumbers use two kinds of chisels: wood chisels and cold chisels. Both chisels are made from heat-treated steel to increase the hardness of their cutting blade.


	Wood Chisel – The wood chisel, Figure 26, is used to make openings or notches in a wooden structural material to allow for pipe installation. In order for the wood chisel to cut well, the blade needs to be beveled at a precise 25-degree angle, Figure 27. Also, the cutting edge must be honed on an oilstone to produce a keen edge.


	Cold Chisel – The cold chisel, Figure 28, is used for cutting cold metal. The blade of a cold chisel is beveled on both sides to achieve a 60-degree angle, as shown in Figure 29. Mushrooming is a common problem for cold chisels. Mushrooming results from hammering and can cause serious injuries to hands or eyes if the metal fragments break off. When the end of a tool mushrooms, grind off the mushroom at a slight bevel, as shown in Figure 30.

















