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A Practitioner’s Guide

How to Gather and Develop Job-Specific Literacy Material
for Basic Skills Instruction

INTRODUCTION

This practitioner’s guide was developed for people (reading teachers, adult basic education
teachers, vocational instructors, trainers in business and industry, and other basic skills providers)
who are faced with the task of gathering materials and desigring, developing and implementing
job-specific basic skills programs for learners.

This guide is a supplement to The Work-Education Bridge, which provides a comprehen-
sive review of basic skills research and practice. This guide is intended to provide educators and
business trainers with a practical model for establishing cost-effective basic skills and literacy
programs. It also provides practical advice about how to use the information to develop
instructional materials and basic skills job simulations.

This approach to basic skills training is founded on a growing body of research which
indicates people learn more rapidly and are able to retain more of whattheylearnwhen job- related
materials and tasks are uscu in instruction. In order to provide such instruction, educators and
trainers need to ¢ serve tasks as they are performed in the workplace, gather materiais, and then
develop instructional materials which will simulate the key basic skills and problem-solving tasks
that learners will face on the jeb.

This doesn’t mean every trainer must develop all the instructional materials he or she
intends to use. The key to success is to focus on job-related tasks. A trainsr might create a simple
simulation by asking students to gather information from manuals or fill out forms related to a
quality control procedure. If the Jearner experiences difficulty with decimals or computation, the
trainer might ask him or her to practice with commercial mathematics training materials before
returning to a more difficult job simulation. If reading manuals is a problem, learners might first
practice with simpler commercial materials or with simpler safety instructions gathered by the
trainer from the workplace. The goal remains the mastery of basic workplace skills and problem-
solving tasks.

Although the time spent on simulations and insti uction will differ from learner to learner,
time might be divided in the following manner:

Direct Personal Instruction: 10-20%
Simulation Practice: 20-30%
General Job Reading Practice: 20-30%

Related Commeicial Materials Practice: 20-30%




Although only 2 or 3 of every 10 hours of instruction may require simulations based on
literacy task analysis, these simulations will be the key component in the instruction. Other
activities will support performing these key job tasks.

WHY TAKE A JOB-LITERACY APPROACH?

Traditional academic methods for teaching reading, computation and problem-solving
have failed to give adults the basic skills they need to function on the job (Mikulecky and Drew,
1987). Civilian and military research indicate that general literacy training is of limited value for
the workplace. Gains made in classes using student-oriented materials ofien do not effectively
transfer to the workplace and, in addition, what little gains ar. made tend to be lost in
approximately eight weeks (Sticht, 1982). Studies have shown that workers and students read for
different purposes. Workers typically read to find information to do atask. This “reading to do”
is different from the “reading to learn” students do in school. These different types of reading
require different strategies. By developing literacy materials that are built from the charts,
manuals, and references tools workers use on the job, teachers canteach workers the literacy skills
they need in order to perform these tasks successfully.

Successful workplace literacy programs are built around the daily literacy tasks workers
encounter on the job. Instructional materials should emerge from the job task. For example, a
worker unable to fill in a form because he can’t compute decimals or read two column charts could
do job context exercises which simulate these job tasks. The worker could also use commercial
materials that show how to read charts or use decimals, but only as a supplement to the workplace
simulation exercises.

Teaching literacy in a job context is more relevant for workers and therefore more
motivating. The job literacy approach allows peopic to draw on their work and life experience so
thatthey can more easily make the connection between what they <nowand what they needtolearn.
This approach builds confidence and leads to improved performance on the job.

WHAT IS LITERACY TASK ANALYSIS?

Traditional task or job analysis can be described as a way of critically assessing the
components of a given job in order to describe the job, determine the required behaviors of that
job, and identify the ~onditions under which these behaviors should occur (Davies, 1973).

Literacy Task Analysis is similar to traditional job analysis, but it emphases analyzing the
aspects of job tasks which require reading, computation and problem solving. (Mikulecky, 1985).
Literacy Task Analysis describes a method for 1) interviewing and observing workers on the job,
2) gathering the printed materials workers read to do their jobs, and 3) understanding the thought
processes used by competent workers as they use printed materials to solve problems at work. For
more information about Literacy Task Analysis, see Mikulecky and Drew, 1987, pages 45-51 and
Mikulecky, 198S.
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By observing and interviewing workers and examining job-related printed materials,
instructors wil! be able to better understand the demands of the job, which will allow them to teach
the basicskiil :equiredforthosejobs. Although aninstructor must be familiar with aworker’s job,
it is not tha job task but the basic skills a worker needs in order to accomplish the job task that is
to be taught. For further discussion of this distinction and other related issues, see Philippi, 1988.

In additionto providing teachers with background information about the job, Literacy Task
Analvsis is a way for analysts to identify a broad range of job tasks involving reading, math and
problem-solving skills. [Note: The term “analyst” is used throughout this paper to refer to the
person conducting the Literacy Task Analysis. It is expected that the analyst will usurliy be a
company trainer, college reading teacher, adult basic education teacher, vocational instructor or
other literacy provider involved in developing and delivering instructional materiajs.] Instructors
can begin to see the nature of the literacy demands that different jobs impose on werkers.

Other ouwomes of Literacy Task Analysis include samples of printed materials that
workers use on the job, job task scenarios which can be used to create simulation exercises for
workers, and notes on a competent worker’s thinking process as he or she completes a task on the
job Theworker’s thinking process, also called metacognition, refers to the strategies and methods
a worker uses to focus his attention while completing a task or solving a probiem on the job.
Sometimes these strategies are so automatic that 1o articulate them wo-kers will need to be
carefully questioned by analysts. Through Literacy Task Analysis, analysis <an begin to see how
a competent worker thinks through a task and can use this information when teaching other
learners. The analyst’s objective is to document the process a competent worker goes through, and
then to use a model of that process to teach other people job-related basic skills. See Mikulecky
198¢,; Mikulecky and Winchester, 1983; and Mikulecky and Ehlinger, 1986, for more information
about problem solving and metacognition.

NEEDS ANALYSIS

Whether you are a vocational or ABE teacher, or a trainer developing materials for an in-
house literacy prcgram, the key question is: “For which job tasks should I conduct a Literacy Task
Analysis?” Answering this question requires conducting some form of needs analysis. Needs
analysis refers to a process for identifying the areas of greatest need, or the areas where
performance should be improved. Needs analysis can take many forms that vary in depth and
comprehensiveness. The form chosen is often--unfortunately--dictatec. by the resources available.
Needs assessment helps analysts make decisions about whi- h jobs and literacy tasks to analyze. It
is also a way to gather information about workers, their environment and their jobs which analysis
can use later to develop instructional materials. For an in-depth discussion of needs analysis, see
Davies, 1981, pages 127-142; Davies, 1973, pages 57-70; Gagne anid Briggs 1979; and Rossette,
1986, pages 60-67.

Choosing the Appropriate Job for Literacy Task Analysis

The information you gather in interviews with managers and supervisors will help you
choose which jobs to analyze. Look for areas of agreement among managers and supervisors when

-3-
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selecting jobs and job tasks on which to focus the literacy task analysis. For example, if four of five
managers report that entry-level quality control technicians have difficulty reading materials and
gauges, calcu.ating decimals, and recording the average, range and total for product weights, then
the job of quality control technician would be appropriate toanalyze. The job tasksbest for Literacy
Task Analysis should meet the criteria in Figure 1 in Appendix A.

Crtical Tasks. To determine need, the most direct methods are o interview and observe
workers, supervisors, and plant managers. The analyst will want to know which tasks are critical
to the completion of the job. For example, will a worker’s poor performance in a particular task
lead to damaged products, safety hazards, personal injury, or great cost to the company? When
alackof basic literacy skills prevents aworker from doing his job adequately and the consequences
are critical, this task may be a good target for literacy task analysis.

Promotability. Promotability is also a factor used to choose jobs for Literacy Task Analysis.
Employersoften report they have reliable workers who demonstrate desirable employabilitytraits,
such as a positive attitude, punctuality, and seniority, but who 'ack the basic skills required for
higherleveljobs. Employers maywant to promcte these workers but are understandably reluctant
todoso. Conducting Literacy Task Analyses of these higher level jobs will enable analysts to
develop materials that will prepare these workers for promotion to better jobs.

