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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 Batch Pick Case Label Description used by Quality Foods, Inc.  Say, “Let’s pretend you are an experienced worker with Quality Foods, Inc. and you have been asked to help a new worker to locate specific information about the customer listed within this text. What are the thinking steps that you would want the new worker to use as she began to locate the required information? 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 Locating Information and Batch Pick Case Label Description.

Thinking Steps for Competency R6.  


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 information required.

2. Use a reference tool to locate page if necessary.

3. Scan the text to locate the specific topics needed.

4. Scan for all possible related topics.

5. Identify the information required to answer questions or solve the problem.

Hook 1b

Get out the Locating Information, Batch Pick Case Label Description, 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 a workplace document to introduce 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 Finding What You Need that you have chosen for this exercise to each student.

Say, “Here is another example of locating information 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 Group Work for Locating Information 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 R6:

85% on all worksheets

95% on Assessment for Competency R6

Resource Listing for R6:

Electrical Trainee Guide. Prentice-Hall: New Jersey. 2000.

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.
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Locating Information

Finding information is not always easy. In the workplace you often need information to answer questions or solve problems. You can use workplace reference materials to do your job. Using reference tools will speed up the process of finding what page to turn to. You are already familiar with skimming and scanning. These two skills can be used to find the information after you have gone to the correct page or pages. 
Use the following steps to help you in locating information:

· Define the information required.

· Use a reference tool to locate page if necessary.

· Scan the text to locate the specific topics needed.

· Scan for all possible related topics.

· Identify the information required to answer questions or solve a problem.
(Practice

Pretend you are an electrician and you need information regarding the title block on blueprints. Use the text below to answer the questions that follow.

[image: image4.wmf]
[image: image5.jpg]— | ELECTRICAL | «Sain
i [ DISTRICT HOME
| LAUNDRY BUILDING

Professional & - A COU \IT\’,”AKL;INV-\

S1emP "G LEWIS CRAIG, ARCHITECT ¢

WAYNESBORO, VIRGINIA
A DRAWN CHECKED REVIS

L o 15 | ofer | ‘J},\_, GLC |

Figure 1 Typical architect's title block

TOF0B.EPS.





[image: image6.jpg]ENGINEER'S TITLE BLOCK ——l

NAME AND ADDRESS OF PROJECT —I

BRANCH BANK FOR

THE CULPEPER
NATIONAL BANK

LIGHTING PLAN

‘ N ELECTRICAL BROWN & |A
R BROWNING
& cmomesyie o || ARCHITECTSIA
| Q‘ &Q VIRGINIA LL VIRGINIA 22648
| N e g rafomnl
‘ _IT ‘[ = [io-24-02

Figure 2 Title blocks

APPROVAL BLOCKS

ARCHITECT'S
TITLE BLOCK

110F09.EPS







1. If you are a consulting engineer, what paragraph would you look under? _______________

2. In what paragraph would you look for location of the title block? ______________________

3. Where does the title block go? _________________________________________________
4. What reading skill are you using as you look for this information? _____________________
BATCH-PICK

CASE LABEL DESCRIPTION

THE CASE LABEL IS THE LABEL THAT IS PLACED ON TOP OF EACH CASE, PAIL, OR ITEM SELECTED. THE SHADED AREAS CONTAIN THE INFORMATION NECESSARY DURING THE SELECTION AND DELIVER PROCESS. THE COMPUTER WILL PRINT ONE LABEL FOR EVERY CASE ORDERED.

1.
LOC: THE WAREHOUSE LOCATION OF THE PRODUCT TO BE SELECTED.

2.
EA/CS: TELLS THE SELECTOR TO PICK AN “EACH” OR A “CASE”.

3.
QUANTITY 4 OF 5:
THE NUMBER OF CASES OF ONE ITEM. QUANTITY 4 OF 5 SPECIFIES THAT THIS LABEL IS FOR THE FOURTH CASE OF A TOTAL OF FIVE FOR THIS CUSTOMER, ONE FOR EACH CASE.

4.
DESCRIPTION: THE DESCRIPTION OF THE PRODUCT TO BE SELECTED.

5.
ITEM NO:
THE QUALITY FOODS PRODUCT IDENTIFICATION NUMBER.

6.
PACK/SIZE:  THE SELLING PACK SIZE OF THE PRODUCT.

7.
BATCH NUMBER:  THE BATCH NUMBER OF THE LABEL. THIS NUMBER IS ASSIGNED BY DATA PROCESSIN, AND USED FOR INTERNAL OFFICE USE.

8.
CUSTOMER NO:  THE QUALITY FOODS CUSTOMER IDENTIFICATION NUMBER.

9.
INVOICE NO: THE INVOICE NUMBER ASSIGNED TO THAT PARTICULAR CUSTOMER.

10.
CUSTOMER NAME:  THE CUSTOMER NAME OF THE ACCOUNT.

11.
RUN NO:  THE “RUN” (ROUTE) NUMBER THE PRODUCT WILL BE DELIVERED ON.

12.
UPC: THE “UNIFORM PRODUCT CODE” NUMBER ASSIGNED TO THE PRODUCT.

13.
DATE: THE CALENDAR DATE THE CUSTOMER IS TO RECEIVE THE PRODUCT.

14.
STOP NUMBER: THE DESIGNATED STOP NUMBER FOR DELIVER. THIS NUMBER SHOULD COINCIDE WITH THE DRIVERS INVOICE AND WILL HELP THE DRIVER TO OFF-LOAD HIS DELIVER MORE EFFICIENTLY, ACCURATELY AND EXPEDIENTLY.

