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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 hand-to-counter method of counting money.  Say, “Let’s pretend you are an experienced teller with a local bank and you have been asked to help a new teller to read the text on counting money. What are the thinking steps that you would want the new worker to use as she tries to identify the purpose and find the details on how to count money with this method? 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 Purpose transparency and Purpose and Details: Elements of Text.

Thinking Steps for Competency R34.  


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). 









Hook 1b

Get out the Purpose transparency, Purpose and Details: Elements of Text, 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 Purpose transparency to create a scenario in which the learner will visualize the situation and the need to learn this 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 worksheet, Getting the Intent that you have chosen for this exercise to each student.

Say, “Here is another situation 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 Purpose and 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 R34:

85% on all worksheets

95% on Assessment for Identifying Purpose and Details
Resource Listing for R34:

Echaore-Yoon, Susan. Reading Skills That Work: A Functional Approach for Life and Work, Book Two. Chicago: Contemporary Books. 1991.
Strumpf, Lori. Essential Skills for the Workplace: Obtaining Information and Using Resources. Chicago: Contemporary Books. 1993.
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Purpose and Details: Elements of Text

W

e read all sorts of materials in real life. The text may be short, as on a label, or very detailed as in an instruction booklet for doing your taxes. Every text has a subject, which is what the material is about. The subject of the tax booklet is of course, taxes. Text also has a purpose or intent for being. The author wrote the text to accommodate some need, like how to do something, make something, or describe something. The purpose of the tax booklet is to help you do your taxes. Along with the purpose come details. Details are simply facts, figures, and other information that supports the subject. These details can be essential to your goal or unnecessary to your goal. Learning to identify the essential details is needed when performing a task. 

The strategy for identifying purpose and details of a text is simple.

· Identify the subject of the text.

By reading the title or headings of a text you can get an idea of what the subject is. Study the text. 

What is the subject of this text? ____________________

· Identify the purpose of the text.

Skim the text to get an idea of what the author’s intentions are. 

What is the purpose of the text? _____________________________________


· Identify the essential or supporting details.
Now that you know the subject, you can look for details by asking

yourself: What single idea does all the details support? Keep only

the details that support your needs.

Name two details from the text.

________________________________________________

________________________________________________

________________________________________________

Purpose Transparency


Name ____________________________________ Date _________________

Getting the Intent

Skim the following section of a policy manual. Make a check mark (√) by any headings or titles. Circle any unfamiliar terms. Then answer the questions.


1.
What is the subject of this section? _____________________________________

2.
What is the purpose or intent of this section? ______________________________

3.
If you are the employee being disciplined and this is your second offense, list the details that you would be interested in knowing about.

___________________________________________________________________________________________________________________________________________________________________________________________________

_________________________________________________________________

4.
If you are an employer and need to discipline an employee with a first offense, which paragraph would you be interested in? 


_________________________________________________________________

5.
List the thinking steps you would use to answer the questions above.

a. ______________________________________________________________

b. ______________________________________________________________

c. ______________________________________________________________

Group Names ___________________________________________________

Date ______________________

Group Work for Identifying Purpose and Details

Pretend that you are a Safety Control Assistant at a local hospital. Your job is to help carry out hospital safety policy. You have been instructed to carry out a daily check on the Health and Safety stations on each floor. The following excerpt from a hospital manual will help you do your job.

	Northern Bay Hospital Manual

   Safety Policy      23



	HEALTH AND SAFETY STATIONS

It is Northern Bay Hospital’s policy to protect employees from exposure to harmful substances and the spread of disease, either airborne or through contact with skin or body fluids. To this end, the following Health and Safety stations are established and must be equipped at all times:

Eye Wash Stations 

Eye wash stations are well marked and located in each hospital wing, as well as in the kitchen and laundry.

EPE Stations

In compliance with OSHA regulations and the Centers of Disease Control (CDC) guidelines, an Employee Protective Equipment (EPE) station is clearly marked in each hospital wing and contains the following EPE:

· 6 waterproof disposable gowns

· 1 box each non-allergenic latex gloves: small, medium, large

· 1 box High Efficiency Particulate Air (HEPA) masks

(not to be used with known TB patients)

· 1 High Efficiency Particulate Air (HEPA) respirator

(to be used with a known TB patient until being transferred)

· 1 pair goggles

· 1 CPR mask with one-way valve




Read the excerpt and answer the questions.

1.
What is the subject of this text? _______________________________________

2.
What is your purpose or intent for reading this text? 


_________________________________________________________________

3.
List and explain two key details about the subject.

__________________________________________________________________________________________________________________________________

Name _________________________________ Date ____________________

Assessment for Identifying Purpose and Details

Use the following excerpt from a company manual to answer the following questions.


1. If you are an employer and have discovered one of your employees has been consistently late for work, what would your purpose be for reading this excerpt?

_________________________________________________________________

2.
Is your purpose and the purpose or intent of this excerpt the same? Why or why not?


_________________________________________________________________


_________________________________________________________________

3.
What is the subject of this excerpt? _____________________________________

4.
List at lease two details that will help you achieve your purpose.

a. ______________________________________________________________

b. ______________________________________________________________

5.
What are the thinking steps you used to answer the questions?

a. ______________________________________________________________

b. ______________________________________________________________

c. ______________________________________________________________

WAGE Competency R34:  Identifying objectives, intent, and all essential and supporting details of a document.  
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Care Instructions


Do not dry clean.


Machine-wash warm; use gentle cycle. If needed, use only nonchlorine bleach.


Tumble dry on low temperature. Do not iron.








THE HAND-TO-COUNTER METHOD OF COUNTING OUT MONEY





Do not look the customer in the eye when using the hand-to-counter method. Instead, focus on your hands. Start by placing the bills, highest on top, in the hand opposite the one you write with. Then one by one, using your other hand, take the bills off the top of the pile and place them in a pile on the countertop in front of you. You may count out loud or to yourself as you place the bills down. Look at the entire bill s it passes from one hand to the other and to the counter. In this way, you can also check for any torn or worn bills or counterfeits.





Section D – Disciplinary Steps





Discipline must be administered uniformly and indiscriminately. Efforts should be concentrated on preventing problems from occurring rather than disciplining employees for misconduct or poor performance. However, when discipline does become necessary, disciplinary action will be applied progressively except when the violation is serious enough to warrant immediate action. The steps of progression are as follows:





Oral Warning – In a private session between supervisor and employee, problem areas shall be outlined for the employee, including expected behavior, and standards and goals that are not being met. Within five working days, the employee shall be sent a letter summarizing the conversation.





Written Warning – Upon the second occurrence (within one year) or continued deficiency, in a private session, the supervisor will issue to the employee a written reprimand outlining problem areas and expected behavior. The employee will be requested to sign the letter acknowledging its receipt only. A copy will be placed in the employee’s Personnel File.





Section C – Reasons for Disciplinary Action





If an employee’s conduct falls below a desirable standard, they may be subject to disciplinary action. Any action reflecting discredit on JobSource, or is a hindrance to the county governmental function such as misconduct, inefficiency, incompetence, insubordination, indolence, malfeasance, or willful violation of these rules, may be cause for disciplinary action. 