Jobs Requiring Retraining. Otherjobs to target for Lite. acy Task Analvsis are those forwhich
workers must be retrained. Retraining has become commonplace in business and industry. The
implementation of new technologies and processes occurs regularly. Many workers are required
to return to the classroom to learn how to operate highly technical equipment or to master
sophisticated processes. Some have been out of school for years and lack the basic learning skills
required for retraining. By conducting a Literacy Task Analysis of a new job and examining
relevant commercial training materials, analysts can help prepare workers for the demands of
being retrained.

Frequent Mistakes. Tasks inwhich workers make repeated mistakes because they lack basic
skills may be good targets for Literacy Task Analysis. By observing workers on the job and by
questioning workers and supervisors, analysts may be able to determine basic skills deficiencies.
These deficiencies may indicate a need for literacy training.

CONDUCTING LITERACY TASK ANALYSIS

This section focuses on the practical aspects of conducting Literacy Task Analysis. The
following guidelines will help you be more effective as you gather information and printed
materials, from which you will later design and develop instructional materials.

Choosing a Sice
Thefirststep in the Literacy Task Analysis process is choosinga site to visit. For vocational

or adult basic education programs, industry in the community provides the best opportunity for
observing workers on the job. Vocational teachers may want to select companies where their

12

-4.




students are frequently placed. Adult basic educationteachers maywant to choose companies that
can provide a wide range of occupational opportunities. If your program does not already have a
working relationship established with a potential site, begin by contacting the personnel directors
or the plant managers abont the possibility of site visits and interviews. A good approach is to
introduce yourself as an educator who is trying to improve instruction to better meet industry’s
needs. Large companies, or manufacturing companies in highly competitive markets, may be
reluctant to allow outsiders into their plants for fear of exposing proprietary information. When
contacting companies, explain the nature of your visits and assure managers that plant security will
not be jeopardized.

Scheduling Site Vis:¢s

The most successful site visits are scheduled two to three weeks in advance. Scheduling in
advance allows the analyst time to orient the contact perscn at the host company and allows the
contact person time to schedule interviews and prepare for the analyst’s visit.

The more carefully planned and well structured, the more productive a visit will be.
Scheduling is best done with the personnel director, plant manager, training director, or other
designated company representative. It is ‘mportant the contact person at the company be aware
of the purpose of the visit so that he or she can prepa.e to facilitate the interview and observation
processes. Becauseitisunlikelythat the contact personwill be familiarw *hLiteracy Task Analysis,
it is criticai the analyst state specifically what the visit wi!l entail.

When scheduling a site visit, analysts must be prep-red to explain the purpose of the visit
and provide details of what will be required of the company. The Site Interview Guidelines in
Appendix B is a summary of items thz analyst should discuss with the company contact person.
Then, after scheduling the visit, a copy of these guidelines can be sent to the contact person as a
reminder. Modify the guidelines to reflect any special arrangements, such as agreements about
the number of workers available for interviews, or the amount of time the company can allow
workers to be away from their jobs. Even those trainers working within their own plant, who may
have the advartage of familiarity with personnel and the workplace, should contact managers in
advance and give them the Site Interview Guidelines. Advance scheduling facilitates more
productive Literacy Task Analysis.

By allowing the analyst to interview and observe workers, the company is contributing its
resources; the time a worker is away from his or her job costs the company in lost productivity.
Acknowledgingthis contribution--whether the analystis an outside literacy provider or an in-house
trainer--is important in establishirg rapport with the company. Discuss time frames with the
contact personwhen schedulingasite visit to reach an understanding about how much time workers
will be away from their jobs. Depending on how much the company is willing to contribute, it may
be necessary to spend less time with workers, or to schedule additional visits in order to interview
more workers. This may be especially true if it is a busy time for the company.

Analysts (especially those from outside the company) should plan to spend at least a half
day on site, but no more than 2 days in succession. Less than a half day will not allow enough time
to gather information; more than two days usually becomes draining for both the company and the

.5.
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analyst. However, each company and the relationships it forms with outside analysts will be
different, so analysts will need to determine what works bast in each situation. Fven trainers
working within their own companies, who may have the advantage of spending more time on
location, need to be conscientious about not taxing their relationship with workers and managers.
The goals for in-house and visitinganalystsare ~ ame, but in-house analysts may have a longer
period of time in which to accomplish them. In fact, the process may become ongoing for trainers
who are developing materials for in-house literacy programs.

Components of a Site Visit

Analysts from outside the site may want to include some combination and variation of the
following guidelines in their site visits:

0 10-30 minui=c.  Interviews with professonal staff, such as the plant manager, personnel
director, training director, and union officials.

o 30-60 minutes. Site tour.
(Repeat the following steps for each worker interviewed)
0 15-30 minutes.  Interviews with direct supervisors.
0 15-20 mintues.  Select workers to interview and observe.
0 15-30 minutes.  Interview with worker.
0 15-30 minutes.  “bserve the worker as he/she performs basic skills tasks.

0 20-30 minutes.  Gather and photocopy literacy materials.

(-]

20-30 minutes.  Photograph, tape record and /or video tape the worker on the job.

These guidelines work, but analysts should modify them to suit their situations. The
guidelines are discussed in the sections below.

Interviews with Professional StafY

Professional staff are a good source for information. When gathering information about
the company to determine its literacy needs, start at the top of the organizationalstructure andwork
down. Talk first with managers and supervisors to geta broad perspective, the “big picture” about
the company and its special needs.

Figure 2 in Appendix A lists the various professionals in a typical company that you may
want to interview and gives suggested questions for each. Don’t feel you have to interview each
of these company officials, or that you can ask only the questions suggested here. Talk with as many
officials as time allows, using the questions in Figure 2 to gather information. Be prepared to

14

-6-




rephrase questions to get responses. Many supervisors and managers will tell you, “These workers
don’t have to read anything on the job.” The fact is, most workers DO read in performing their
jobs, but the reading they do is often overlooked by managers.

Plant Manager. The plant manager can provide you with a comprehensive Gverview of the
company, including its organizational philosophy and the relationships among departments. He
or she will have very definite ideas about how employees should be performing and where major
problems exist. Through careful questioning, he or she can often identify areas where poor basic
skills inhibit performance. Sometimes, however, plant managers will not be aware of basic skills
deficiencies among workers.

Personnel Director. The personnel director is a good source of information about the ad-
ministrative materials workers need to read. Ask for copies of company policy manuals, insurance
manuals, claim forms, sample check stubs, and general, company-wide safety material when
meeting with the personnel director. Ask which company policies are most important and with
which ones workers seem to have the most difficulty. Find out if workers frequently make errors
in filling out claim forms or tax withholding information. Get copies of all printed materials
workers must fill out or refer to regularly.

Training Director. Companies which have in-house training programs may have tested and
measured their workers’ literacy levels, reading and math abilities and have other records which
will help you compile a profile of workers. Ifyou are developing an in-house literacy program, you
will want to know as much as possible about the workers you will be training. Ask the training
director about the level of education of workers, any special training they have had, huw long it has
been since workers have been in a classroom or training situation, and about their study skills. This
information will help you develop training materials that address the needs of the workers.

Union Official 1n many companies a union official has an excellent rapport with workers
and will be able to provide you with additional information about workers’ job skills weaknesses.
The union official may also know which skills workers want to acquire or improve. Ask for samples
of the union contract, arbitration forms, union publications and any other printed materials made
available to workers by the union. Find out about opportunities for promotion and about the
literacy requirements of the higher level jobs. Ask about the role literacy plays in meeting those
qualifications.

For trainers establishing in-house literacy programs, understanding the relationship
between union and management can help you determine how to set up your training program.
Some unionofficials will voice the concern that Literacy Task Analysis is nothing more thanasubtle
form of job evaluation. Others will want to know the relationship between training and promotion.
Finding out about the company’s current practice and trying to provide answers to such pressing
questions can help establish a trainer’s credibility. A supportive union official can help recruit
workers for Literacy Task Analysis and in-house literacy programs if other recruiting efforts fail.
An endorsement for a program from a respected union leader can have a positive influence on
workers.




