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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 Table of Weight and Measurement Equivalents used by all workplaces that prepare food for clients or customers. Say, “Let’s pretend you are an experienced worker with a local restaurant and you have been asked to help a new worker to read the weight and measurements chart. What are the thinking steps that you would want the new worker to use as she prepared to gather the correct amount of ingredients for a meal? 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 Reading a Chart for Information and Table of Weight and Measurement Equivalents.

Thinking Steps for Competency R21.  


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. Know what information you already have.

2. Know what information you need to find.

3. Determine which columns have the information you need.

4. Find the information in the first column.

5. Look across to the other columns that have information you need.

Hook 1b

Get out the Reading a Chart for Information and Table of Weight and Measurement Equivalents 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: You want to select the proper ladle for two ounces of a particular ingredient in a recipe. How would you use the table to complete this task?

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 Zone Chart for Postal Rates 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, Using Charts, 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 R21:

85% on all worksheets

95% on Assessment on Reading Charts

Resource Listing for R21:

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.

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


	TABLE OF WEIGHT AND MEASURING EQUIVALENTS

	TSP
	TBSP
	OUNCES
	CUPS
	SCOOPS
	LADLES
	FLUID MEASURE
	LB WEIGHT

	3

	1

	½
	
	
	
	
	

	
	1 ½

	¾

	

	1 - #40
	
	
	

	
	2

	1

	1/8
 
	1 - #30…
	AA
	
	

	
	2 2/3
 
	1 ½
 
	

	1 - #24
	
	
	

	
	4

	2

	¼
 
	1 - #16…
	A
	
	

	
	5

	2 ¾
 
	1/3
 
	1 - #12
	
	
	

	
	6 2/3

	3 ¼

	3/8
 
	1 - #10
	
	
	

	
	8 …………
	4

	½
 
	1 - #8

	B
	
	

	
	10

	5
 
	2/3
 
	1 - #6

	
	
	

	
	12

	6
 
	¾
 
	

	C
	
	

	
	14

	7
 
	7/8
	

	
	
	

	
	16
 
	8
 
	1
 
	

	D
 
	½ pt
	

	
	18
 
	9
 
	1 1/8 
	
	
	
	

	
	
	12
 
	1 ½

	

	E

	¾ pt
	

	
	
	16
 
	2

	

	

	1 pt
 
	1 lb

	
	
	24
 
	3

	

	

	1 ½ pt
	

	
	
	32
 
	4

	

	

	1 qt
	

	
	
	64
 
	8

	

	

	2 qt

	4 lb

	
	
	128
 
	16

	

	

	1 gal

	8 lb 


(TSP = teaspoon) (TBSP = tablespoon)

Task: Select the proper ladle for two ounces of a particular ingredient in a recipe. 

Reading a Chart for Information

C

harts are used to organize information. This organization follows a certain format including rows and columns. The number of rows and columns will vary depending on the number of details about the subject. 

To understand a chart, follow these steps.

1. Read the title. This will tell you what the information on the chart is used for.

2. Skim the headings at the top of the columns and along the side of the rows. These will tell you how the information is organized.

To look up specific information, know what information you already have and what information you need to find. Use the chart below to look up specific information about the work schedule.

	WORK SCHEDULE

Week of 8/13-8/19
	ASST. MGR.
	MON 8/13
	TUES 8/14
	WED 8/15
	THUR 8/16
	FRI  8/17
	SAT 8/18
	SUN 8/19

	
	Karen
	6:30am– 3:30pm
	6:30am– 3:30pm
	3:30am– 12am
	3:30pm– 12pm 
	Off
	Off
	6:30am– 3:30pm

	
	Chris
	3:30pm– 12am
	3:30pm– 12am
	Off
	Off
	6:30am– 3:30pm 
	6:30am– 3:30pm 
	3:30pm– 12am

	
	Alonzo
	Off
	Off
	6:30am– 3:30pm
	6:30am–

3:30pm
	3:30pm– 12am
	3:30pm– 12am
	Off


To find who is working Tuesday from 3:30pm to midnight:

3. Scan down the column under Tuesday until you find 3:30pm –12am.

4. Follow that row left back to the employee’s name – Chris.

Whenever your task involves reading charts for information follow these steps:

· Know what information you already have.

· Know what information you need to find.

· Follow the steps above on understanding charts to find the information needed. 

(Practice

1. What is the purpose of the chart above__________________________________________?

2. What hours does Karen work on Monday? _______________________________________?

3. Who is the nighttime assistant manager on Friday? ________________________________?

4. Karen calls in sick at noon on Thursday, August 16. If you are the manager of the restaurant, whom would you call in to take her place and why? ________________________________________________________________________________________________________________________________________________________

Name _______________________________________ Date ______________

	Zip Code

Prefixes









           Zone

	386-394
4

395
5

396-399
4

400-406
2

407-409
3

410
2

411-422
3

423-424
2

425-426
3

427-432
2

433-449
3

450-455
2

456-457
3

458-459
2

460-462
1

                              


Zone Chart for Postal Rates

Each local post office has a zone chart based on the first three digits of a zip code called the prefix. What is the prefix of this zip code: 32503? _________ 

If you wrote 325 you are correct.