Name _______________________________________ Date ______________

  Finding What You Need!

As an electrician you need to know how to read electrical blueprints. Specifically you need to know what goes on the title block in order for you to complete your title block.  Use the thinking steps for locating information in text to answer the questions that relate to the following table of contents and figures.




1.
What section would you look in to find out about blueprints? _________________________

2.
You need to find information about title blocks, what page do you turn to?_______________

· Now that you are on the correct page, you need to study the design of the title block to see which one meets your criteria. Study the two examples in the figures below. You are the consulting engineer.

3.
Compare and contrast the two title blocks.


_________________________________________________________________________

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
Name the figure of the title block that you would use. Justify your choice.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



5.
Name the thinking steps you used to answer the questions.

a. ____________________________________________________________________________________________________________________________________________
b. ____________________________________________________________________________________________________________________________________________

c. ____________________________________________________________________________________________________________________________________________
d. ____________________________________________________________________________________________________________________________________________
e. ____________________________________________________________________________________________________________________________________________

Group Names____________________________________________________ Date _________________

    Group Work for Locating Information
Now that the title block is completed, you need to find out information on the approval block. Find the required information using the following table of contents and text.




1. Blueprint Layout is in the 2.0.0 section, you need information on the approval block. On what page will you look? ____________


2. As the electrical engineer you need to find where you sign. Scan the text above to locate the information you need. Where do you sign? 
__________________________________________________________________________________________________________________________________

3. Locate the paragraph that indicates all required personnel have checked the drawings. Which of the figures above shows this information? __________________________

4.
Where does this approval box belong on the blueprint? ________________________

5.
Study the approval box to determine if your signature is all that is required of you. Read the text also. What is your conclusion?

___________________________________________________________________________________________________________________________________________________________________________________________________

6.
Name the thinking steps you used to answer the questions.

a. ____________________________________________________________________________________________________________________________
b. ____________________________________________________________________________________________________________________________
c. ____________________________________________________________________________________________________________________________

d. ____________________________________________________________________________________________________________________________________________________________
e. ____________________________________________________________________________________________________________________________________________________________________________________________________________________________
Name _____________________________________ Date _____________

Assessment for Competency R6

You need to know information regarding the nutritional value of certain seafood. The chart below is the one you have located. Use the chart to answer the questions that follow.

	F I S H  A N D  S E A F O O D 



	Species
	Calories
	Protein

(Grams)
	Fat

(Grams)
	Cholesterol

(Milligrams)

	Snails
	75
	14.40
	1.90
	N/A

	Snapper
	100
	20.51
	1.34
	37

	Sole
	91
	18.84
	1.19
	48

	Squid
	92
	15.58
	1.38
	233

	Striped Bass
	97
	17.73
	2.33
	80

	Swordfish
	121
	19.80
	4.01
	39

	Trout (Rainbow)
	118
	20.55
	3.36
	57

	Tuna (Bluefin)
	144
	23.33
	4.90
	38

	Tuna (Skipjack)
	103
	22.00
	1.01
	47

	Tuna (Yellowfin)
	108
	23.38
	0.95
	45


1.
How many grams of protein are in snails? __________

2.
Does snapper or swordfish contain more protein? __________

3.
How many milligrams of cholesterol are in striped bass? __________

4.
Does bluefin tuna or squid have less cholesterol? __________

5.
How many fat grams are in rainbow trout? __________

6.
Name the thinking steps you used to answer the questions.

a. ____________________________________________________________________________________________________________________________________________
b. ____________________________________________________________________________________________________________________________________________
c. ____________________________________________________________________________________________________________________________________________
d. ____________________________________________________________________________________________________________________________________________
e. ____________________________________________________________________________________________________________________________________________
WAGE Competency R6:  Locating pages, titles, paragraphs or charts needed to answer questions or solve problems.  
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Approval Block





The approval block, in most cases, will appear on the drawing sheet as shown in Figure 3. The various types of approval blocks (drawn, checked, etc.) will be initialed by the appropriate personnel. This type of approval block is usually part of the title block and appears on each drawing sheet.


	On some projects, authorized signatures are required before certain systems may be installed, or even before the project begins. An approval block such as the one shown in Figure 4 indicates that all required personnel have checked the drawings for accuracy, and that the set meets with everyone’s approval. Such an approval block usually appears on the front sheet of the blueprint set and may include:


Professional stamp – Registered seal of approval by the architect or consulting engineer.


Design supervisor – Signature of the person who is overseeing the design.


Drawn (by) – Signature or initials of the person who drafted the drawing and the date it was completed.


Checked (by) – signature or initials of the person who reviewed the drawing and the date of approval.


Approved – Signature or initials of the architect/engineer and the date of the approval.


Owner’s approval – Signature of the project owner or the owner’s representative along with the date signed.








2. 1. 0 Title Block





The architect’s title block for a blueprint is usually boxed in the lower right-hand corner of the drawing sheet; the size of the block varies with the size of the drawing and with the information required. See Figure 1. 


	In general, the title block of an electrical drawing should contain the following information:


Name of the project


Address of the project


Name of the owner or client


Name of the architectural firm


Date of completion


Scale(s)


Initials of the drafter, checker, and designer, with dates under each


Job number


Sheet number


General description of the drawing


	Every architectural firm has its own standard for drawing titles, and they are often preprinted directly on the tracing paper or else printed on a sticker, which is placed on the drawing.


	Often, the consulting engineering firm will also be listed, which means that an additional title block will be applied to the drawing, usually next to the architect’s title block. Figure 2 shows completed architectural and engineering title blocks as they appear on an actual drawing.
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