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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
Begin the discussion on reading skills by displaying the newspaper. Say, “The newspaper is too much to read in the short amount of time we have during the day. We can take short cuts by using skimming and scanning skills. What do you think would be the first thing that should be done when you skim or scan? 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 Skimming and Scanning for Information for this lesson.

Thinking Steps for Competency R7.  


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. Determine your purpose for reading; purpose decides whether you will skim or scan or both.

2. If scanning, visualize what the information looks like and quickly move over the text looking for the information.

3. Use headings and other aids to find information quickly.

4. If skimming, quickly move eyes over material looking for the main idea.

5. Read the topic sentence and first sentence of every other paragraph.

6. Selectively read and skip through sections of the passage. 

7. Notice any italicized or boldfaced words or phrases.

8. Read the last paragraph for summary information.

Hook 1b

Pass out handouts to students and prepare the sheet of paper where you recorded learner responses in Hook 1a to be posted.

Say, “We are going to evaluate your answers. You gave me the following answers.” 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:   Set up a scenario in which the learner will master scanning and skimming skills and understand why these skills are necessary. 

Say, “Now I am going to model for you the use of the thinking steps we learned as I follow the directions to complete Skimming for Information and Scanning for Information. 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 you 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 the assignment, Skimming or Scanning, which you have chosen for this exercise to each student.

Say, “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 skim and scan the text. 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 completed these assignments. 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, On the Job, 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 R7:

85% on all worksheets

90% on Evaluation: Skimming and Scanning

Resource Listing for R7:

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

[image: image3.wmf]Readers use a variety of skills when perusing text. These skills range from finding the main idea to sequencing to conclusion. This lesson will focus on skimming and scanning for information. 

By definition, skimming is the practice of reading quickly through text to learn the main idea.  Scanning on the other hand is the practice of glancing quickly through text to find a particular piece of information. Skimming and scanning can be used to quickly determine the main idea or to locate facts quickly. 

To best illustrate these skills, we will use the daily practice of reading the newspaper. To use skimming and scanning, determine your intent for reading or the facts sought. Scan the headlines, index, or picture captions. When scanning, remember to state the specific information you are looking for. Try to anticipate how the answer will appear and what clues you might use to help you locate the answer. For example, if you were looking for a certain date, you would quickly read the paragraph looking only for numbers. Use headings and any other aids that will help you identify which sections might contain the information you are looking for. 
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Reading experts agree that most people read the headlines of a newspaper carefully. This allows them to decide if they wish to read the article. Headlines inform readers what the topic is and what has occurred. Many readers read a headline more than once to completely understand it. Quickly move eyes over the reading material – focus on the page headings and sub-headings, discarding information that is obviously not related to reading intent. Selectively read and skip through sections of the passage. Locate as quickly as possible the key or topic sentence of each paragraph. Read the first sentence of every other paragraph. Notice any italicized or boldface words or phrases. Read carefully the last paragraph for summary information. Practice skimming and scanning to locate information – repeated practice will increase speed.
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If the article contains pertinent information such as a name, a date, or a location, needed for an assignment or work, the article can be scanned for the information. Readers can also skim and scan the local ads for sales in local stores. If they are looking for a job, or buying a house or a used car, they can skim and scan the classified for information. 

To utilize skimming and scanning skills, remember the following steps:

· Determine your intent for reading; intent decides whether you will skim or scan or both.

· If scanning, visualize what the information looks like and quickly move over the text looking for the information.

· Use headings and other aids to find information quickly.

· If skimming, quickly move eyes over material looking for the main idea.

· Read the topic sentence and first sentence of every other paragraph.

· Selectively read and skip through sections of the passage. 

· Notice any italicized or boldfaced words or phrases.

· Read the last paragraph for summary information.



Skimming for Information

You can skim, or read quickly, through a text to find out what it is about. Look at the headings and subheadings, and at type that is in bold or italics.  



Skim the heading and text of this cookbook excerpt. Circle the choice that best tells what it is about. 
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1.

How to trim fat from ham slices



2.
How to broil ham slices



Skim the following text. Then circle the number of the choice that tells what each paragraph is about.
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Paragraph 1:

1. Why you should cook fish at a high temperature

2. Why you should cook fish at a low temperature

Paragraph 2:

1. Why fish breaks easily

2. How to tell when fish is cooked

Scanning for Information



_____ 1.  How many pounds of chicken do you need for this recipe?

_____ 2.  How many people does this recipe serve?



Scan the recipe above to answer the questions.

1.
At what temperature should the chicken be roasted? ______________________

2.
How long should the chicken cook? ____________________________________

3.
About how often should the chicken be basted? __________________________

4.
Which vegetable is used in the recipe? _________________________________

Name__________________________________ Date________________

Scanning or Skimming?

Skimming and scanning skills help you to read words quickly. You read faster because you do not read each word. 

When you want specific facts such as a name or date, you scan the text. When you want a general idea of what the text is about, you skim the text. For example, you skim a few paragraphs of a magazine article to see if it interests you enough to read it all. You scan a store ad to check the sale prices for a specific item that you know is on sale. 

