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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 report.  Say, “Let’s pretend you are an experienced worker with a local construction company and you have been asked to help a new worker to write a report on the renovation progress of an old home. What are the thinking steps that you would want the new worker to use as she gathers the information to write the report? 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 report transparency and What’s in a Report?.

Thinking Steps for Competency W9.  


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 purpose and audience.

2. Gather facts and organize thoughts.

3. Select a format.

4. Write a first draft.

5. Review and revise the draft.

6. Proofread the final draft.

7. Distribute your writing.


Hook 1b

Get out the Use the report transparency, What’s in a Report?, 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: Show a transparency of a written report; discuss report writing in the workplace.

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 Evaluative Report 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 Report Writing, 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 W9:

85% on all worksheets

95% on Assessment for Report Writing
Resource Listing for W9:

The Communication Handbook for School-to-Work. Cincinnati: South-Western Educational Publishing. 1997.

Harrington, Karen. Golden, Bernice. Workplace Essential Skills: Communication & Writing. Contemporary Books. Public Broadcasting Service. 1999.


What’s in a Report?

A

 report is a written, organized statement of facts prepared for a specific purpose and aimed at a specific audience. Knowing how to write reports is useful in the workplace, where you may be asked to prepare a report explaining a new process or product or analyzing the competition. These are just a few of the number of reasons for report writing.

The main purpose of a report is to inform, analyze, or persuade. Each of these has its own language that is necessary in order to write an effective report. Examples of reports that inform are progress reports. Evaluation reports analyze a situation, present alternatives, and recommend a course of action, while proposals are usually designed to persuade the reader to adopt a specific course of action.

Your audience, the person or persons, that read your report would vary, from busy managers to executives. Reports aid in the making decisions about specific problems or situations. Technical experts or department heads would use the report to implement any changes. 

Where do you get the information? The following resources would be helpful:

· Company files and publications.

Examples of support documents include annual reports, mission statements, information brochures.

· Interviews with employees, suppliers, technicians, and so on.

· Observation and experimentation.

Personal observations, observations from a colleague.

· Library research.

T

he report format should put the most important information first. The body of the report fills in the details that support the main ideas. In longer or more technical reports, the actual data that support the details may be gathered at the end in appendices and references, or may be inserted into the body of the report in tables and charts. Usually reports are organized from most important to least important, feel free to arrange individual sections within the report in any other way that makes sense.

Be as objective as possible, even when making recommendations. Being objective means letting the facts speak for themselves, presenting both sides of an issue, giving options, and avoiding exaggerations and emotional appeal.

Unless your report is very short and informal, use headings to identify its various parts. Begin with the functional heading “Introduction,” and end with “Summary,” for information or “Conclusions” and “Recommendations” for evaluations or proposals. Informal reports are often presented as memos or letters. Check other reports to see how to present your report. Always acknowledge your sources, by footnote, in-line text citation or otherwise.

The Writing Process: Use the following process for creating a successful report.

1. Identify the purpose and audience.
2. Gather facts and organize thoughts.
3. Select a format.
4. Write a first draft.
5. Review and revise the draft.
6. Proofread the final draft.
7. Distribute your writing.
Keep in mind that you will accomplish your goal if the report is well written and organized.  Having support documentation is critical to the credibility of your report.

REPORT TRANSPARENCY

P 155-156 

The Communication Handbook

Name ___________________________________ Date __________________

Evaluative Report

The school nurse at a local elementary school notices that there have been more playground accidents. She feels the need to send out a report to the teachers even though she has filled out the accident reports. Use the writing process and the information below to write a report to be sent to the principal and teachers.

 

1.
Identify the purpose and audience.


Purpose __________________________________________________________________


Audience _________________________________________________________________

2.
Gather the facts and organize thoughts.


Use the “Five Ws and an H” to list the facts that should be included in the message.

___________________________________________________________________________________________________________________________________________________________________________________________________________________________

3.
Select the format. __________________________________________________________

4.
Write the first draft.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
Review and revise the draft.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.
Proofread the final draft.

7.
Distribute your writing. Who are you sending the report to?


_________________________________________________________________________


Group Names ___________________________________________________

Date ____________________

Group Work for Report Writing

Pretend you work for a school. In a team of five, identify a problem in your school such as outdated computer software, limited cafeteria menu, shortage of locker space. Develop an informal report to be presented to your school administration. Utilize the writing process, fabricate any information you need to in order to support you report.

Name ______________________________________ Date _______________

Assessment for Report Writing

1.
Define report. ______________________________________________________________

2.
The purpose of a report is to: 

a. _______________________________________

b. _______________________________________

c. _______________________________________

3.
Compare the three different purposes of reports, naming the type of report used for each purpose.

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.
Reports are read by a variety of people. If I have just finished an evaluation report, who might read it and for what purpose will they read it.


___________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.
What is meant by being “objective” in your report? 


___________________________________________________________________________________________________________________________________________________________________________________________________________________________

6.
What is the writing process? In your definition, list all seven steps.


___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

WAGE Competency W9:  Writing a report including necessary support documentation or classification.   
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April 10 – Bobby Feeny cut his knee, had to have stitches at emergency room.


April 12 – Gilda Stein was set to hospital with a broken arm.


April 19 – Wanda Smith fell from jungle gym, received cuts and bruises but did not have to go to the hospital.








