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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 picture for connecting an answering machine.  Say, “Let’s pretend you are an experienced worker with a local business and you have been asked to help a new worker to connect the answering machine. What are the thinking steps that you would want the new worker to use as she connected the machine? 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 Transparency for Connecting the Answering Machine and Using Graphics.

Thinking Steps for Competency R30.  


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. Study the picture or diagram carefully.

2. Read everything, titles, captions, and labels.

3. Recognize the subject and main point of the picture or diagram.

4. Perform the task of assembling or disassembling. 

Hook 1b

Get out the Transparency for Connecting the Answering Machine, Using Graphics, 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 transparency to model how to use three-dimensional pictures to complete a 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 Making the Connection that you have chosen for this exercise to each student.

Say, “Here is another set of instructions using three-dimensional pictures 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 Interpreting Three-dimensional Pictures, 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 R30:

85% on all worksheets

95% on Assessment for Interpreting 3-Dimensional Pictures
Resource Listing for R30:

Using Your Gateway PC Manual

Echaore-Yoon, Susan. Reading Skills That Work: A Functional Approach for Life and Work, Book One. Chicago: Contemporary Books. 1991.

Transparency for Connecting Answering Machine

Using Graphics

G

raphics are pictures, drawings, maps, charts or graphs that are used to illustrate information.  Often graphics are three-dimensional pictures that show how to assemble something or how to take it apart. For instance, a new bicycle comes complete with detailed drawings of how to put the bike together. In the office, the new computer or fax machine will come with pictures of how each part fits together and what cable goes where. Written instructions alone may be hard to follow especially if you are not familiar with the machine. A three-dimensional picture makes the instructions clear. It will show what things or parts of a thing look like. Labels on a picture identify what the things or parts are. 

Making the Connection

Let’s pretend you are an administrative assistant and you have just received a new answering machine. The three-dimensional pictures that are in the manual show how the system is connected. A system is a group of items that work together to perform a function. Using the pictures you can safely and accurately connect your new machine.

The picture below shows how the system is connected. 


Use the following thinking steps to interpret the picture above.

· Study the picture or diagram carefully.

What is the part that goes to the power outlet called? __________________

· Read everything, titles, captions, and labels.

List three labels. ______________________________________________

· Recognize the subject and main point of the picture or diagram.

What is the subject? ___________________________________________

Main point? ___________________________________________________

· Perform the task of assembling or disassembling. 

Now you can connect your new answering machine. 

Name ____________________________________ Date _________________

Making the Connection

You have just received a new computer system in your office. After attaching the base, you are now ready to connect the monitor. Read the instructions below and study the picture. Answer the questions that follow.

1.
What is the subject of the picture and instructions? _________________________________

2.
What is the main idea? _______________________________________________________

3.
Explain why it is important to know the subject and main idea of the picture.

____________________________________________________________________________________________________________________________________________________

4.
If you only had the written instructions would it be as easy to connect? Explain.

____________________________________________________________________________________________________________________________________________________

__________________________________________________________________________

5.
Define “system”. ____________________________________________________________


__________________________________________________________________________

6.
List the thinking steps for interpreting three-dimensional pictures.


a. ________________________________________________________________________


b. ________________________________________________________________________


c. ________________________________________________________________________


d. ________________________________________________________________________


Group Names ___________________________________________________

Date __________________________

Group Work for Interpreting Three-Dimensional Pictures

As a computer technician, you are often required to replace drives in the tower. Study the picture and instructions below to replace the appropriate drive.


1. What is the subject and main idea of this picture and instructions? __________________________________________________________________________

2. Study the picture and then explain how the numbers are used.

____________________________________________________________________________________________________________________________________________________

3. There is a cross-reference in both sets of instructions. What is the cross-reference?

__________________________________________________________________________

4.
Why do you think the instructions refer to another manual?

____________________________________________________________________________________________________________________________________________________

4.
List the thinking steps you would use to replace the DVD/CD drive.

 
a. ________________________________________________________________________


b. ________________________________________________________________________


c. ________________________________________________________________________


d. ________________________________________________________________________


5.
What drive cage would you go to in order to replace the hard drive? __________________

6.
Do the pictures make it easier to install the drives? Why or why not? 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


Name _______________________________________ Date ______________

Assessment for Interpreting Three-Dimensional Pictures

Study the pictures below and then answer the questions that follow.


1.
What is the subject and main idea of these instructions? ____________________________

2.
What are some difficulties you might encounter if you did not have pictures?

__________________________________________________________________________________________________________________________________________________

3.
In this task you had to assemble and disassemble. Explain.

__________________________________________________________________________________________________________________________________________________

4.
List the thinking steps you would use the following the instructions.


a. ________________________________________________________________________


b. ________________________________________________________________________


c. ________________________________________________________________________


d. ________________________________________________________________________


WAGE Competency R30:  Interpreting three-dimensional drawings of objects for assembly or disassembly.  
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To Connect the Monitor to the System:





Position the monitor and the computer so that you can easily get at the back panel of each. Make sure all cables can reach a properly grounded electrical outlet.


Connect the video cable’s blue connector to the matching blue video card connector on the back of your computer.


Tighten the screws on the video cable connector to keep them from coming loose and to prevent radio and TV interference.


Connect the power cord that came with the monitor to the AC power connector at the back of the monitor.


Plug the other end of the power cord into a properly grounded electrical outlet.





Cleaning Your Mouse





Turn the mouse upside down.


Rotate the retaining ring on the bottom of the mouse counter-clockwise.








Remove the retaining ring.





	


Remove the mouse ball.








Remove any dust, lint, or dirt with a soft, clean cloth.


Clean the mouse rollers with a cotton swab dipped in alcohol.








Replace the mouse ball and retaining ring.


Rotate the retaining ring on the bottom of the mouse clockwise, locking it into place.











