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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 the transparency, Phone Message, on the overhead. Initiate discussion on completed forms. Say, “Define forms. What are some forms we use at work and at home? How are forms useful? A completed form would then be one that has been filled out. For instance the phone message that is displayed is a completed form. If I needed to find who made the call, 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 working with completed forms. 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 Getting the Right Stuff for this lesson.

Thinking Steps for Competency R9.  


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. Know what information you need to find.
2. Know the purpose of the form and be familiar with the layout of the form.
3. Scan the completed form to locate the information.
4. For more detailed information, go back and read carefully.
5. Use the information to complete the task.
Hook 1b

Pass 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:
Create a scenario in which the learner will be taught the skills and why the skills are necessary. 

Say, “Now I am going to model for you the use of the thinking steps we learned as I use the completed job application form to answer the questions. 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 to 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, Using the Form.
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 complete the assignment. When you have all finished, each of you will have a chance to model for the class the thinking steps we should used. 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 Working With Forms 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 R9:

85% on all worksheets.

Resource Listing for R9:

Teacher generated materials:


Lil Williams


Gettin’ the Right Stuff

Our personal and business lives are filled with forms: address change forms, job application forms, credit card forms, daycare application forms, and on and on and on. Each form has a purpose that is usually stated in the title of the form. Forms that ask for the same information may not always look the same. Become familiar with the way a form is set up. Whether we are at home or on the job, we use completed forms to perform certain tasks.

Getting information from a completed form to perform a task can be as simple as pulling the phone number from an intake form in order to call a student or as complicated as retrieving income tax information to file a tax return. To facilitate the process of using a completed form, use the following steps:

· Know what information you need to find.

· Know the purpose of the form and be familiar with the layout of the form.

· Scan the completed form to locate the information.

· For more detailed information, go back and read carefully.

· Use the information to complete the task.



For instance, the completed form below can be used by someone in the human resource department to determine if an applicant is eligible for hire.


What is the purpose of this form? 

This form gives the reader information regarding a job applicant.

If a regular full time employee were needed, would this applicant be eligible? Use the steps above to determine if this applicant is eligible for hire.

Yes, because she checked the Regular FT box.

Completed forms are used for a variety of tasks, at work and at home. 

Transparency for Competency R9


Name _________________________________ Date_________________

Using the Form -----------------------

Each form has a purpose. Forms ask for specific pieces of information that can be used to complete certain tasks. When reading a form for the first time, check out the title to understand the purpose of the form and then skim it to locate information that is needed.

You work at the Post Office located on Elm Street. Your job is to process the change of address forms. Use the form below to answer questions.


1. What is the purpose of this form? _____________________________________
2. Name five pieces of information you can get from this form:

a. ___________________________________________
b. ___________________________________________
c. ___________________________________________
d. ___________________________________________
e. ___________________________________________
3. You are entering the Delivery Stop Dates into the computer for the mail carriers. What is the date for this applicant? ________________
4. Explain how you use this form to make your job easier. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Group Name ________________________________________________

Date ________________

    Working with Forms 

Use the following information to complete this assignment.





WAGE Competency R9:  Using a completed form to locate information to complete a task.  
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Phone Message





For: ___Judy Harker_______________________


From: __Carol Ross______ Phone #___555-267-8080__





Date: ___10/11/200-_____Time: __10:00__





( Please Call 	( Will Call Back     





Subject:  I need information about the meeting on the 15th. ________________________________________________________________________________________________________________________________________________________________________


Message Taken by ____Kathy Morely______________________





Employment Application


B. E. Fair Inc.


Last Name __________________ First Name_____________ Initial____ Phone ____________________


Address___________________________ City ___________________ State ______ Zip _____________


Birth Date ______________________ Social Security Number __________________________________


Availability and Type of Employment


Date Available________________Time Preference:	M	T	W	T	F	S


( Seasonal     ( Regular FT     ( Temporary PT	_____	_____	_____	_____	_____	_____


Position Applying For


( Cashier			( Delivery			( Bookkeeping


( Sales				( Warehouse			( Office


Special Skills and Experience related to the job you are applying for:


________________________________________________________________________________________________________________________________________________________________________





Change of Address:





Old Address:





Name__________________________________________


Address________________________________________


City______________________ State___ Zip___________


-------------------------------------------------------------------------------


New Address:





Name__________________________________________


Address________________________________________


City______________________ State___ Zip___________


-------------------------------------------------------------------------------


Delivery Stop Date____1/1/2000___________________________





Jill Bower works for the Book Nook as an accounts payable clerk. She writes the checks for inventory purchases. Bob Dewhart has just sent her a purchase order written to the Neon Publishing Company for requested books. 





Complete the purchase order form. Use the information from the purchase order form to fill out the check.





Follow the steps for using a completed form to complete a task.





Purchase Order


 


To__________________________________________ Phone ___________________


Address ______________________________________________________________                                                         


--------------------------------------------------------------------------------------------------------------------


Ship To ______________________________________Phone___________________


Address ______________________________________________________________


--------------------------------------------------------------------------------------------------------------------


Date Required _____________ Ship Via ______________ Terms _______________





Title�
�
Author�
�
ISBN#�
�
Qty�
Unit Price�
Cost�
�
�
The Rainbow�
�
Stewart�
�
432-75-80�
�
4�
2.58�
�
�
�
All Call�
�
Daily�
�
254-76-93�
�
10�
3.15�
�
�
�
Mystery Man�
�
Robins�
�
077-26-42�
�
6�
3.98�
�
�
�
�
�
�
�
�
�
�
�
�
�
�



Thank you for your business!   _____________________________, Purchasing Agent

















No. 534                      





	 1045


Book Nook


     555 West Vermont


   Anytown, USA 55555						Date_____________________





Pay to the 


Order of_________________________________________________________________ $








___________________________________________________________________________________________________________Dollars





                     United Bank of America


		    Anytown, USA





For___________________________________              __________________________________________________              


545454545    343434    1045