Site Tour

Before youbegininterviewing, takeatour of the site at which you will conduct Literacy Task
Analysis. Figure 3 in Appendix A lists things to look for when touring the site. These items can
help you begin to form a “big picture” of the company, of its operations ar.? employees. Learn
about the company’s differer departments and iheir functions. For exaraple, a food processing
plant may have separate departments responsible for raw materials, quality control, packaging,
shippingand receiving, and warehousing. Learning the relationships between these different parts
of a company will help you communicate with managers and workers. Familiarity with the workings
of the company will allow you to ask good questions and have a better understanding of his or her
answers.

Touring the site before you begin analysis will also give you a better idea of what to expect
during observations. For example, if the work site is noisy it will be difficult for you to talk with
the worker as he or she works. Noisy conditions may require that you hold your questions during
observation and ask the worker about them later in a quiet room away from the work station. If
ajobsite is hazardous, you will need totake extra precautions as you observe workers. Be especially
aware of safety regulations at the site and wear any protective or sanitation gear provided, such as
safety glasses, ear plugs, hard hats or hair nets. Many manufacturing or food processing plants are
noisy or dangerous.

Finally, as you tour thessite, tuneintothe attitudesof the employeesyousee. Dothey appear
to enjoy their jobs? Are they enthusiastic? Do they greet you as you walk through the plant? Look
for clues that will prepare you for what to expect in the interviews. You may have to work a little
harder to get information from workers who are unhappy or bored with their jobs.

Interviews with Direct Supervisors

Direct supervisors work most closely with workers and may therefore be the most
knowledgeable about their strengths and weaknesses. When talking with direct supervisors, ask
questions which focus on the results of workers’ performances, such as “What happens when
workers don’t do the job correctly?” or “What mistakes do workers make most often?” These
gnesticns can help you locate the weaknesses inworkers’ basic skills and choose jobs for Literacy
Task Analysis.

Selecting Workers to Interview and Observe

The workers you interview and observe provide you with the foundation information you
need in order to deveicp instructional materials. For this reason, it is important to identify those
workers who are capable and willing to work cooperatively with you. This section provides
guidelinesfor choosing workers tointerview, aswell assuggestions for what to ask during interviews
and how to establish rapport with the workers you meet.

Select workers with the help of the contact person in the company. Select workers who
volunteer to be interviewed and observed. Tellworkers that the interview will be confidential and
-8-
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that they are not being evaluated or tested. Assure them that the results of the interview will not
be revealed to their employer and will be used only for the development of instructional materials.

You might choose (or be forced to choose) one of three different types of workers to
interview: a master performer, an average performer, or a low performer. A master performer
is a worker who is highly skilled in the job, probably with many years of experience. You should
try tointerview and observe this type of worker whenever possible, because he or she will show how
the job can be done efficiently and effectively. When developing instructional materials, you can
use this worker’s performance as a model for learners. But there may be times when you will
interview a worker who performs the job adequately, but has intermitent difficulty (an average
performer), or a worker who is new to the job and performing poorly (a low performer). Average
and low performers can provide information about where to make improvements. By comparing
your observations of poor performers to master performers, you will discover the gaps between
poor and superior performance. This will help you make decisions about what tasks to include in
the instructional materials.

Interviewing Workers

Before beginning the interview you should already have toured the company and decided
which of the following m~thods for interviewing and observing to use. Each method is described
below, and their disadvantages and advantages are described in Figure 4 in Appendix A.

Option 1. Option 1 allows you to observe the worker perform the task and then move to a
quiet area to ask him or her questions. If the job site is hazardous or noisy, and the job task has
a small number of reading materials involved and is relatively simple, .hen Option 1 may be the
best method. Have the worker bring all the forms, manuals, measurement tools, and any other
materials he or she uses to perform the task. After asking the worker questions in a qQuiet area,
return to the workplace and watch as the worker performs the task a second time. Use the second
observation to clarify your understanding of the task.

Option 2. Option 2 follows the same steps as Option 1, but the ara!; st spends less time
observing and more time interviewing the worker about the task. For a complex task that involves
several printed materials and is also performed in a noisy or hazardous work area, Option 2 is a
better choice than Option 1. For tasks vhich integrate several printed materials, the extra time
spent talking with a worker is often needed.

Option 3. This method is the optimum situation for conducting the Literacy Task Analysis.
When the work area is quiet and safe, you can ask questions during the job performance and you
will achieve better results. The worker can explain each step of the procedure as he or she is
performingit. You will have the opporturity toimmediately ask questions about any steps that are
unclear. There is less chance of misunderstanding when you can simultaneously observe the
worker perform and question him er her about the task.

Regardless of which Option you choose, when observing workers on the job it is important
to obey all safety rules and avoid interfering. Be prepared to get out of the way if an emergency
arises and the worker must attend to his job without interruption.

.9.
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Establishing Rapport. The interview will be more productive if you establish a good
relationship with the worker right from the beginning. Start by introducing yourselfand explaining
in the worker’s terms who you represent and the purpose of your visit. Explain that you would like
to talk about the reading, writing, and math he or she uses on the job, and that you would like to
watch and ask questions while he or she works. Make your purpose clear from the beginning so
the worker is aware of the focus and objectives of your visit. You may need to explain what you
mean by such terms as “reading.” You might begin by explaining your intentions in the following
way:

I'minterested inany reading, writing, or math you doin your job. WhenI say ‘reading,’ I'm
not just talking about bocks. I'm interested in the forms you read or fill out when you do
your job. Blueprints or work manuals are also examples of the kinds of things I'll be asking
you about during the interview. What I learn from you today will be used to make training
materials for others who need to learn to do a job similar to yours. What kinds ot things
ao you read or write as you do your job?

This explanation may seem painstakingly obvious to trainers and teachers, but many
workers don’t think of using these materials as “reading.” Using this staten:ent to begin an
interview can save time and help workers understand more quickly what the analyst is looking for
during the interview. If you begin the interview with the questioin “What kinds of materials doyou
read in your job?” you are likely to hear, “I don’t read much on my job.” as an answer. Figure S
in Appendix A lists sample interview questions tha. can be used to helpyon conductaninformative
interview.

Unproductive Interviews. You may find yourself in an unproductive interview. Perhaps the
jobyou are observing is too basic io have any literacytasks. A line worker whose job is to tape boxes
shut or check the seal on packages may have nothing to read which is directly related to the job.
Planning site visits and interviews in advance with the company contact person will usually avoid
this type of problem and insi re that you meet with appropriate workers. However, if you find
yourselfinan interview that appears to contain no job specific basicskills materials, switch the focus
ofyour interview fromthe worker’s job-related reading towhatever general reading he or she might
do on the job. For example, ask the worker if he or she reads safety material, or written company
policy or union information. You may be able to turn an otherwise unproductive interview into
auseful one. But if after changing its focus you still feel the interview will not be not profitable,
bring it to a close and see if there is another employee who is available to meet with you.

Observing Workers as They Perform Basic Skills Tasks

You will probably find that the task you observe has many sub-tasks which involve basic
literacy skills. Focus on each sub-task and ask the worker detailed questions about how he or she
uses the material. For example, as 2 machine operator performs the task of drilling a piece of stock
to specification, he or she may complete the following sub-tasks:

o read a specialized work order form,
o refer to a blue print for dimensions,
o check a metric conversion chart, and

o fill out a job completion ticket. 0.
' 1
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If the sub-tasks are complicated or take a long time to perform, you may decide to focus on
one sub-task per visit, such as reading the work order form. Your goal is to observe and interview
the worker to gain enovgh information to develop a training activity that explains how to perform
the sub-task. Then, if the entire sequence of sub-tasks performed by the worker justifies complete
Literacy Task Analysis, you may choose to develop instructional materials that will simulate the
entire process: reading the work order form, referring to the blueprint, checking the conversion
chart, and filling out the job completion ticket. Observing workers perform sub-tasks will allow
you to develop a simulation that combines sub-tasks into one complex task. The key to success is
to realize that analysis of complex tasks cannot be accomplished in one visit, and to therefore
schedule multiple visits.

