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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 Workplace Crossword Puzzle. Begin a discussion on workplace vocabulary and abbreviations. Say, “Let’s pretend you are an experienced chef with the Gourmet Cafe and you have been asked to help a new worker to write a recipe using culinary terminology. Why do you think it would be important to spell the words correctly? Why are abbreviations important? Is correct spelling necessary for an abbreviation? What are the thinking steps that you would want the new worker to use as she started to write the recipe? 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 Spellings and Shortcuts for this lesson. 

Thinking Steps for Competency W1.  


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 the task-related word or words that you are using.

2. Write the word.

3. Proof your finished writing.

4. Use a dictionary or glossary to correct any spellings you are not sure of.

5. Make the necessary corrections.

Hook 1b

Get out the Spellings and Shortcuts and the sheet of paper where you recorded learner responses in Hook 1a.

Say, “Let’s look at the crossword puzzle of workplace words that are fairly common. Working crossword puzzles is one way to improve your spelling. After we complete this less we will evaluate the answers that were given in our brainstorming session. 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: Create a scenario that would help the learner visualize the situation and the need to learn the skill.

Say, “Now I am going to model for you the use of the thinking steps we learned as I write a recipe for chocolate soufflé (or any recipe that you know). 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.

Use the overhead to write the recipe. 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 Spelling #1 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 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 Spelling #2 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 W1:

85% on all worksheets

95% on Spelling Assessment
Resource Listing for W1:

Echaore-yoon, Susan. Reading Skills That Work: A functional Approach for Life and Work. Chicago: Contemporary Books.1991.

[image: image2.wmf]LeFaivre, Phil. Word Power: Spelling and Vocabulary In Context, Advanced 1. Contemporary Books: Chicago. 1997


WORKPLACE CROSSWORD PUZZLE

Spellings and Shortcuts

O

ur lives flow with a constant stream of words. These words make up a vocabulary for different areas of our lives. The workplace has its own unique vocabulary. These words are task-related. Success in our jobs depends on our ability to know how to use these words. We are expected to know how to spell them, how to define them and how to use them in the proper context. Let’s look at an everyday task we do at home, cooking. Cooking has many task-related words such as dredge, chop, dice, grate, and many more. Knowing how to spell these correctly would be necessary to writing a recipe for someone to follow. 

Whenever you are writing, whether it is a recipe, document, or memo, proofread your writing. If you find misspelled words, correct them. If you are not sure about the spelling, use the dictionary or glossary to correct the word. Remember that the context will determine the correct spelling of some words. For instance, great and grate sound alike but are spelled differently and have two different meanings. Grate is a cooking term and great is an adjective. 



(Practice:  Directions: Use task-related words to complete the crossword puzzle.

Across

2. all employees of a company

4. a company rule or guideline

5. a person that you work with in a workplace

6. a person in charge of a group of workers

8. a section within a company

Down

1. a person or group 

that pays others to work for it

2. the way a task is done

3. a note that reminds a worker about something important about work or the workplace

7. the fixed amount that you are paid regularly

Workplace Vocabulary

coworker

salary


department

policy


memorandum
    
procedure

employer

supervisor

personnel



A

bbreviations work with task-related words to create shortcuts and save space in written copy. The workplace has many abbreviations. The newspaper uses abbreviations in their advertisements. The words are made shorter by taking certain letters out. The abbreviation wrkrs stands for workers. Other examples are:pres.– president, pg.– page. There are many common abbreviations used at the workplace and at home. 

It is also necessary to spell abbreviations correctly in order for them to make sense. Whenever you use abbreviations in your writings check to see that you have them spelled correctly. Proofread your writing. Use a dictionary or other resource if necessary.   

(Practice:  Read each sentence. Write the abbreviation for the term that is in bold type. Use the abbreviations in the box to help you.

__________ 1.
The recipe calls for one teaspoon of nutmeg.

__________ 2.
Please complete the form as soon as possible.

__________ 3.
Females are encouraged to apply for the manager’s job.

__________ 4.
Take out all invoices from the miscellaneous file.

__________ 5.
This memo is in reference to the staff meetings. 




How to study a word:

1. Know the task-related word you are using. 

a. How many syllables does it have?

b. Do you know what the word means?

