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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 Lockout/Tagout procedures used by Halstead Metal Products. Say, “Let’s pretend you are an experienced worker with Halstead Metal Products and you have been asked to help a new worker to complete a lockout/Tagout procedure for a piece of equipment. What are the thinking steps that you would want the new worker to use as she began to identify factual details and specification son this sheet? 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.

For this lesson use The Right Details and Halstead Metal Products Lockout/Tagout Procedure. 

Thinking Steps for Competency R2.  


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. Define your purpose for reading.

2. Skim and scan to find key words related to your purpose.

3. Identify the facts and details that relate to your purpose.

Hook 1b

Get out The Right Details, Halstead Metal Products Lockout/Tagout Procedure 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: Read the attached Lockout/Tagout Procedure printed by Halstead Metal Products to get a good understanding of the meaning and usage of a lockout/Tagout activity. Then create an example scenario that would help the learner visualize the situation and the need to learn 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 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 Identifying Factual Details 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 assignment, Group Work for Identifying Factual Details, 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 R2:

85% on all worksheets

95% on Assessment for Identifying Factual Details
Resource Listing for R2:

Strumpf, Lori. Essential Skills for the Workplace: Obtaining Information and Using Resources. Chicago: Contemporary Books. 1993.
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The Right Details

In the workplace it is often necessary to read text in which we must choose necessary details or information. In other words we pick out the details that relate to our purpose. Suppose you are reading an office-procedures manual at your job. Your goal is to find the proper way to carry out one of your responsibilities. Here are the details that you have focused on:
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· Write the message on the phone message form. 

· Write the name of the worker at the top of the form.

· Write the date and time of the call.

· Write the caller’s name, phone number, and message.

· Repeat the message to make sure you heard it correctly.

· Sign your name or initials on the message.

Write a statement that describes the purpose that each of these details would support.

_____________________________________________________________________________

You should have written something like this: Follow certain steps to take a phone message for a co-worker. The purpose of reading the manual was to learn the proper way to take a phone message.

Reading in the workplace has a purpose and finding the details that support that purpose in what is read is simple. The following steps will help in that goal.

· Define your purpose for reading. Why are you reading the manual or the document? Get the purpose in your mind. Make a statement about what you are looking for.
· Skim and scan to find key words related to your purpose. Identify key words that relate to your purpose. Then hunt for them by skimming and scanning the material. Key words will help you identify the facts and details you need.
· Identify the facts and details that relate to your purpose. What are the facts? Which details relate to what you need to know? 
(Practice
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IF BREAKABLE RING IS

SEPARATED

DO NOT USE.

WARNINGS: A persistent cough :a_/\ be a sign of a serious
condition. If cough persists for more than 1 week, tends lo recur,
or is accompanied by fever, rash, or persistent headache, consult
a doctor. Do not take this product for persistent or ch cough
such as occurs with smoking, asthma, chronic bronchilis, emphy-
sema, or if cough is accompanied by excessive phlegm (mucus)
unless directed by a doctor. As with any drug, il you are pregnant
or nursing a baby, seek the advice of a health professional before
using this product.

KEEP THIS AND ALL DRUGS OUT OF REACH OF CHILDREN. IN
CASE OF ACCIDENTAL OVERDOSE, SEEK PROFESSIONAL ASSIS-
TANCE OR CONTACT A POISON CONTROL CENTER IMMEDIATELY.





1. Mary is going on vacation. When should she submit her request? _____________________

2. Who needs to approve her leave? ______________________________________________

3. What is the purpose of Mary reading the policy? ___________________________________

4. Name a key word she will look for. ______________________________________________

HALSTEAD METAL PRODUCTS

LOCKOUT/TAGOUT PROCEDURE

WYNNE, AR


This procedure establishes our minimum requirements for the lockout or tagout of energy isolating devices. It SHALL be used to ensure that the machine or equipment is isolated from ALL potentially hazardous energy, and it is locked out and tagged out before employees perform any servicing or maintenance activities.


All employees shall be apprised of the safety significance of our lockout procedure. All maintenance employees shall be instructed and will be authorized to lockout and tagout. All machine operators who are responsible for changing saw blades, drawbench pads, pointer dies, and etc. will also be trained in the use of our lockout procedure. New or transferred employees required to perform servicing or maintenance functions shall also be instructed in the purpose and use of our lockout procedure.

