WAGE Competency Curriculum Guide





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 Planned Work Order used by companies like Remington Arms. Say, “Let’s pretend you are an experienced worker with Remington Arms and you have been asked to help a new worker to complete the work order by writing in all the information given above the form. What are the thinking steps that you would want the new worker to use as she began to write the key technical terms accurately onto the form? 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 Key Technical Terms and Work Order.

Thinking Steps for Competency W2.  


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. Read the entire form, including the instructions, first.

2. Be familiar with any technical terms you need to use on the form.
3. Cross-reference key technical terms to check for proper spelling or use a dictionary or other resource.

4. Print the information legibly and sign your signature.

5. Write the information in the correct space.

6. Check for missing information or mistakes.

Hook 1b

Get out the Key Technical Terms, Work 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: Complete a sample form.

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 Quality Control Batch Sheet that you have chosen for this exercise to each student.

Say, “Here is another form 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 document (or problem) 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 W2:

85% on all worksheets

95% on Assessment for Technical Terms
Resource Listing for W2:

Teacher-generated Materials:
Lil Williams


Key Technical Terms

I

n this world of technology we find technical terms in the jobs that we do. In the workplace we read, write, and use technical terms daily. Workplace forms are just one way in which technical terms and abbreviations are used. 

Learn the technical terms, abbreviations and other terms that are used in your workplace. Make sure that you know the correct spelling and how, when and where to use each word. In some situations misspelled word could be critical. If you are not sure about a word, research by using a dictionary, cross-referencing, or ask a more experienced worker.    



To correctly fill out a form using key technical terms follow these steps:

· Read the entire form, including the instructions, first.

· Be familiar with any technical terms you need to use on the form.

· Cross-reference key technical terms to check for proper spelling or use a dictionary or other resource.

· Print the information legibly and sign your signature.

· Write the information in the correct space.

· Check for missing information or mistakes.

	Planned Work Order

	Date
	Requ
	Charge
	
	Planner
	PLANNED W/O
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	Department
	
	
	

	Requested By


	Auth. By
	Drop Off Point
	Mach. No.
	No/Men
	Man Hours

	Name and Location of Equipment


	Priority

	Describe Work to Be Done. Attach drawings, sketches, etc., if relevant.



	

	

	

	

	
	Work Completed

	
	M
	D
	Y
	

	
	
	
	
	


Work Order

Transfer the following information onto the appropriate section of the form.

· Equipment name: Taper Lubricator, CX-41V

· Date

· You authorize the request.

· The equipment is to be dropped off at dock 14.

· The department handling the request is CF8062.


· The request has a level 3 priority.

· 2 men and 8 man-hours

· S. Jones requests the equipment.

· The work to be done is to inspect the Taper Lubricator, CX-41V, to determine the presence and extent of damage occurring during shipment.

Name __________________________________ Date ___________________

                      Quality Control Batch Sheet            QCBS  0212

PRODUCT NAME _______________________________________________ DATE ________________

BATCH NO _____________  BATCHER___________________  SHIFT SUPV. ____________________

FORMULATION NO _______________ TIME __________ SIGNED BY __________________________

	THE BATCHER AND ANY ASSISTANTS ARE TO BE FAMILIAR WITH THE BATCHING

EQUIPMENT AND PROPER PROCEDURES….ONLY PEOPLE AUTHORIZED BY THE AREA

SUPERVISOR ARE ALLOWED TO ACT AS BATCHER.

	NO VARIATION IN INGREDIENT QUANTITIES OR ORDER OF ADDTION

 MAY BE MADE WITHOUT PRIOR LAB APPROVAL.

	REQUIRED SAFETY EQUIPMENT




BATCH STARTING TIME ____________________
BATCH SIZE _________________LBS/GAL

ADD THE FOLLOWING AMOUNTS OF THE FOLLOWING INGREDIENTS

	INGREDIENT NAME
	AMOUNT NEEDED
	AMOUNT ADDED
	SIGNATURE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	TOTAL
	
	
	


RECORD THE ACTUAL AMOUNTS OF THE INGREDIENTS AS EACH IS ADDED TO THE BATCH.

