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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 the Insured Shipping & Packing Charges chart.  Say, “How many of you can say that you have had experience reading charts or creating charts? How might you use charts in a workplace situation? Let’s pretend you are an experienced worker with Widget Company and you have been asked to help a new worker to fill out the form for shipping charges using this chart. What are the thinking steps that you would want the new worker to use as she completed this 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, “At the start of this lesson we used a chart to determine the shipping and packaging charge for each package. Do you have any suggestions or questions on following the charting procedures or need or can give some helpful advise on following the charting directions and format? Let’s continue to imagine that you are working in a company that requires you to fill out your own shipping and packing charge sheet weekly or payroll that is placed on a spreadsheet with column and row grids. It is possible that you would have to use a chart to locate information at intersections of rows and columns. I want to look at some of the most common uses of charting and how you would use them in the workplace.  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.

Spend time explaining the meaning or purpose of charting and give examples. Use the sheet, Reading Charts, to explain how to read a chart.

Thinking Steps for Competency R22.  


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 the goal.

2. Identify the steps one should follow.

3. Name the items one needs to finish the task.

4. Clear up any details not understood.

Hook 1b

Get out the Reading Charts sheet and the sheet of paper where you recorded learner responses in Hook 1a.

Say, “Now 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: Review charts to get a good understanding of how to locate information at the intersections. Create a 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 directions to complete the Practice part in the Reading Charts sheet. 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 Shipping and Packing Chart that you have chosen for this exercise to each student.

Say, “I think it is time for independent practice. 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. This worksheet will give you experience in following directions and finding information found in a chart of columns and rows and to put into practice what we just learned. Take a few minutes to complete the worksheet. Think about the thinking steps in regards to this worksheet. 

Ask yourself if you could answer each question: 

· Define the goal:  Locate chart information at intersections of rows and columns.

· Identify the steps:
Read the directions, follow columns and rows carefully.

· Name the items you need:
Ruler or straight edge to stay on task.

· Clear up questions:
Ask for help.

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 document, Postage, 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 R22:

85% on all worksheets

Resource Listing for R22:

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


Reading Charts

Using charts and computer printouts to locate information is a common workplace skill.  A typical chart will consist of rows and columns in table form as seen below. 
	
	
	
	
	

	
	
	
	
	


A row is a horizontal grouping of boxes and is read from left to right. A column is a vertical grouping of boxes and is read from top to bottom. The rows and columns will have headings or titles that help identify the information listed in each box. For example the first column in the table chart below carries the title of ‘Amount’. This indicates the amount spent. Looking down the first column you will find listed the dollar amounts spent. 
	15% & 20% TIP TABLE

