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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 Familiarity with Scanners.  Say, “Let’s pretend you are an experienced administrator with a local business and you have been asked to help a new manager review his report on scanners. The manager needs to make a general statement about the use of scanners in the company.  What are the thinking steps that you would want the new worker to use as he gathers his 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 Familiarity with Scanners and Reaching a Conclusion.

Thinking Steps for Competency W14.  


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. Identify the main idea of the event or situation.

2. Know what your purpose is for the situation.

3. Determine the reporting goals that relate to your purpose.

4. Evaluate your information.

5. Come to an objective conclusion.

6. Make a general statement about your conclusion. 

Hook 1b

Get out the ____(document, etc)___________ 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 transparency, Familiarity with Scanners, to model the skill for this competency.

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 Bottom Line 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 Competency W14,  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 W14:

85% on all worksheets

95% on Assessment for Competency W14
Resource Listing for W14:

Means, Tom. Communication for the Workplace. Cincinnati: South-Western Educational Publishing. 2001.
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Familiarity with Scanners

Reaching a Conclusion

A

s you go through the workday, you are required to form an opinion or come to a conclusion about situations, information, or people. Reports are often used by administration to come to an understanding in order to make decisions or problem-solve. The ability to generalize about a situation using specific reporting goals is an effective workplace skill. Let’s examine this using an example.

[image: image4.wmf]A report writer will use graphics to support  specific goals in the report. Graphics help the audience visualize what the report is about; after all, you remember what you see longer than what you read. Before reading the report you need to identify the main idea of the report is. This report concerns portable computers. But what is your purpose for reading this report? Your next step is to determine your purpose for the situation. You have been asked to evaluate the growth of portable computers. Your purpose then is to make a general statement about the growth of the portable computer market.  

Now you need to read, reflect on and organize the information from the report in order to form an independent conclusion. Look for those reporting goals that relate to your purpose. You will be looking at varying points of view in the report. After analyzing and assessing the relative weight/authority/reliability of these varying points of view you will be able to demonstrate an understanding of the significance of the findings. As you evaluate your information, allow yourself to come to an objective conclusion. A conclusion is an opinion based on interpretation of the data. An objective conclusion is one based on fact and not emotion. It is bias-free. Look at the multiple-line graph. What general statement can you make about the growth of the portable computer market since 1993? If you said that the sales of portable computers have grown then you are correct. The final step then is to make a general statement about your conclusion.
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Use the following tips for making general statements about specific reporting goals.
· Identify the main idea of the event or situation.

· Know what your purpose is for the situation.

· Determine the reporting goals that relate to your purpose.

· Evaluate your information.

· Come to objective conclusion.

· Make a general statement about your conclusion. 

Name _____________________________________ Date ________________
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Bottom Line

Pretend you are a dietician and you have just received the memo report above. Read it and answer the questions.

1. Identify the main idea of the event or situation. ______________________________________________________

_________________________________________________________________________________

2. Know what your purpose is for the situation.

___________________________

_________________________________________________________________________________

3. Determine the reporting goals that relate to your purpose. __________________________

______________________________________________________________________________________________________________________________________________________________________________________________________________________________

4. Evaluate your information. ____________________________________________________

__________________________________________________________________________

5. Come to objective conclusion. __________________________________________________

__________________________________________________________________________

6. Make a general statement about your conclusion. __________________________________

____________________________________________________________________________________________________________________________________________________

Group Names ____________________________ Date ________________

Group Work for Competency W14
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This chart was part of a report on technology conferences. You have been delegated the responsibility of planning next year’s conference. You need to come up with a idea for the amount of people that may be attending next year. Follow the steps for making a statement about specific reporting goals to help meet your goal.

1. Identify the main idea of the event or situation. ______________________________________________________________________________________________________________

2. Know what your purpose is for the situation.

__________________________________________________________________________

3. Determine the reporting goals that relate to your purpose. 

____________________________________________________________________________________________________________________________________________________

4. Evaluate your information. ______________________________________________________________________________________________________________________________________________________________________________________________________________________________

__________________________________________________________________________

5. Come to objective conclusion. __________________________________________________________________________

__________________________________________________________________________

6.   Make a general statement about your conclusion. 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________
Name ____________________________________ Date _________________

Assessment for Competency W14

1.
List the thinking steps for this competency.

a. ______________________________________________________________________

b. ______________________________________________________________________

c. ______________________________________________________________________

d. ______________________________________________________________________

e. ______________________________________________________________________

f. ______________________________________________________________________


2.
The report was presented during the board meeting. As a member of administration you will analyze the information presented. This chart indicates the 2000 sales totals by regions. You need to make a decision regarding the future of the New England region. Make a general statement about the sales in that area.


____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
What are some recommendations that you might make regarding the future of that region?


___________________________________________________________________________________________________________________________________________________________________________________________________________________________

WAGE Competency W14:  Stating general impressions of an event or situations as they relate to specific reporting goals.  








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. 
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