(Practice

Write the correct zone for each prefix. Use the thinking steps for this competency.

1. 395 _______

2. 407-409 _______

3. 410 _______

4. 433-449 _______

5. 460-462 _______

Ken works at the post office and he has a package that is in Zone 4. Part of the zip code on the package is smeared. Ken can make out the last three numbers, 600.  Determine what the other numbers might be. 

______________________________________________________________________

Group Names ___________________________________________________

Date ________________

Using Charts
	Insured Shipping & Packing Charges

	Find your state at the right

Shipping

Weight
	Maine

Mass.

N.H.

R.I.

Vermont
	Conn. 

N.Y.
	Delaware

Maryland

N.J.

Penn.

Virginia

Wash. D.C.

W. Va.
	Illinois

Indiana

Ky.

Michigan

N.C.

Ohio

S.C.

Tenn.
	Alabama

Arkansas

Florida

Georgia

Iowa

Minn.

Miss.

Missouri

Wisc.
	Colorado

Kansas

La.

Montana

Neb.

N.Dak.

Okla.

S. Dak.

Texas

Wyoming
	Arizona

Calif.

Idaho

Nevada

N.M.

Oregon

Utah

Wash.

	1 lb
	$1.95
	$2.04
	$2.17
	$2.36
	$2.53
	$2.71
	$2.96

	2 lb
	2.07
	2.31
	2.53
	2.78
	3.09
	3.40
	3.69

	3 lb
	2.21
	2.45
	2.70
	3.03
	3.44
	3.79
	4.15

	4 lb
	2.33
	2.63
	2.91
	3.27
	3.77
	4.24
	4.64

	5 lb
	2.45
	2.76
	3.06
	3.51
	4.06
	4.63
	5.11

	6 lb
	2.60
	2.93
	3.27
	3.76
	4.39
	5.04
	5.64

	7 lb
	2.69
	3.05
	3.45
	4.01
	4.72
	5.40
	6.10

	8 lb
	2.70
	3.25
	3.64
	4.25
	5.09
	5.85
	6.50

	9 lb
	2.93
	3.36
	3.80
	4.50
	5.38
	6.26
	7.08

	10 lb
	3.05
	3.50
	4.00
	4.71
	5.70
	6.67
	7.58

	11 lb
	3.20
	3.64
	4.17
	4.98
	6.02
	7.05
	8.06

	12 lb
	3.31
	3.79
	4.38
	5.23
	6.36
	7.46
	8.60

	13 lb
	3.43
	3.92
	4.59
	5.47
	6.69
	7.89
	9.03

	14 lb
	3.53
	4.06
	4.73
	5.68
	7.01
	8.30
	9.50

	15 lb
	3.68
	4.23
	4.95
	5.92
	7.32
	8.67
	10.03

	For each add’l lb
	.17
	.19
	.23
	.28
	.36
	.44
	.54


As the shipping clerk of Dale, Inc., you ship many packages across the nation. The chart above is used to determine shipping and packing charges. You are to ship the following packages. Determine the amount for each package and write on the lines provided:

1. 11.5 lbs to Washington State
__________

2. 5 lbs to Arkansas

__________

3. 25 lbs to Arizona


__________

List the thinking steps you used below.

1. ___________________________________________________________________

2. ___________________________________________________________________

3. ___________________________________________________________________

4. ___________________________________________________________________

5. ___________________________________________________________________

Name ________________________________________ Date _____________

Assessment for Reading Charts

	Immunizations for Children

	Immunization
	Age (months)

	
	2
	4
	6
	12
	15
	18
	60

(5 years)

	Diphtheria
	X
	X
	X
	
	
	X
	X

	Whooping Cough
	X
	X
	X
	
	
	
	

	Tetanus
	X
	X
	X
	
	
	X
	X

	Polio
	X
	X
	X
	
	
	X
	X

	Measles
	
	
	
	
	X
	
	

	German Measles
	
	
	
	
	X
	
	

	Tuberculosis (TB) Test
	
	
	
	X
	
	
	


Use the chart above to answer the following questions.

1. What is the subject of the table? _______________________________________________

2. What is the main point of the table? ____________________________________________

3. A parent brings in her six-month-old child for his immunization. What immunizations will the nurse give him? ____________________________________________________________

4. A parent brings in her fifteen-month-old child for two immunizations. What are they?

_________________________________________________________________________

5. A parent has one-year-old twins. She wants to know hat immunizations they will need now and in the coming year. What are they?

________________________________________________________________________________________________________________________

6. A child will be turning five years old. What immunizations does a nurse tell his parent that the child will need?

________________________________________________________________________________________________________________________

WAGE Competency R21:  Reading two or more column charts to obtain information.  
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