	Amount
	15%
	20%
	Amount
	15%
	20%

	$1.00
	$.15
	$.20
	$26.00
	$3.90
	$5.20

	2.00
	.30
	.40
	27.00
	4.05
	5.40

	3.00
	.45
	.60
	28.00
	4.20
	5.60

	4.00
	.60
	.80
	29.00
	4.35
	5.80

	5.00
	.75
	1.00
	30.00
	4.50
	6.00

	6.00
	.90
	1.20
	31.00
	4.65
	6.20

	7.00
	1.05
	1.40
	32.00
	4.80
	6.40

	8.00
	1.20
	1.60
	33.00
	4.95
	6.60

	9.00
	1.35
	1.80
	34.00
	5.10
	6.80

	10.00
	1.50
	2.00
	35.00
	5.25
	7.00

	11.00
	1.65
	2.20
	36.00
	5.40
	7.20

	12.00
	1.80
	2.40
	37.00
	5.55
	7.40

	13.00
	1.95
	2.60
	38.00
	5.70
	7.60

	14.00
	2.10
	2.80
	39.00
	5.85
	7.80

	15.00
	2.25
	3.00
	40.00
	6.00
	8.00

	16.00
	2.40
	3.20
	41.00
	6.15
	8.20

	17.00
	2.55
	3.40
	42.00
	6.30
	8.40

	18.00
	2.70
	3.60
	43.00
	6.45
	8.60

	19.00
	2.85
	3.80
	44.00
	6.60
	8.80

	20.00
	3.00
	4.00
	45.00
	6.75
	9.00

	21.00
	3.15
	4.20
	46.00
	6.90
	9.20

	22.00
	3.30
	4.40
	47.00
	7.05
	9.40

	23.00
	3.45
	4.60
	48.00
	7.20
	9.60

	24.00
	3.60
	4.80
	49.00
	7.35
	9.80

	25.00
	3.75
	5.00
	50.00
	7.50
	10.00


Now that you can read across and down, let’s look at what an intersection would be. Intersections are where the row and column intersect or meet. The Tip Table illustrates this point.

If you want to know the 20% tip on $12.00, locate the 20% column, follow it down until you reach $12.00. The amount at the intersection is $2.40. The tax for $12.00 is $2.40.

(Practice
Use the tip table to answer the following:

1.  15% tax on $47 is _______

2.  15% tax on $8  is _______

3.  20% tax on $21 is _______

4.  20% tax on $33 is _______

5.  15% tax on $25 is _______
Reading charts to obtain information is a useful workplace skill.  

Name ______________________________________ Date ______________

Shipping and Packing Chart

	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


The company you are employed by uses the chart for shipping and packing purposes. You are given 8 packages to ship out. Use the chart to determine the shipping and packing charge for each of the packages. Complete the shipping form below. If the actual weight of the package is not an exact number of pounds, use the charge for the next higher weight. For example, if the package weighs 8 ¼ lbs, you would use the charge for 9 lbs. 



	SHIPPING FORM

	Site #
	Date
	Time
	Employee

	546


	
	
	

	Pkg #
	Destination
	Weight
	Charge

	12
	Connecticut
	8 lbs
	

	6
	Oklahoma
	4 lbs
	

	9
	West Virginia
	12 lbs
	

	24
	Nebraska
	8 ¼ lbs
	

	18
	Arkansas
	2 ½ lbs
	

	7
	California
	10 lbs
	

	14
	Arizona
	15 lbs
	

	2
	Louisiana
	12 lbs
	

	
	
	
	

	
	
	
	


Group Names __________________________________________________

Date _____________________

POSTAGE[image: image1.wmf]
As an employee of the Exempla Shop you are required to ship merchandise out via the postal system. A postage scale is used to determine the weight of the package. After finding the weight you can then assign a charge for that weight. Below you will use the postage scale to find the total amount billed to the customer. This total amount will include the cost of the time plus the postage rate. To determine the weight, locate the letter of the item on the postage scale. Then use the scale and postage rates to complete the table.



[image: image2.jpg]Postage Scale





	Customer Name
	Grace Hammonds
	Order #
	345689

	Address
	452 West 56th Street
	City
	Anytown

	State
	Anystate
	Zip
	70000
	Phone #
	501-555-6666

	

	Item 
	Cost
	Weight
	Postage
	Total Cost

	A. Mechanical pencil
	$  3.89
	
	
	

	B. Pocket Watch
	 15.99
	
	
	

	C. Hand Calculator
	7.29
	
	
	

	D. French Perfume
	18.75
	
	
	

	E. Pocket Dictionary
	12.50
	
	
	


WAGE Competency R22:  Locating chart information at intersections of rows and columns.  








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. 





Third-Class Rates





0 t 1 oz			$0.29


Over 1 to 2 oz		 0.52


Over 2 to 3 oz		 0.75


Over 3 to 4 oz		 0.98


Over 4 to 6 oz		 1.21


Over 6 to 8 oz		 1.33


Over 10 to 12 oz		 1.56


Over 12 to 14 oz		 1.67


Over 14 but less than


16 oz (1lb)		 1.79
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