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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 a memo.  Say, “Let’s pretend you are an experienced administrative assistant with a local company and you have been asked to help a new secretary to write a memo. What are the thinking steps that you would want the new secretary to use as she wrote the memo? 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 memo transparency and Writing in the Workplace.

Thinking Steps for Competency W17.  


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. Define your purpose for writing.

2. Determine your audience.

3. To gather facts and organize your thoughts.

4. Select a format.

5. Write your first draft.

6. Proofread and edit your first draft.

7. Write your final draft.

8. Distribute your writing.

Hook 1b

Get out the memo transparency, Writing in the Workplace, 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 memo transparency to create a scenario in which to model the skill for the 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 Writing a Letter 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 assignment, Group Work for Writing a Communication, 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 W17:

85% on all worksheets

95% on Assessment for Writing a Communication
Resource Listing for W17:

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

The importance of writing in the workplace cannot be stressed enough. We communicate our needs through our writings. For us to communicate effectively and get what we want it is necessary to plan our writing. Let’s look at how to accomplish this.

First, you need to determine your reason or purpose for writing. Why am I writing this? There are several reasons for writing including persuading, informing, explaining, and to promote goodwill. After you decide on the purpose you need to look at who will receive this communication or determine your audience. Your audience will influence several choices that you have to make. Some of those choices are the words you use, the tone of your message, and the format. Pretend you have to send a memo about the new time schedule. How would your memo differ if you sent it to your supervisor? A co-worker? A customer? 

Now that you know purpose and audience, it is time to gather facts and organize your thoughts. Once again consider your audience. Be empathic; put yourself in his/her place and think about what details he/she would need to know in order to understand your message. Use the five W’s and an H questions to help you establish important details. 

The next step is to select a format. The three major formats in business are memos, letters, and reports. 

	Memo
	Letter
	Report
	Email

	A brief message from one co-worker to another within the company, it has its own form.


	A letter is used to communicate outside the workplace, such as customers and business associates.
	A report is used to communicate technical data and findings to other employees or others.
	Electronic mail sent over the Internet

	Memorandum

To:

From:

Subject:

Date:

Body of memo


	Letterhead

Date

Letter Address

Salutation

Body

Complementary Close

Signature


	Reports vary. Routine reports are written on a form. Accident or incident reports are on forms. 

Special reports are not written on a form but do follow a specific format. 

· Description of purpose

· Facts in writing and graphics

· Conclusion


	Email is an informal form comparable to the memo that has become popular in home and business communications. Email has the capabilities of carbon copy to whomever. 


After selecting the proper format, write your first draft. Be concise and accurate when you write. Create a positive tone to get your point across in an effective way. Check your choice of words. Try not to offend anyone, stay with words that are bias-free. Next proofread and edit your first draft. Check for grammar and spelling mistakes. Write your final draft. 

The final step is to distribute your writing. Send your communication to the appropriate places taking care to have copies for your own files.


To summarize, 

· determine your reason or purpose for writing.
· determine your audience.

· gather facts and organize your thoughts.

· select a format.

· write your first draft.

· proofread and edit your first draft.

· write your final draft.
· distribute your writing.

Name ___________________________________ Date __________________

Writing a Letter

The organization you work for just held a fund-raising raffle. A name was drawn at the end of the day. The winners – a married couple – were not present, and it is your job to write a letter to the couple. Before you write, jot down your purpose, the main idea, and any supporting information (such as what the winners must do to claim the prize). Make up details as necessary to complete a two- or three-paragraph message.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Group Names ___________________________________________________

Date _______________________

Group Work for Writing a Communication

Your boss has just shared with you a great idea she has for how to make your department more efficient. As she leaves your office, she says, “Get together with Goodall and Martinson. Lay out this plan and see what they think. Then get back to me. Thanks.

1. Compose an e-mail message to Goodall and Martinson. Set a time for a meeting, and let them know, briefly, what it is about. Be sure to include the five W’s in your message.

2. Following the meeting, compose an e-mail to your boss. Let your boss know how your coworkers reacted to the idea. Build strong, logical paragraphs.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name _______________________________________ Date ______________

Assessment for Writing a Communication

1. Think of a business message that you need to write. The message could be for work or for “personal business.” 

a. Whom are you writing to? For what purpose?

_______________________________________________________________________

b. What is your relationship with this person? How will that relationship affect what you say? How you say it?

______________________________________________________________________________________________________________________________________________

2. Explain the five W’s and one H questions and how they affect writing.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3. Which format would be best for the following messages? Write memo, letter or report.

____________ A reminder to follow the company dress code

____________ A record of how a customer was injured

____________ A “thank you” to a client

4. Why is it important to review and rewrite first drafts?

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. List the steps for the writing process.

a. ___________________________________________________________________________

b. ___________________________________________________________________________
c. ___________________________________________________________________________

d. ___________________________________________________________________________

e. ___________________________________________________________________________

f. ___________________________________________________________________________

g. ___________________________________________________________________________

h. ___________________________________________________________________________

WAGE Competency W17:  Generating a written communication according to a specific format.  
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