BATCH FINISH TIME: ________________________

AFTER TEN MINUTES OF BLENDING TIME, DRAW AN EIGHT-OUNCE SAMPLE FOR LABORATORY ANALYSIS. MAKE SURE IT IS A CLEAN SAMPLE IN A CLEAN CONTAINER. MAKE SURE THE CONTAINER IS PROPERLY LABELED USING THE QA-2 LABEL. THE LABELLED CONTAINER AND SAMPLE LOG SHEET ARE TO BE DELIVERED IMMEDIATELY TO A RESPONSIBLE LAB PERSON. NO FURTHER ADDITIONS MAY BE MADE TO THE BATCH WITHOUT PRIOR LAB APPROVAL ON A BATCH ADJUSTMENT SHEET. DO NOT PACKAGE OR TRANSFER THIS BATCH WITHOUT PRIOR LAB APPROVAL ON A PACKAGING AUTHORIZATION SHEET.



Directions: Use the data below to accurately complete the batch sheet. 

Product Name:
XYZ Dust  50%WP

Date:


Today’s date

Batch No:

5026001J

Formulation No:
2

Safety Equipment:
Tech Lot # Sc1/113 @ 96%

Batch Size:

1200 lbs

Ingredients:

XYZ Technical 96%

Amount:
521




AB Cake




 60




CD Dust




 70




EF Clay





249




GH Scent




100


Fabricate information for any empty spaces, i.e. batcher, batch starting time, etc.

List the thinking steps you used as you completed this assignment.

1. ____________________________________________________________________________________________________________________________________________________

2. ____________________________________________________________________________________________________________________________________________________

3. ____________________________________________________________________________________________________________________________________________________

4. ____________________________________________________________________________________________________________________________________________________

5. ____________________________________________________________________________________________________________________________________________________

6. ____________________________________________________________________________________________________________________________________________________

Group Names ___________________________________________________

Date __________________

Key Technical Terms 

	SUPPLY ROOM ORDER



	DATE
	MACH. NUMBER
	DEPARTMENT
	SECTION
	SHIFT
	ISSUED BY

	
	544
	16
	
	
	

	BIN NUMBER
	PART NUMBER
	DESCRIPTION
	QUANTITY

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	DELIVER TO:
	APPROVED BY:


Fill in the blanks.

You are an employee of ______________________________ and you work in the supply room. 

One of your responsibilities is to order supplies. The form above is what you use. Create all of the information that you need to fill in this form including what type of machine. Use the six thinking steps for using technical terms. 

Name ____________________________________ Date _________________

Assessment for Technical Terms

A.
List the six thinking steps for writing key technical terms onto a form.

1. ____________________________________________________________________________________________________________________________________________________

2. ____________________________________________________________________________________________________________________________________________________

3. ____________________________________________________________________________________________________________________________________________________

4. ____________________________________________________________________________________________________________________________________________________

5. ____________________________________________________________________________________________________________________________________________________

6. ____________________________________________________________________________________________________________________________________________________

B.
Fill in the following information.

Equipment name: Taper Lubricator, CX-31Y

Date 


The request has a level 4 priority.


3 men and 12 man-hours

	Planned Work Order

	Date
	Requ
	Charge
	
	Planner
	PLANNED W/O

H   49982
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	Department
	
	
	

	Requested By


	Auth. By
	Drop Off Point
	Mach. No.
	No/Men
	Man Hours

	Name and Location of Equipment


	Priority

	Describe Work to Be Done. Attach drawings, sketches, etc., if relevant.



	

	

	

	

	
	Work Completed

	
	M
	D
	Y
	

	
	
	
	
	


The equipment is to be dropped off at dock 16. 

C. Carter requests the equipment.

The department handling the request is AS6062.
You authorize the request.


The work to be done is to inspect the Taper Lubricator, CX-31Y, to perform preventive maintenance on casing extruder CX-31Y and against SOP.

WAGE Competency W2: Writing key technical words accurately onto a form. 
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