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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 Getting a Driver’s License. Ask, “What is a flowchart? A flowchart explains how a particular machine operates or shows a process that can be viewed as a sequence of steps. Flow charts and other workplace documents use codes and symbols as a “shorthand” way of explaining operations or processes.”

Say, “Let’s pretend you are an experienced worker with the motor vehicle department that helps clients obtain their driver’s license. You have been asked to help a new worker to explain this procedure. How might you use flowcharts in such a workplace situation? What are the thinking steps that you would want the new worker to use as she speaks to clients? 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 lesson on Finding Out What to Do and discover how to use a flowchart in this situation. We will 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 Finding Out What to Do for this lesson.

Thinking Steps for Competency R25.  


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

Refer to the lesson and the sheet of paper where you recorded learner responses in Hook 1a. Spend time explaining the meaning or purpose of flowcharting and give examples. 

Say, “In the lesson we used a flowchart to determine the operations that takes place in an office every day. Do you have any suggestions or questions on following the flowcharting procedures or need or can give some helpful advise on following the flowcharting directions and format? 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 the flowchart on how to join the program used with Competency R25 to get a good understanding of the meaning and usage of a flowchart. Create a workplace scenario in which the learner will 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 create a flowchart. As I develop this flowchart I will say each thinking 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 Troubleshooting Your Computer that you have chosen for this exercise to each student.

Say, “Here is another flowchart activity that is similar to the one I just used as a model. This worksheet will give you the experience in using flowcharts and to learn how to sequence events, arrive at decision and to problem solve. 

Ask yourself if you could answer each question:

· Define the goal:  What is the step-by-step process of this procedure from start to end.

· Identify the steps:  What are your starting and stopping points? What are your decision points? Are there any “one step in the process” decisions or actions to take place?

· Name the items you need:  Write down step-by-step procedures before designing your flowchart.

· Clear up questions:  Ask for help.

In this exercise, I want you to work alone 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, Reading Procedures on a Flowchart, 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 R25:

85% on all worksheets

90% on Final Assessment on Flowcharts
Resource Listing for R25:

Echaore-Yoon, Susan. Reading Skills That Work: A Functional Approach for Life and Work. Chicago: Contemporary Books. 1991.
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Finding Out What to Do
Graphics are just one of the many tools that assist employees in the workplace. One type of graphic is the flowchart. Flowcharts can help you follow the steps in a process. 

Flowchart:  a diagram that shows a step-by-step process using arrows and symbols.

A flowchart is easy to read. Different symbols stand for the steps that must be taken. Arrows are used to follow the flow of the steps, pointing from one symbol to the next in the correct succession. 

The flowchart below might be of interest to workers at the motor vehicle department and to anyone wanting to get their driver’s license. It shows the sequential steps that a person must take to obtain his/her license.

The first step in the procedure is completing an application form. The last step is sending a permanent license to a person’s home. 

In most situations there are choices to be made. For instance, there is the chance that you will fail in the getting your driver’s license. The flowchart shows what will happen in this case. Flowcharts will show more than one choice when applicable.
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Application of Skills 
Imagine that you are a clerk with the motor vehicle department. You are given The Path to Getting a Driver’s License flowchart to work with as you process clients.  Let’s apply the skills by answering the questions below.

1.
The flowchart shows five different symbols that are part of the system. These symbols are standard and appear on all flowcharts. They include: a rectangle, diamond, circle, trapezoid (     ) and an oval.

a. Draw the symbol that stands for a process or step to be performed.

b. Draw the symbol that shows where the process begins and ends.

c. Draw the symbol that tells the reader to go back to the first point named by it.

d. Draw the symbol that always asks for a decision.

e. Draw the symbol that stands for output – something that the system puts out.

2. If a person successfully completes each step of the procedure, how many steps result in a license being issued? __________

3. If a person passes the written test but fails the driver’s test, does he or she have to fill out another form? __________

4. A person who passes the written test but fails the driving test the first time around has completed how many steps by the time he or she gets a permanent license? __________

5. The symbol B in this flowchart tells the applicant who passes the driving test the second time around to go back to the first point named B. What happens at the first point name B?

________________________________________________________________________________________________________________________________

Making a Flowchart

1. Begin by drawing the symbol start.

2. Draw the symbol of the first step, and write the step inside.
3. Continue writing steps inside symbols. Draw arrows between symbols to show the sequence of steps.
4. When you have finished the sequence, make your last symbol.
5. Give your flowchart a title.


Application of Skills

Here’s a procedure an office worker has to follow. It describes how to turn on a computer read the procedure; then make a flowchart for it. The symbols are drawn for you, and some of the steps are filled in.
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Step 1: Turn on the power strip. The desk lamp will turn
on automatically. If the power does not come on, make
sure the power strip is plugged into a power outlet.

Step 2: Press the on switch on the hard disk.

Step 3: Press the on switch on the computer. Never turn
on the computer before the hard disk, or you may damage
your system.





Name __________________________________ Date ___________________

Troubleshooting Your Computer

Look at the chart below of a familiar operation that takes place in an office every day. Using the flow chart and symbols, answer the questions that follow. If the chart does not provide enough information, write “N/A” in the space provided.

















1. According to the chart, what is the first thing you do if you turn on the computer

and it does not come on? 

________________________________________________________________________________________________________________________________                                                     

2. If the computer is plugged in and it still does not come on, what should you do? ________________________________________________________________________________________________________________________________

3. Name three decision points in the flow chart. 

a. _____________________________________________________________

b. _____________________________________________________________

c. _____________________________________________________________

Group Names ___________________________________________________

Date __________________

Reading Procedures on a Flowchart

Procedures can be illustrated using flowcharts. Symbols stand for the steps and arrows tell you in which order to follow the steps.









1. Call office for an appointment. Bring a picture ID, social security card, and last year’s 1040 tax form.

2. Compete an application.

3. It takes two weeks to find out if you are qualified to be part of the program. We will mail you a letter with the results.

4. First-time participants will meet with a counselor. Together you will make a program plan that fits your needs.

5. Attend your classes, workshops, and /or job training. Only you can make it a success.



The flowchart above is used to sequence the steps necessary to join a job training program. The main point of each step is written in a symbol. However, clearer and more exact instructions are shown below the symbols.

Look at the written instructions. Each step is labeled with a number. While reading the instructions, label the symbols on the chart. Write 1, 2, 3, and 4.  

Now read the whole procedure – the symbols and written instructions. 

Now you are ready to answer the following questions.

1. Imagine that you’ll follow the procedure. What is your goal?

______________________________________________________________

2. In your own words, write each step. Make sure that the steps are in the correct sequence.

a. ___________________________________________________________

b. ___________________________________________________________

c. ___________________________________________________________

d. ___________________________________________________________

e. ___________________________________________________________

3. As a group, decide on a process and create a flowchart to illustrate that process. Use the space below.

Name ___________________________________ Date __________________

Assessment for Flowcharts

Use the flowchart below to answer the following questions.
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a. If a victim of an unwitnessed accident who did not require medical treatment
followed each step in the SAFE! procedure, how many steps would take place in
the system? ____

b. List each step.

c. If a witness observes an accident, must he or she complete Part B of Form
AR4?

d. What is the final step in the SAFE! procedure?

e. An employee had an accident, and a witness was present. No medical attention
was given. How many steps took place to complete the procedure?

f. One step that is included in the memo is nof shown on the flowchart. What step
is omitted?





WAGE Competency R25:  Using flow charts to sequence events, arrive at a decision, or problem solve.  
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