WAGE Competency Curriculum Guide



[image: image1.wmf]

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 Order Transparency.  Say, “Let’s pretend you are an experienced secretary with a local company and you have been asked to help a new secretary to draft a message sequencing certain events. What are the thinking steps that you would want the new secretary to use as she drafts the message? 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 Order Transparency and In What Order?.

Thinking Steps for Competency W19.  


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. Determine the content of your communication.

2. Decide the best order to use – direct, indirect, direct-indirect.

3. Decide what sequence to use.

4. Draft your communication using the writing process strategy.

Hook 1b

Get out the Order Transparency, In What Order?, 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 Order Transparency to create a scenario in which the skill for this competency can be visualized. Model how to use this skill.

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 A Memo to the Supervisor 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 W19, 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 W19:

85% on all worksheets

95% on Assessment for Competency W19
Resource Listing for W19:

Teacher-generated:

Lil Williams

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

henever we communicate in the workplace it is often necessary to have our ducks in a row. Or, that is, we need to put what we are communicating about in some sort of order so that our message will make sense. 

Our written communication can be anything from a telephone message to a formal business letter to a report. Each format requires a similar strategy for composition. After identifying the content of the message, the writer needs to determine the order in which the to present the information so that the objective of the message is achieved. Order can be direct, indirect or direct-indirect.

	Direct Order
	Indirect Order
	Direct-Indirect Order

	The main idea is presented first followed by supporting information. 

A goodwill closing is used.

This order works well for positive or neutral messages.
	Indirect order begins with a neutral beginning followed by supporting information. The main idea is then presented and a goodwill closing completes the message.

This order works for negative or persuasive messages.
	This order begins with a positive message and the main idea. Next will come the supporting information for a negative message. Present the negative message and the main idea.

End with a goodwill closing.

This order works when you relay a positive and negative message.


After selecting the order, thought needs to be given to the best way to arrange the main ideas and supporting information. Ideas should be logically connected and show the progression of one idea to the next. They can be arranged in one of five ways:

· Chronological Order:
Organize the facts in relation to time; that is, what happened first, next, and so on.

· Order of Importance:
Arrange the facts in order of importance, from the most to the least important or vice versa.

· Logical Sequence:  Group the facts according to the logical order of steps – first, second, third, and so on. 

· Category:  Separate the facts into categories: for example, stocks, bonds, and certificates of deposit.

· Geographical Order:  Organize the facts by location.

Now that you have the order and the sequence, you can draft your communication. You can use transitions to help in making the connections between ideas. A transition is a word or phrase that indicates the relationship between one thought and the next. Look at the table for some common transitions.

	Relationship
	Transition Words and Phrases

	Contrast
	but, however, in spite of, on the contrary, on the other hand, nevertheless

	Cause-Result
	because of, consequently, for this reason hence, therefore, thus

	Explanation
	also, for example, for instance, to illustrate, too

	Listing
	besides, first, second, etc., in addition, moreover

	Time
	since, finally, first, second, …, last

	Similarity
	likewise, similarly


Ordinal words are used to indicate logical sequence. They tell the position of things in relationship to other things. Examples of ordinal words are first, second, third, etc. An ordinal word like a transition is a cue word to indicate sequencing. 

When will you use this skill? Whenever you need to communicate effectively with your supervisor, your fellow co-workers, or the public.

 

Order Transparency

	Direct Order
	Indirect Order
	Direct-Indirect Order

	The main idea is presented first followed by supporting information. A goodwill closing is used.
	Indirect order begins with a neutral beginning followed by supporting information. The main idea is then presented and a goodwill closing completes the message.
	This order begins with a positive message and the main idea. Next will come the supporting information for a negative message. Present the negative message and the main idea. End with a goodwill closing.



	Relationship
	Transition Words and Phrases

	Contrast
	but, however, in spite of, on the contrary, on the other hand, nevertheless

	Cause-Result
	because of, consequently, for this reason hence, therefore, thus

	Explanation
	also, for example, for instance, to illustrate, too

	Listing
	besides, first, second, etc., in addition, moreover

	Time
	since, finally, first, second, …, last

	Similarity
	likewise, similarly


Name ___________________________________ Date __________________

A Memo to the Supervisor


Pretend you work for a local magazine distributor. Write a memo to your supervisor stating your belief that the workload should be more evenly distributed. Give examples of why you feel the workload is not fair. You have expressed your feelings on this topic before and your supervisor ignored it. Fabricate your any information you need to.

What order will you use for this memo? ____________________________________________

Justify your choice of order. _____________________________________________________

___________________________________________________________________________

What sequencing style? ________________________________________________________

Justify your choice of sequencing style. ____________________________________________

____________________________________________________________________________

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Group Names ___________________________________________________

Date _____________________

Group Work for Competency W19

Part A: As a group, write a set of directions for obtaining reimbursement for medical expenses. These will replace the directions already in place. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Part B: Write a memo to provide employees with the new set of directions. 

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Name ____________________________________ Date _________________

Assessment for Competency W19

1.
List the thinking steps for writing a communication, sequencing the events.

a. ______________________________________________________________________

b. ______________________________________________________________________

c. ______________________________________________________________________

d. ______________________________________________________________________

2.
You wrote a memo to your supervisor explaining what happened during closing the night before. You decided on the indirect order and logical sequence for the memo. Explain why you made those choices.

_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
Explain what a transition is and give two examples.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
Write a message to your co-worker explaining what steps you took to make the special floral arrangement for the buyers’ banquet. See picture below. Fabricate all of the information.

_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
WAGE Competency W19:  Generating a written communication arranging events sequentially.  
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