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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 minutes for a meeting.  Say, “Let’s pretend you are a experienced secretary with a local company and you have been asked to help a new secretary to write the minutes for a meeting. What are the thinking steps that you would want the new secretary to use as she learns what to do? 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 the minutes transparency and Writing the Minutes of a Meeting.

Thinking Steps for Competency W15.  


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. Choose the format and record essential data.

2. Identify each issue.

3. Summarize each major issue in a concise, accurate, objective manner.

Hook 1b

Get out the minutes transparency, Writing the Minutes of a Meeting, 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 minutes transparency 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 The Minutes that you have chosen for this exercise to each student.

Say, “Here is another case 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 Competency W15 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 W15:

85% on all worksheets

95% on Assessment for Competency W15
Resource Listing for W15:

Teacher-generated Materials:
Lil Williams

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

http://gcclearn.gcc.vccs.edu/adams/115 assign12.htm
http://www.green-office.com/info/dyk_takeminutes.htm
http://www.top.eli.orst.edu/~bengayed/minutes.html
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Writing the Minutes of a Meeting

S

ummarizing events and precise dialogue in an accurate, complete, and objective manner. What better place to use this skill than in recording the minutes of a meeting. Minutes from a meeting are an official record of what was discussed and agreed upon. This record shows actions and dialogue. It provides continuity to procedures and informs members who were not in attendance.

Minutes need to be written following a specified format. Minutes should include the following:

· Company name

· Meeting date, time and location

· Name of presiding officer and other attendants

· Agenda items discussed, decisions reached, and action decided on

· Names of persons making proposals and given assignments

· Adjournment

In order to understand why a decision was made, it is often necessary to summarize the important discussions leading up to the decision. Since the minutes are a summary of the meeting, it needs to be written following a summary guideline. The qualities of a summary are as follows:   

· Objectivity: No idea that is not the in the meeting should be included in the summary. No personal opinion of the meeting should be in the summary. No judgments (i.e.. whether the meeting was "good" or "effective") are permitted in a summary. 

· Completeness: The summary should contain every objective of the meeting.  Stating only the parts of the meeting, or only one objective and details to support it, will not give a complete idea of what the meeting was about. 

· Balance: Giving equal attention to each objective presented will result in an accurate summary.  

The goal of the summary is to give readers an objective, complete, accurate, balanced view of the meeting and its objectives. The summary should include sufficient information to provide the gist of both sides of the discussion without excessive detail. The tone of the meeting should be neutral, no bias. There should not be any personal animosity reflected in the minutes. They should simply report the facts presented. The minutes should also be written in layman’s terms. In other words, any non-technical person should be able to interpret what was said and done. Avoid business jargon and complex technical terms. Summing up, you should write in a concise, accurate manner taking care not to include any sort of subjective opinion.

So, what is my thought process when writing the minutes of a meeting? The minutes should be organized according to the issues discussed not necessarily in chronological order. After selecting a format, you will record the essentials such as date, time, names, etc. Now you need to identify the issues as they come up. Then, write down each issue complete with a summary that follows the guidelines above. Check for the accuracy of your writing. Always prepare the minutes as soon after the meeting as possible in order to better remember what transpired in the meeting. 

In a nutshell, you will

· Choose the format and record essential data.

· Identify each issue.

· Summarize each major issue in a concise, accurate, objective manner.

Name ___________________________________ Date _________________

The Minutes

Pretend you are the secretary for Acme, Inc.’s business meeting. The issues are as follows:

· New computers for the warehouse

· Increase in the insurance rates

· New administrator, Herbert Jones, in the purchasing department.

Create an agenda for this meeting. Fabricate any information that you need. Then, create the minutes for the meeting. Turn in all documentation.

Group Names _________________________________________________

Date ___________________
Group Work for Competency W15

Your group has just convened an important meeting. The discussion in the meeting was free flowing and did not follow any prescribed order. As a group, you are to invent the agenda for the meeting along with any other details that you need. With the “invented” agenda, write up the minutes of the meeting following an informal format. Turn in all documentation.

Name ____________________________________ Date _________________

Assessment for Competency W15

1. 
How is writing minutes of a meeting like writing a summary?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.
What is meant by being “objective” in writing a summary?

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
Should the writer of a summary “warm up” to the situation and point out his/her opinions of the issues? Why or why not?

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
List the thinking steps involved in summarizing.

a. ______________________________________________________________________

b. ______________________________________________________________________

c. ______________________________________________________________________

WAGE Competency W15:  Summarizing events and precise dialogue in an accurate, complete, and objective manner.  
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