Gathering Literacy Materials

One of the main purposes in conducting Literacy Task Analysis is to identify and collect
samples of the reading, writing and computation workers do in the course of their jobs. There are
two types of job-related reading material: task oriented and general. Bothinclude many thingsthat
you o the worker may not initially think of as reading. Task-oriented materials include items that
workers must read in order to actually perform their job. Examples of task-oriented materials
include work orders that tell a machine operator which size drill to use, or maintenance manuals
that tell a mechanic how many quarts of oil to put in an engine. On the other hand, general job-
related reading materials include items that workers do not need to read in order to carry out ajob,
but are materials that make workers more confident, more knowlegeable, more efficient,and more
valuable to a company. Examples include company policy manuals, safety rules, or insurance
information. Figure 6 in Appendix A shows some f the different types of job-related literacy
materials.

To supplement the materials you gather during Literacy Task Analysis, there are commer-
cialmaterials on the market which are written to meet the needs of workers with low levels of basic
skills. For help finding and choosing commercial materials designed for low-literate learners, see
thelistof materials in Appendix C. Many of these materialsare written forvocational and technical
school students and take a job-oriented approach. Some titles of commercial materials are listed
in Figure 7 in Appendix A. For more information and sources of additional materials, see Derby,
1987 and Brown and Chang, 1982.

Photographing, Tape Recording and Videotaping

Alwzys get a worker’s permission to tape record, photograph or videotape him or her
performingajob. Some people, especially those with poor literacy skills, may be sensitive to being
asked questions about their abilities or to having their actions recorded. Be responsive to how a
worker reacts to your questions and avoid being judgmental or critical. Make adjustments if a
worker appears uncomfortable.

If you decide to tape record interviews for later reference, make arrangements with the
company contact person to reserve a quiet space. It is best to find a room where you will be
undisturbed by other workers. If possible, avoid the employee lounge during break times and the
cafeteria during lunchhour. Even if you are tape recording the interview, take complete notes to
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avoid missing important details. The recorded interview can be useful in filling gaps in your notes
or verifying key points, but should not be considered a substitute for ncte-taking.

Documentation

Your documentation of the observation and the interview are crucial. When you begin
doing Literacy Task Analysis, there are two tiings which you should avoid because they prevent
you from obtaining useful information:

o incomplete documentation, and
o failure to acquire the necessary forms and printed materials.

Do not rely on your memory alone to remember a process or the definitions of technical
vocabulary or abbreviations. Developing successful instructional materials requires your close
attention to detail. Thorough notes will eliminate the need for you to make unnecessary visits to
the site. During the observation, take notes on the procedures or steps the worker goes through
to perform the task; pay special attention to the sequence. Take notes on any reference materials
the worker checks, questions he or she asks co-workers, notes he or she writes, and calculations he
or she makes. Also take notes on the result or outcome of the worker’s performance. Your notes
will be helpful later when you begin developing materials. Be sure not to overlook any terms or
abbreviations on the form that might be unfamiliar to a new worker. These words will become the
key vocabulary in the instructional materials you develop.

For each form the worker uses in the task, be sure to get the following: two blank copies and
one completed copy. The completed copy will serve as a model to which the worker can refer as
he or she describes the process. This completed copy will also serve as a model when you begin
developing instructional activities and simulations. One blank copy should be kept clean so that
it can be used later to produce other blanks for the instructional materials you develop. Use the
second blank copy to help you document the process and clarify specialized terms and abbrevia-
tions as the worker describes them to you.

Get copies of any other materialsused by the worker; for example, obtain complete copies
of reference manuals, including the table of contents, the indices and appendices. Likewise, if a
worker uses a measurement tool, such as a caliper or micrometer, get copies of manuais or
instructions that explain how these tools are used. These materials can be used during extended
praciice activities and they often contain illustrations that can be included in instructionai
materials.

DEVELOPING INSTRUCTIONAL MATERIALS

The purpose of the Literacy Task Analysis interviews and observations is to identify the
areas in which worker performance needs to be improved, and to gather job-related mateinals
and scenarios to use as the basis for developing instruction materials. Once these interviews
have been conducted and job-ielated materials have been collected, you are ready to begin
devzloping instructional materials.
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Keep in mind that the materials you develop will be slightly modified to serve three
different purposes:

0 pre-tests
o basic skills instruction, and
0 post-tests

First, exercises and simulations will be used as “pre-tests” to screen workers to determine
specific basic skills weaknesses. Upon entry to the program, workers will be asked to complete job
simulations and activites using job-specific materials. Job sub-tasks (e.g., locating information on
a form, computing product cost, and writing a brief summary) which workers are unable to
complete will be targeted for instruction.

Second, increasingly difficult versions of instructional simulations will be used by workers
to master the basic skills with which they are having difficulty. Teachers can use the simulations
as teaching guides, modeling the process for workers who can then attempt to complete the tasks
on their own.

Finally, the simulations and other instructional materials can be modified to be slightly
different from the pre-test materials. They can then be used as post-tests to see if after instruction
workers are able to complete the job simulations.

Curriculum Planning

Your should develop the activities and simulations directly fromthe Literacy Task Analysis
you perform and the job materials your gather from the job site. Though you may encounter
additional basic skills areas, your curriculum will probably include the following skill clusters:

* locating information,
* writing summarie-,
* troubleshooting:
-formulating questions,
-devising alternate solutions,
-making and checking predictions,
using multiple sources of information,
problem solving and,
technical vocabulary.

Keep these clusters in mind as you begin organizing your Literacy Task Analysis notes.
Organize the literacy tasks you identify into these skill clusters. Other common job literacy
processes identified by Philippi (Journal of Reading, 1988) are shown in Figure 8, Appendix A.

Documenting the Results of Literacy Task Analysis

To avoid forgetting important information, begin organizing and documenting the results
of your Literacy Task Analysis as soon as possible after you have completed the interviews and ob-
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servations. Use your notes to begin to isolate each task that you discussed with the worker. For
example, in an interview with a warehouse clerk you may have discussed the task of filling an order
using a Bill of Lading. Begin documenting your results by analyzing the steps for this task as
described by the worker. What did he or she do first, second, and so on? What forms or manuals
did he or she refer to?

To help organize the information, form two columns on a sheet of paper. In the left column, write
a brief description of the steps of the task. Next, in the right column, list the related literacy
elements contained inthe steps you have written in the left column Your table mightlook like this:

Steps of the Related Literacy Elements

Task Contained in the Step

I-1

Reviews Bill of Lading to 1.1  Read and comprehend

determinewho the order is "Ship To" portion of

going to, which carrier will be Bill of Lading;

used, which product understand technical

items and quantities are vocabulary and

to be shipped. Checks abbreviations.

date and fills orders in

order they are due. 72 Scan for date and
prioritize; earliest due
is first loaded.

Continue the process for the task “filling an orderusing a Bill of Lading” until you have listed
each of the steps and related competencies that were revealed in your worker interview and
observation. When you have finished, your table might look like the one in Figure 9, Appendix A.

Creating Instructional Simulations

Documenting the results of Literacy Task Analysis gives you a “blueprint” for developing
aninstructional simulation. You can designa complete simulation which would require a learner
to do all of the steps in sequence as one job task, or you can develop more detailed lessons for
individual.

Following is asimulation developed for awarehouse clerk. The job task is “filling an order
using a Bill of Lading”. The simulation begins with a short scenario of the job task.




Job Simulation Example: WAREHOUSE CLERK

An order has been received. There is not enough product in stock to fill the order. The
worker must ship only part of the order. This requires that the worker:

1. Know the technical vocabulary and the abbreviations needed to read the note from
the supervisor.

2. Read a chart and find the weights of the cases and skids ordered.
3. Multiply and divide to figure the total weights.

4, Write notes on the form using special punctuation and abbreviations. Note any
changes in what was ordered and what has been shipped.

5. Correctly mark changes on the Bill of Lading.

6. Write a brief note to the supervisor of the next shift, explaining what has been done
with the order.

Tell the learner what you’d like him or her to do. Give the simulation instructions and
list the objectives you have for the learner. For example, you could say:

This activity is very much like a job task you do as a Warehouse Clerk. As
you do this activity, you will piay the role of a warehouse clerk. You have
beengivenan order and some information fromyour supervisor. It’syour job
to fili the order and complete the form correctly. Read the note and use the
attached Bill of Lading and Product Code Chart to fill the order. Fill the
order just as you would on the job. You have 45 minutes to complete the
simulation. Please time yourself or ask a friend to.