2. Write the word.

a. How is each sound spelled?

b. Can you form the letters carefully?

3. Proof your work.

a. Did you spell the word correctly?

b. Never depend on a spell and grammar check on the computer.

4. Use a dictionary or glossary to check spelling.

a. Workplaces have dictionaries or manuals where you can check spelling.

5. Make the necessary corrections.

One key to successful workplace writing is correct spelling of task-related words and abbreviations. Dictionaries and glossaries are tools that can help. Computers also have spell and grammar checks. 



Name _________________________________ Date ____________________


Spelling #1

Pretend you are writer for a food magazine. From the list of words you are to write a magazine article on food. 

First you are to check the words to see if any are misspelled, list any misspelled words on the lines provided. 

Then follow the thinking steps you have learned on spelling task-related words and abbreviations to write your article.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Group Name ____________________________________________________ Date ___________________

Spelling #2

The clerk for ACE Construction has been given the following list of tools to order.  Use the thinking steps you learned for spelling task-related words and abbreviations to fill out the order form. Watch for misspelled words. Abbreviate words such as pound.



	ACE Construction Order Form

4433 State Street 



555-444-3333    

Anytown, Anystate       00000

555-666-7777 Fax

	Vendor #


	Vendor
	Vendor Address

Vendor Phone

	Qty
	Item #
	Description
	Cost
	Total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ORDER TOTAL
	



Name ______________________________________ Date _______________

Spelling Assessment

One word in each group is misspelled. Circle the misspelled word, then write it correctly.

1.
borrow
disclose
depandent

__________________________

2.
interprat
exempt
accurate

__________________________

3.
divulge 
disaster
elimanate

__________________________

4.
avoid

withdraw
calcalate

__________________________

5.
duplecate
balance
adjustable

__________________________

6.
authorize
spose

debit


__________________________

7.
excessive
precise
accommodate
__________________________

8.
receipt
guarrantee
deficiency

__________________________

Proofread and write

Kwan planned to get help with his taxes this year. He made an appointment with someone at the IRS. He wrote these questions out so he would remember to ask them. Kwan made four spelling mistakes. Cross out the misspelled words. Write the correct spellings above them. 


WAGE Competency W1:  Spelling task-related words and abbreviations correctly.  








Copyright © by Pulaski County Special School District Adult Education WAGE Training Program


No part of this curriculum may be reproduced in whole or in part, stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording or otherwise, without written permission from WAGE Training Program.


For permission information contact:  WAGE Training Program, 4300 Haywood, North Little Rock, AR 72114. 








Abbreviations:	     F     	tsp.     ASAP     	misc.     ref.     Sept.





chocolate ice cream		sweet and sour pork


spagetti			strawberries


hamburgers			artechokes


spair ribs			pecon pie


cheese Danish		roast turkey


crab				walnut torte


_____________________________________________


________________________________________________________________________________________________________________________________________________________








Tool Want List





phillips screwdriver (2)


slotted screwdriver (2)


4-pound stepping hammer (1)


tack hammer (1)


plastick googles


small cable cutters, 200pr (1)


large cable cutters, 3600pr (1)


flashlite


metal cutting hacsaw (1)


keywhole saw (1)


files


honeing stone (2)


lineman’s wrench (1)


adjusteble wrench (1)


electric drill


star drill for masnry


bits, ¼, 3/8 ½  (2 ea)


aim impect wrench


torgue wrench


staple gun


snieps





Questions for IRS


How do you intrepret the rule on child-support payments? Can I eliminate the $200 a month I pay my ex-wife from my total income?


I think my employer made a mistake on my W-2 form. I do not think the numbers are accerate. What should I do?


Can I claim my mother as a dependent? I pay most of her bills. I estimate I spend $500 per month for her food and other expenses.


I had to borrow money to buy my house. Is the interest I pay on this loan exampt from income tax?


Is the information I give you kept secret or will you discloze it to others? 








Pulaski County Adult Education, June/2004