PREPARATION FOR LOCKOUT AND TAGOUT


Make a survey to locate and identify all isolating devices to be certain which switch(s), valve(s) or other energy isolating devices apply to the equipment to be locked out and tagged out. Remember, more than one energy source (electrical, mechanical, pneumatic, hydraulic, or others) may be involved.

SEQUENCE OF LOCKOUT AND TAGOUT SYSTEM PROCEDURE

(1) Notify all affected employees that a lockout and tagout system is going to be utilized and the reason for the procedure. The authorized employee shall know the type and magnitude of energy that the machine or equipment utilizes and shall understand the hazards of same. 

(2) If the machine or equipment is operating, shut it down by the normal stopping procedure (i.e. depress stop button, open toggle switch, and etc.).

(3) Operate the switch, valve, or other energy isolating device(s) so the equipment is isolated from its energy source(s). Stored energy (i.e. springs, elevated machine parts, rotating flywheels, hydraulic systems, and air, gas, steam, or water pressure, etc.) must be dissipated or restrained by methods such as repositioning, blocking, bleeding down, and etc.

(4) Lockout and tagout the energy isolating devices with assigned individual lock(s) and tags. Key switches on machines should be turned off and the key removed. The lockout tag will be placed on the machine. The person responsible for the lockout will hold the key, until necessary work is completed. Note: If lockout is in place at shift change, the employee will pass the key to the incoming employee and explain why the lockout is in place. Maintenance personnel will exchange locks. 

Name ______________________________________ Date _______________

Identifying Factual Details
As a consumer you are cautious about the over-the-counter drugs you take. Reading the labels to obtain factual details and specifications is one way to stay healthy.

Read the label below for a cough syrup that you need to buy to find out if it is right for you. Answer the questions that follow.


1. What is the name of the product? _______________________________________________

2. What percentage of alcohol does the product contain? ______________________________

3. Is this an expectorant or a suppressant? _________________________________________

4. I am three months pregnant. Should I use this product? _____________________________

5. The ring seal on the bottle is broken. Should I use this product? ______________________

Pretend you are pharmacist and you are selling this product to a 25-year-old woman who has an 8-year-old son.

6. “My son and I both have a cough and the flu. Our doctor recommended this product. What dosage should I take? ___________________________________________________________

7.  “What dosage should I give my son?” ____________________________________________

Group Names ___________________________________________________

Date _____________________

Group Work for Identifying Factual Details
Product information comes in many forms. Usually the product labels, boxes, or pamphlets (booklets) read from top to bottom and from left to right. Use the product label to answer the customer’s questions.


You have decided to have a garden this year. You will be planting tomatoes, roses, and other plants. Read the labels above to answer the following. Use the thinking steps you learned to help you identify factual details and specifications.

1.
Define your purpose for reading the labels. _______________________________________

2.
What are the feeding directions for tomatoes? _____________________________________

3.
Will this product help my rosebushes? ___________________________________________

4.
Should I mix Super K-Gro with anything before I apply it? ___________________________ 

5.
How often should I use Super K-Gro on my lawn? __________________________________

6.
Should I feed the leaves on my houseplants? ______________________________________

7.
Name some of the key words you used to locate your information. ____________________


__________________________________________________________________________

Name __________________________________ Date ___________________


Assessment for Identifying Factual Details


Use the thinking steps you have just learned to answer the following questions regarding the product information above.

1. What is the trademark (brand name) of the product? _______________________________

2. Can you use this product if you are allergic to hydrogen peroxide? ____________________

3. Can saline solution be reused? ___________

4. Can this solution be used with enzymatic cleaner? ____________

5. List the thinking steps for this competency and explain how you used them to answer the questions.

a. __________________________________________________________________________________________________________________________________________________________________________________________________________________

b. ________________________________________________________________________________________________________________________________________________________________________________________________________________

c. _______________________________________________________________________________________________________________________________________________________________________________________________________________

WAGE Competency R2:  Identify factual details and specifications within a text.  








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. 





Vacation Policy: A request for vacation shall be submitted to the employee’s immediate supervisor no later than two weeks prior to the intended vacation leave. Vacation leave may be taken only after approval by the respective department head. The employee shall submit desired number of days and dates of vacation leave on the appropriate form designated by the Department of Human Resources. No other form of request will be accepted. 