Among the sub-tasks you will need to complete are the following:
1. Calculate the changes in the orders and record

* the cases shipped,

* the new weights, and

* make any changes in the number of full units and loose cases.

2. Choose which skid numbers you’ll send. The note tells you which skids *ou can choose
from. Make the selection and add up the skids in the center of the form.

3. Complete the Bill of Lading Summary at the bottom of the form. Be sure to {iil
in these blanks:
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* total units

* total loose cases

* number of packages

* weight (subject to correction)
* total cases

* total weight

* date shipped (use today’s date)

4. Write a note to your supervisor that explains how you took care of this order.

* explain that you did what was asked
* detail any changes that you made on the Bill of Lading

Provide the learner with the appropriate forms needed to complete the simulation. These
include 1) note from supervisor explaining changes to be made 2) partially filled out Bill of Lading
Form and 3) the Product Code Chart. See Figure 10 in Appendix A for copies »f those forms.

A competent, experienced worker may have little difficulty completing the simulation. He
or she may use the simulation as a way to practice and enhance existing skills. Other workers who
are new to the job or less experienced may have difficulty with some parts of the simulation. For
example, workers who have difficulty understandingabbreviations and specialized terms may need
towork through a lesson designed to familarize them with specialized vocabulary. Others mayneed
instructionin how tolocate information on the product code chart and dothe calculations to correct
portions of the Bill of Lading. If the instructor is present during the simulation, it will be possible
to quickly spot learners who are having difficulty. If the learner cannot do the simulation, the
instructor can walk the learner through it asking questions and making note of problem areas (i.e.,
technical vocabulary, knowing how to set up computations, being able to summarize, etc.).

Tailoring Simulations to Workers’ Needs

Todevelop instructional activities for complex forn - and tasks, it may be necessary tobreak
the forms and tasks into smaller parts and develop instructions which focus on each part. For
example, the Bill of Lading form is made up of three main parts:

1. the top part with carrier and billing information,

2. the middle part with product description and quantity, and

3. the bottom part which summarizes product and shipping information.

Whether the job task is reading and filling out a form (like the Bill of Lading example),

locating information in manuals, or reading diagrams, breaking the task into its smaller parts to
create lessons is an effective technique. The key is to keep the lessons you crcate imbedded in a
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locating information in manuals, or reading diagrams, breaking the task into its smaller parts to
create lessons is an effective technique. The key is to keep the lessons you create imbedded in a
work-related context so that they are relevant to workers. Following are examples of lessons
developed from task orienied and general job reading materials. They focus on vocabulary
building, locating information, and reading charts and tables. Since workers often need to be able
tc understand technical vocabulary specific to their job, orienting the learner to the printed
technical language is a good place to start.

Technical Vocahulary. Begin by identifying the key vocabulary words used in the job and
preparing short lessuns which focus on and orient learners to these specialized terms. Technical
vocabulary may include frequently used technical terms, acronyms and abbreviations. They may
be words that appear on a form, or words that a worker pointed out to you during Literacy Task

Analysis. There is an example of a vocabulary lesson which focuses on technical terms in Appendix
D, Example 1.

You can also develop vocabulary exercises by using the forms themselves. This technique
produces lessons quickly without expensive production costs. First, provide learners with verbal
instructions about the function of the form being covered. Tell the learner about all the key areas
on the form and the key terms with which they need to be familiar. (If you are addressing a group
of learners, show an overhead and provide a handout of the form and the terms to each learner if
possible.) Next, take a blank form and number the key terms on the form that learners are to know.
Ask learners to do one of two things:

1) Write, in their own words, the meaning of the term numbered on the form. This is
especially good for abbreviations and acronyms.

or

2) Match the key term numbered on the form with its correct description provided on
aseparate sheet. (This requires that the teacher write the definitions or explanations
of key terms available to the learner in advance of the exercise.)

For an example of this type of vocabulary exercise, turn to Appendix D, Example 2.

The examples shown in the Appendix D were developed from task-oriented job forms.
Similar vocabulary lessons can be developed using general job literacy materials such as insurance
and company policy manuals. The example in Appendix E deals with a general job literacy task,
understanding a company’s group insurance plan. In this example, the words from a company
insurance manual have been used to create lessons which link these job-related words to synonyms
from more general language.

Locating Information. Workers frequently must be able to access information quickly, often
from multiple sources. In your Literacy Task Analysis with workers you probablyidentified several
sources of information, such as safety bulletins, repair manuals, or company policy and insurance
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sure to make the exercises as realistic as possible by cr-ating situations, examples and questions
that are similar to those a worker might encounter on the job.

Appendix F contains a sample lesson on using a table of contents. The subject matter for
thelesson comes froman employee handbookwhichis issued to each employee andis reportlyused
regularly by employees. In delivering lessons on these and other basic skills tasks, the teacher
should first “model,” or demonstrate for the learner, the process which he or she goes through to
use the table of contents. He or she should then give learners the opportunity to practice the
process.

Reading Diagrams, Charts and Tables. Lessons on reading diagrams, charts and tables can be

effectively complemented by making a reduced copy of the diagram and then making notes in the
margins with arrows to point out the key components. Give photocopies of these diagrams marked
with your notes to learners to supplement your modeling of how to read the diagram. Write the
same notes into the lesson instructions to provide the learner with additional reading practice and
toreinforce the key information about the diagram. Two sample lessons for reading diagrams and
tables can be seen in Appendix G. Lesson 1 focuses on reading a ceiling fan diagram to get part
numbers and Lesson 2 shows how to read a table to determine hourly pay rates. Notice the
scenarios which precede each exercise to thess provide learners with a realistic purpose for doing
the activity. These scenarios are key to helping learners identify the activity and recall background
information about the setting of the activity.

These are some of the types of task oriented and general basic skills instructional materials
that can be developed from Literacy Task Analysis and printed workplace materials. But as
mentioned earlier, the simulations and literacy materials you develop will constitute only about
40% to 60% of the instructional time spent with learners. A trainer will spend about 10% - 20%
of his or her time in individual instruction with the learner and may devote 20% - 30% of class time
activities with related commercial materials.

Direct Personal Instruction

In the time you spend providing direct instruction to workers, show one or two examples
of the materials you use to teach the reading process. Model the desired process for learners by
showing them each step and verbalizing the questions you ask yourself as you work through the
process. For a task such as using an index or looking up information in a glossary, you may want
to do a modified Literacy Task Analysis on your own strategies and relay these to the learners. For
more task-oriented basic skills, rely on what you learned from your Literacy Task Analysis with
workers. Model for the learners how an experienced worker does the task, explaining as fully as
possible the subtleties of the task and those aspects that might seem obvious to someone with a
higher level of basic skills. Provide several examples and allow learners to increase their level of
participation in the completion of the task until they are ready to attempt the simulation activities
alone. Then, allow the learners to work through several simulation activities; provide them with
feedback as necessary. Be sure to develop 2-3 variations for each simulation to provide learners
with enough practice to master the task. For more information about meeting the needs of a diverse
group of learners, see Philippi, 1988.
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Use of Related Commercial Materials

Related commercial reading materials may be used to supplement the task-oriented and
general job reading instructional materials you develop. For example, if you are teaching learners
to read charts and graphs for their jobs, it would be appropriate to provide learners with generic
commercial materials which address these skills and provide additional practice. However, these
commercial materials on their own are not likely to lead to improved performance on the job
because they lack the specific content to tie them directly to the worker’s job. Without a direct
subject matter link, the learner will be less likely to make a connection between the activities and
their own jobs. Therefore, when commercial materials are used, point out and emphasize to
learners the connections between what is featured in the commercial materials and what is
required of them on their jobs. When this is done effectively, commerciai materials can provide
the instructor with useful literacy material.