To help you scan and skim, keep your purpose in mind.

Scan for specific information; skim for the main idea.

Answer the questions. Decide when you would skim or scan reading material.

1. Suppose you’re reading a newspaper. You see an article about jobs. You wonder if it might have useful information. How would you read the article? Why?

__________________________________________________________________________________________________________________________________________________________________________________________

2. Let’s say you’re going to prepare a chicken recipe. You need to know how much chicken to buy. How would you read? Why?

__________________________________________________________________________________________________________________________________________________________________________________________

3.
a.
Suppose you want a part-time job as an office worker. How would you read the “help wanted” ads? Why?


__________________________________________________________________________________________________________________________________________________________________________________________

b. To see if the job is something that you’d like to do, would you skim or scan

an ad? Why?

__________________________________________________________________________________________________________________________________________________________________________________________

Group Names________________________________________________

Date__________________________

On the Job

Imagine that you’re in a workplace. You get the memo below. Find the main point of the memo by skimming it. Then answer the questions. Find the answers by scanning.


1.
The main point of this memo is: _______________________________________


________________________________________________________________

2.
When must you start following the new procedures?


________________________________________________________________

3.
Suppose a service person comes to repair the copier in the accounting department. What must the receptionist do?


________________________________________________________________

4.
Let’s say your supervisor had a visitor. He asks you to show the visitor out of the building. Where do you take her?


________________________________________________________________

5.
A relative visits you at work. She would like to tour the company. Could you take her around? Why or why not?


________________________________________________________________


________________________________________________________________

Name ____________________________ Date______________________

Evaluation: Skimming and Scanning

To help you find certain information in a book, use either the table of contents or the index. From the table of contents you can get a good idea of the subject matter in a book – what the major topics are and the sequence in which they will be discussed. From the index you can learn where specific topics, persons, or titles are discussed.

By skimming books, letters, and other reading material, you can get general idea of their contents. When you need to find specific information in reading material, use your scanning skills.

Answer the questions.

1. How can you use the table of contents to help you skim through an employee handbook?

__________________________________________________________________________________________________________________________________________________________________________________________

2. How can you use an index to help you scan for information in a procedures manual?

__________________________________________________________________________________________________________________________________________________________________________________________

3. What’s the difference between reading for pleasure and reading to do something?

__________________________________________________________________________________________________________________________________________________________________________________________

4. Do you think a fast reading rate helps a person understand better?

__________________________________________________________________________________________________________________________________________________________________________________________

5. How might a lack of skimming and scanning skills cause a person difficulty on a job?

__________________________________________________________________________________________________________________________________________________________________________________________

WAGE Competency R7: Skimming and scanning to determine whether or not text contains relevant information.  
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Broiling Ham Slices


With a sharp knife, remove all visible fat from a center cut of ham, which has been cut about 1-inch thick. Broil the ham about 2 inches from heat, turning once while broiling. For fully cooked ham, broil 15 minutes. For uncooked ham, broil 25 minutes. 





Preparing Fish


Fish should be cooked at a low or moderate heat. If it is cooked at too high a temperature or for too long it will get dry and tough.





It is easy to tell when fish is cooked. Raw fish has a watery, translucent look. After it has been cooked, fish becomes opaque and milky white, and the flesh separates easily into layers or flakes.  If there are any bones in the fish, the flesh will fall away from the bones easily. Most cooked fish tends to break easily so it should be handled with care. 





When you scan for information, you read quickly to find specific information. Look at numbers and amounts, ingredients, and cooking time. 





Scan the following recipe and answer the questions that follow.








Roast Chicken


1        4-pound roasting chicken			1      	small onion


1/2     teaspoon salt				1/2	teaspoon ground thyme		


1/8     teaspoon pepper				1/4 	cup (1/2 stick) melted margarine	





Wash the chicken, drain it, and remove all the fat with a sharp knife, but do not remove the skin. Sprinkle the inside of the chicken with salt and pepper. Put the onion inside the chicken and then truss the chicken. Place the chicken on a rack in a roasting pan in the oven. Bake the chicken in a preheated, moderate oven (350(F) for about 1-1/4 hours to 1-1/2 hours or until the legs of the chicken will move easily. Combine the thyme with the melted margarine and use it to baste the chicken about every 15 minutes while it is baking. Serves 6.





To:	All Employees


From:	The President


Date:	September 23, 200-


Subject:  New procedures for visitors





As of October 1, 200-, new procedures for visitors to the company will begin.





All visitors – personal and business – must wait in the lobby. An employee must escort them to and from the lobby. A visitor must always leave the building by way of the lobby.





The receptionist will call the proper employee about a visitor. The receptionist will record the time that a visitor enters and leaves the building. 





If an employee expects to give a company tour, it must first be cleared with his or her supervisor. At least two days’ notice must be given. That way department managers will be aware of possible visitors in their area.





Should you have any questions about the new procedures, please refer them to your supervisor or the Personnel Department.











If an employee expects to give a company tour, it must first be cleared with his or her supervisor. At least two days’ notice