Other Commercial Sources

Other sources of supplementary reading material for learners can be found in local and
national newspapers and magazines. Articles about the employee’s company or about a company
product with which thelearner is familar are excellent sources for readingpractice. Althoughmany
newspapers and magazines are written ata reading level that will be {vo difficult for some learners
in your program, research shows that adults are able to read and understand a higher level of
materialif itis ona subject withwhich they are familiar. Background knowledge can make alimited
difference in the ability of a worker to comprehend difficult reading material. Mikulecky, Sticht
and others have found that workers can understand job-related material that averages 1-2 grade
levels beyond their normal abiiity level (Mikulecky, 1982; Stitch, et. al., 1986). Adults bring a
lifetime of background knowledge to a reading task. Jf workers are able 10 make the connection
between what they know and what they read about a sudject they are often able to read material
that would otherwise be too difficult.

Uses and Limitations of Readability Formulas

“Readabilitv” refers to the index of the ease of comprehcasion of a particular passage.
There are many formulas available for computing readability, including some on computer
programs, which you can use to determine the approximate reading difficulty of materials.

Readability formulas can help you choose m~terials to use in the classroom. The ability to
approximate readability levels of workplace materials can also help when you explain to company
managers and training personnel the reading cha':nges presented to workers by particular
materials. Appendix H contains examples of the Fog and Forecast readability formulas and
explains how to apply these to assess job materials. Even though these formulas can be helpful use
them with the understanding that they only approximate how difficult material is to read and are
not conclusive in their determinations.




Readability formulas are of limited utility in the sense that they can only assess factorssuch
as word difficulty and sentence length. Difficult words are nsually only able to be broadly defined
as being multi-syllable words. The formulas cannot be applied to non-prose passages (i.e. poetry
or graphic material) and they are usually based on a particular audience (i.e. school children or a
cross-section of “he reading public). When a target audience or a passage is outside the scope of
a given readabi) ‘ormula, the utility of the formula drops considerably.

On the whole, if two passages are written on the same topic, readability formulas can
indicate which passage is easier to read. The formulas are far from perfect, however, and need to
be modified by informed human judgment. For example, if a passage is filled with conceptually
difficult but short words (i.e. ion or valance), and the words are likely to be unfamiliarto the reading
audience, the user would be wise to mentally increase the difficulty level computed by readability
formulas. If, onthe otherhand, the readeris likely tobe very familiar with atopicand it’s vocabulary
(i.e. a sport or technical area), then words which the formula considers difficult may actually be
simple to areading audience. Insuch a case, the user of the formula would need to mentally lower
the difficulty level computed by the formula.

Novices with readability formulas are often overly impressed with the apparent accuracy
of a figurelike 10.33 grade level. Inactuality, the figures are not anywhere near the level ofaccuracy
implied by two decimal places. View the grade level figures as of a range of difficulty levels (i.e.
10.33 + or - a year on each side). It s still helpful to know that a person with a grade school level
of reading ability might have extreme difficulty with the passage, but one should not exclude from
the potential audience readers at the 9th grade level.

Inshort, the formulas can give indications of reading difficulty levels. However, they should
be used with a good deal of caution and modified by intelligent judgments based on information
about the reading audience. It is important to note that more expensive, 2ctual test-case
information from a trial run that has readers use materials is often more accurate chen tothe short-
cut of using readability formulas.

Sources of Support and Assistance

As you work to develop instructional materials for workplace literacy programs, you may
have a need for professional support or collaboration. Community resources such as colleges and
universities, adult basic education centers, literacy coalitions, and emplcyment and training
councils or agencies may provide information, materials and consultation. Kangisser writing for
the New York Business Council for Effective Literacy (Kangisser, 1987, pp. 9-12) suggests a variety
of ways tocreate an effective literacy program planning team. Kangisser pointsout the importance
of choosing a capable educational provider to assist with program development and offers
guidelines for making this choice. In addition, Kangisser has compiled a list of individuals and
organizations (Ibid., pp 30-35) from around the country who have agreed to be listed as potential
resources in program planning, development, operation, and other areas including:

* job analysis
* job-related curriculum development
* curriculum for limited-English speakers
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* assessment and evaluation

* using computers for skills training

* using volunteers

* general technical assistance

* reading and writing development,

* operation of general literacy/high school diploma programs
* union nrograms.

Featured on the list are experienced professionals from organizations including businesses and
industries, universities, adult basic education centers, vocational schools, community colleges and
government agencies. Write to the Business Council for Effective Literacy, 1221 Avenue of the
Americas, New York, NY, 10020, for copies.

In addition, Appendix I contains references for sources of basic skills programs, teaching
1 aterials, program development guidelines, and occupation-specific competencies from a variety
of civilian and military programs.

SUMMARY/CONCLUSION

Civilian and military research indicate that general literacy training is of limited value for
the workplace. Gains made in classes using school-type materials are minimal at best, and often
donot effectively transfer to the workplace. Inaddition, gains tend to revert in approximately eight
weeks. In contrast, workers who learn basic skills using materials drawn from the workplace tend
to master basic skillsmore rapidly and retainwhat theylearn over time. This may bebecause adults
find in workplace applications of basic skills more relevant and because workplace instructional
materials are more likely to lead to continued practice of basic skills on the job.

A workplace literacy approach to basic skil's instruction requires some custom designing
of instructional materials. Instructional materials which simulate actual job tasks can be devised
after conGucting Literacy Tuask Analysis which involves:

. gathering print materials,
' observing workers use those materials on the job, and
* interviewing workers about their thought processes while using workplace

materials to solve problems.

The process of gathering information an< designing materials need not be overwhelming.
Custom-designed instructional simulations can comprise the core of an instructional program
without taking the majority of instructional time. Simulations based on Literacy Task Analysis can
constitute 20% - 30% of learning time. Simulations are supplemented by a combination of directly
related commercial materials (e.g., skill exercises in math, graphand instrument reading, and form-
filling). and general job-related materials (e.g., safety manuals, insurance bocklets, and company
policy manuals).
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Figure 1
Choosing the Appropriate Job for Literacy Task Analysis

Appendix A

Jobs Usually Selected for Literacy Task Analysis

Entry-level jobs
Mid-level jobs to which entry-level workers could be promoted

Analyze those job tasks in which:

- results of performance are critical

- frequent mistakes are made

- workers need training in order to be promoted
- workers report difficulty

- new technology has been implemented
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Figure 2 Appendix A
Interviews with Professional Staff
TITLE PERSPECTIVE QUESTIONS TO ASK INFORMATION TO BE GAINED
PLANT Big picture; Where do you perceive performance  Areas perceived to have greatest
MANAGER  top down, gaps caused by lack of basic skills? need for improvement.
relationships
among In which departments do basic skills Jobs most critically affected by lack
departments have an important, even critical, of basic skills
impact on the performance of entry- -
level workers? Which jobs to task analyze.
Where do you see the greatest need Which reading tasks have greater

for improvement in basic skills edu-
cation?

Where whould you notice effects if
improvements are made? If they
aren’t?

pricrity and importance.

Which jobs have major productivity
and accident problems which might
relate to basic skills.

PERSONNEL Broad;

How does basic skills literacy affect

SUPERVISOR job; sees workers’
daily needs

DIRECTOR  policy-oriented hiring and promotability?
(In smalier companies, personnel .
directors may take on training Do applicants have the necessary The extent to which new hires are
responsibiliies) basic skills to perform the job once  apje 1o independently learn on the
hired? job.
Do employees have trouble reading
insurance information, or filling out
applications or claim forms?
Do employees need help understand-
ing compzny policy manuals regard-  which general reading tasks are
ing sick tin:e, benefits, holiday pay,  jmportant for workers to master (i.c.,
etc? memos, insurance information, etc.).
Areas of weakness in math and
Do employees have difficulty calwu-  problem solving.
lating wages or figuring out deduc-
tions from their paychecks? N
DIRECT Focused on tasks of In which entry-level jobs do workers

seem to have the greatest need for
literacy skills?

How is plant productivity zffected
by workers’ ability in reading,
writing and math?

Do you have workers you'd like to
promote but feel they can’t handle
the literacy requirements of a
higher-level job?

Consequences of poor performance
due to lack of bas.c skills (i.e.,
productiviiy, <atety, etc.).

Areas where improvements in basic
skills can lead to a better chance of
promotion.

If workers lose time covering for
others with low basic skills.
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Figure 2 (cond't) Appendix A

TITLE PERSPECTIVE = QUESTIONS TO ASK INFORMATION TO BE GAINED
TRAINING  Training issues: What is the company philosophy The extent to which basic skills
DIRECTOR  learner charac- regarding training is matched to actual job
teristics; learning  basic skills literacy training? demands.
needs;
Is there a basic skills program in Extent and nature of current educa-
effect? tion and training.
What other training is currently Worker characteristics to be consid-
going on? cred when designing literacy materi-
als.
What difficultics do workers have
in current training programs? Worker's educational background

and learning skills.
What is the reading level of your
average entry-level worker?

What is the education level of your
average entry-level worker?

What special training needs do
workers have?
What is the age range of workers?
UNION Employee needs; ~ What is the relationship between
OFFICIAL managment management and workers?
issues
What role does the union play in Role of the Union.

training and basic skills education?
Literacy requirements for fulfilling

What printed materials should union participation.
workers read to be informed of
their rights and responsibilities Workers’ concerns about training and

and of union services and issues? evaluation.

Have nrevious problems ever
undercut training programs?




Appendix A

Figure 3

Things to Look for During a Site Tour
ENVIRONMENT WORK FORCE LITERACY MATERIALS
(what aspects of the (What soclal networks (What materials requiring
workplace will influence seem related to job basic skills are visible
my observations and problem solving?) from the floor?)
safety?)
noise level work in groups or alone? safety signs
sanjtation use telephone? policy notices
safety ask questions of lead workers? bulletin boards
hazardous conditions operate independently or with safety or health brochures
machines group conferences? signs or job aids at work
special tools group approaches to problem solving? stations
vehicles enthusiastic or bored? computer displays
chemicals friendly toward you and host? libraries or information
gases centers
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Methods for Interviewing and Observing
METHCD ADVANTAGES DISADVANTAGES
Option 1
Observe worker perform Interviewer can observe procedures, Can be more time-consuming than

task with nc opportunity to ask ques-
tions.

Interview worker away from job.

Observe worker perform task with no
opportunity to ask questions.

see literacy tasks and note processes
before discussing with the worker.
Good when workplace is noisyor haz-
ardous. Retumn for 2nd observation-
- opportunity for demonstration and
clarification. Can tape record inter-
views.

options 2 & 3; interviewer can miss
details.

2
Interview worker away from job site

Observe worker perform job and ask
questic ns

Interview worker away from job site.

Can focvs quickly on literacy tasks;
can be selective i observation; 2nd
interview provides clarification.
Good for hazardous or noisy
worksites or complex job task involv-
ing multiple reference materials. Can
tape record.

Can take more time than option 3.
Extended interviews difficult for
some subjects.

Option 3
Simultaniously obscrve and interview
worker while performing job

Best in safe, quiet work environ-
ments. Worker can explain as he/she
doces job task. Interviewer canimme-
diately question unclear procedures.
When permissible, the most desirable
approach.

Canaot be done in noisyor hazardous
work site; can interfere with worker
doingjob. Little opportunity for tape

recording.




Fioure 5 Appendix A
Sample Interview Questions

BACKGROUND

What is your title and job description?

How long have you been in this job?

How did you learn this job?

What special training did you have for this job?

How important is reading, writing and nath to the successful completion of your job?
What do you find is the most challenging part of your job?

What is the most impcrtant part of your job?

What could go wrong if you didn’t do this part of your job correctly?

LITERACY TASKS

Will you please show me the books, manuals, forms or charts you read in order to do your job?
Which of these is hardest to read?

How often do you use this manual (chart, form, etc.) in doing your job?

If you were training a new person to do this part of your job, what would he have to know before
you could teach him/her?

What would a new person find most challenging about learning your job?

What reports, memos, summaries or other written messages do vr'1 read or write in your job?
What math or science skills do you use in your job?

What technical equipment do you use in your job?

What special measuring tools do you need to read to do your job?

What computer equipment (or computerized machines and tools) do you use in your job?

TRAINING AND PROMOTABILITY

In which parts of your job would you like to improve?

What skills would you need to learn in order to be promoted to a different or better job?
Are you currently being trained (or are you training someone new) to do this job?

What is most difficult about the training you are in now?

How has your job changed since you first started it?

Do you expect to be going back to school or training in this or another job?

Will you please show me the training manuals and exercises which are most difficult for you?

PROBLEM SOLVING (METACOGNITION)
Explain what information you are looking for when you read this manual (form, chart, etc.)
Tell me, step by step, how you get information from this manual (etc.).
Tell me, step by step, how you got the information when you were new on the job.
Show me how you know....
Explain in detail...
How did you know to do that?
How did you learn that part of your job?
What do you do first, second, third, etc.
.What do you do if you don’t find what you are looking for the first time?
Where else could you go for this information?
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Figure 5 cont’d

ADMINISTRATIVE
Will you please show me the general safety material you read in your job?
Will you tell me how you read:

your insurance manual

your time card or check stub

your income tax withholding forms

company policy manuals

union literature

company news bulletins




Figure 6

Appendix A

Job-Related Literacy Materials

Task-Oriented Reading General Job Reading Related Materials

reference manuals safety manual Vocational Basic Skills Booklets

job aids company policy manual Graph & Instrument Reading Excerises
measurements tools insurance manual Measurement Exercises

graphs, scales, charts, tables insurance forms Functional Problem Solving Exercises
blueprints accideat forms Using Tables and Reading

procedural guides

work orders, forms

first aid instructions
computer printouts
computer screen displays
metric conversion charts
diagrams & flowcharts
product labels

company newsletters
bulletin board memos
union brochures
payroll check stub
calculate wages
posters

training manuals
textbooks

Form-Filling Exercises
Trade Literature
Automotive

Nursing




Figure / Appendix A

Commercial Literacy Materials

Ackerman, Anne S., Miriam Levitt Baygill, and Marilyn Fishel. It Happened on the Job. New
York, NY: Globe, 1978.

Crouse, William H. The Auto Book. New York, NY: McGraw-Hill 1984.

DeKiryger, William J., Robert T. Kovacik, and Saverio G. Bono. Auto Mechanics: Theory and
Service. West Chicago, IL: South-Western Publishing, 1986.

Mikulecky, Larry J. and Rad A. Drew. On the Job: Read: .gs in Real-life Competencies.
Cambridge Book Company, New York, NY, 1987.

Physician’s Desk Reference. 40th ed. Oradell, NJ: Medical Economics Company, 1986.
Project Earth. Sauk Centre, MN: Vocaaonal Biographies, Inc., 1982.

Project Explore. Sauk Centre, MN: Vocational Biographies, Inc., 1985.

Sanders, Donald H. Computers Today. New York, NY: McGraw-Hill, 1983.

Webster, Jay. Auto Mechani¢cs. Encino, CA: Glencoe Publishing Comp~.1y, 1986.

Adapted from: Derby, T. “Reading Instructionand Course Related Materials for Vocational High
School Students.” Journal of Reading, January 1987.
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Appendix A

On-the-Job Reading Processes

(Excerpted and adapted from Philippi, 1988)

VocabularyVocabulary

Recognize commasn words and meanings

Recognize task-related words with technical meanings
Recognize meaning of common abbreviations and acronyms

Literal comprehension

Identify factual details of specifications in texts

Follow detailed, sequential directions to co.nplete a task
Determine the essential message of a paragraph

Locating information within a text

Use table of contents, index, appendices, glossary, to locate information

Locate page, title, paragraph, figure, or chart needed to answer questions or solve a problem
Use skimming or scanning to determine if text contains relevant information

Using charts, diagrams, and schematics

Use a complex table or chart requiring cross-referencing

Apply information from tables or graphs to locate malfunctions or to select a course of action
Isolate each major section presented in a schematic diagram

Follow sequenced illustrations or photographs as a guide

Comparing and contrasting

Combine information from multiple sources that contribute to the completion of a task
Determine presence of a defect of extent of damage

Classify objects by size, color, or significant marking

Inferential comprehension

Determine meaning of figurative, idiomatic, and technical meanings of terms, using context clues
or reference sources

Make an inference from text that does not explicitly provide required information

Interpret codes and symbols

Recognize cause and effect, p-dicting outcomes

Use common knowledge to a -.id hazard or injury

Apply preventative measures prior to a task to minimize security or safety problems
Select appropriate course of action in an emergency




Appendix A

Task: Filling an order using a Bill of Lading

Literacy Task Analysis
Warehouse Clerk

Related Literacy
f the Sub-Task Elemen ntained in th
I-1 1.1  Read and comprehend "Ship

Reviews Bill of Lading to determine
who the order is going to, which
carrier will be used, which product
items and quantities are to shipped.
checks date and fills orders in order
they are due.

I-2

Use specialized ID numbers on
Product Code Chart to show which
cases are being shipped and the
origin of each case.

I-3

Use the Product Code Chart to
document jar size, weight per jar
and weight per skid.

I-4

Correct the order to reflect what
is actually shipped. Note why the
order is changed (product not in
stock, etc.)

I-5

Leave brief note for supervisor or
next shift explaining shortages in
stock, reasons for delay or other
noteworthy message.

1.2

2.1

22

31

32

33

4.1

5.1

To" portion of Bill of Lading;
understand technical vocabulary
and abbreviations.

Scan for date and prioritize; earliest
due is first loaded.

Read and understand specialized
locatoi codes, and check against
skids to determine proper shipment.

Compare cases shipped to cases
ordered and note any differences.
Correct with notation.

Classify by product code.
Check to be sure code and
shipment match. Locate
info on Product Code Chart
and to Bill of Lading.

Locate information on Product
Code Chart. Use to calculate loose
cases.

Locate and verify maximum
weight by checking routing
information on "Ship To"
portion of Bill of L 2ding.

Use proper abbreviations for
corrections on form.

Summarize changes made,
shortages, etc. Write legible note
summarizing changes made, etc.

4.




Appendix A

Forms For Warehouse Clerk Simulation

Note From Supervisor:

Joe:

Please take care of this order for me. There are just a conple of things you should know before you
start.

1. The order calls for 9 full units of 48805. We only have 8 1/2 units. Se:.d what we have
and make the adjustments to the Bill of Lading.

2. The order also calls for only 10 units of 48814. We have 11 1/2 units in stock. I'd like
you to ship the entire 11 1/2 units. Make the changes on the Bill of Lading.

Take the shipments for the units 48805 from the V76JL skids numbered between 150 and 250.
Take the shipments for the units 48814 from the V76JL skids numbered between 245 and 345.

Be sure to record all this on the bill of lading. Let me know with a note how all this works out.

Thanks,

Jan

%N
bda
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APPENDIX A APPENDIX

Form 3
Product Code Chart

48805 - 12/30 oz. - 1 case 36.5 1bs., 1 skid 2,555 1bs.
1190 cases Weight 43,435 for 17 skids
1260 cases Weight 45,990 for 18 skids
1330 cases Weight 48,545 for 19 skids
1400 cases Weight 51,100 for 20 skids

48810 - 24/15 0z. - 1 case 37 1bs., 1 skid 2,072 1bs.
1008 cases Weight 37,296 for 18 skids
1064 cases Weight 39,368 for 19 skids
1120 cases Weight 41,440 for 20 skids
.1176 cases Weight 43,512 for 21 skids
1232 cases Weight 45,584 for 22 skids

48814 - 8/45 0z. - 1 case 34.5 1bs., 1 skid 2,070 1bs.
1080 cases Weight 37,260 for 18 skids
1140 cases Weight 39,330 for 19 skids
1200 cases Weight 41,400 for 20 skids
1260 cases Weight 43,470 for 21 skids
1320 cases Weight 45,540 for 22 skids

48819 -~ 18/15 oz. - 1 case 28 1bs., 1 skid 2,240 1bs.
1360 cases Weight 38,080 for 17 skids
1440 cases Weight 40,320 for 18 skids
15Z0 cases Weight 42,560 for 19 skids
1600 cases Weight 44,800 for 20 skids
1680 cases Weight 47,040 for 21 skids
1760 cases Weight 49,280 for 22 skids

48822 - 10/5 oz. - 1 case 53.0 1bs., 1 skid 2,120 1bs.
720 cases Weight 38,160 for 18 skids
760 cases Weight 40,280 for 19 skids
800 cases Weight 42,400 for 20 skids
840 cases Weight 44,520 for 21 skids
880 cases Weight 46,640 for 22 skids

48833 - 144/4 oz. - 1 case 39.5, 1 skid 1,106 1bs.
560 cases Weight 22,120 for 20 skids
616 cases Weight 24,332 for 22 skids
672 cases Weight 26,544 for 24 skids




Purpose:

Interview with
Supervisors
(15-20 min.)

Site Tour

Literacy Task Analysis

Purpose:

Employee
Interview
Part 1
(15-20 min.)

Employee
Interview
Part 2
(20-30 min.)

APPENDIX B

SITE INTERVIEW GUIDELINES

To identify and analyze the basic skills of eatry level jobs which are
critical to successful job performance.

Interviews with plant supervisor and (or) the employee’s direct super-
visor to find out:

which job tasks are most critical to job success
which job tasks are most frequently performed
which job tasks are most problematic

where poor performance is occurring

useful pre/post measures of employee performance
current performance standards, measured by:

* time/motion study

* worker efficiency

* rate/production

Q0 0 0 OO0

To acclimate the interviewer to the work environment.

To analyze designated job tasks and gather job-related printed and
computational materials. The emphasis is on finding out how employ-
ecs use printed materials to solve problems on the job.

The first phase of the Literacy Task Analysis begins with a one-on-one
meeting between a model employee and the interviewer. This should
take place in a private meeting room and not at the work station. The
employee will be asked to describe his/her job ir. detail with particular
emphasis on job-related reading, writing and mzth. The employee
should bring samples of job-related reading materials to his or her
meeting.

In the second phase, the interviewer will observe the worker on the job
performing designated tasks. It is ideal if questions can be ask.d while
the employee does the job. If this is not possible, it will be necessary
to return to the meeting room for further discussion.




Employee
Interview
Part 3
(10-20 min.)

Site Interviews

Materials

Clearance to
Photograph &
Record

Confidentiality

Proprietary
Information

APPENDIX B

Return to meeting room (if necessary) to clarify any procedures, steps,
rules, processes, etc., which the employee has described.

Explain to the employee that throughout the interviews, you will be
gathering work-related reading materials. Make it clear that you will
need originals or photocopies of materials to take with you to be used
for developing training materials. Examples of materials include:

reference manuals,

job aids,

instructions,

scales, graphs, charts, tables,

company bencfit booklets,

company insurance forms and information,
union materials (guidelines, greivance forms, etc.)
safety manuals,

accident forms,

production records, and

time sheets, etc.

OO 0 OO0 000 O 0O

You will need clearance (when necessary) to photograph materials
that cannot be taken from the work site, for exainple, a sign near a
machine that lists safety precautions. Ask permission to tape record
or videotape during the interview. Be certain the employee being
interviewed as well as affected are informec about and agree to re-
cording, taping, etc.

Employee interviews are strictly confidential. Names of employees
should not be used in any way. Employee comments about supervi-
sors, the workplace. etc., should rot be divulged.

Recognize the company’s interest in protecting proprietary informa-
tion and agree to cooperate in any way to ensure security.




APPENDIX C

MATERIALS FOR LOW-LITERATE ADULT LEARNERS

Following are references containing bibliographies of materials for use with low-literate adult
learners:

Brown, J. M., and Gerald Yuh-Sheng Chang. “Supplementary Reading Materials for Vocational
Students with Limitcd Reading Ability.” Journal of Reading, Vol. 26, November 1982, pp. 144-
149.

Connett, D., and R. Rathburn. Innovative Materials for High Risk ABE Students Oregon State
Dept. of Education, Salem, OR. June 1984.

Curriculum Materials 1979. New Jersey Vocational-Technical Curriculum Laboratory, Rutgers
University, 1979.

Derby, T. “Reading Instruction and Course Related Materials for Vocational High School
Students.” Journal of Reading, January 1987.

Gottlieb, S. M. i ials for Vocational-Technical nts: An Ann Bibliogra-
phy. Pennsylvania State Depariment of Education, 1975.

Liu, C. C. Teaching Basic Skills through Vocational Education, Technical Report, Office of
Vocational and Adult Education, Washington, DC. April 1980.

Nemko, B.and E. Dutton, Resourcesin Health Careers Programs for Teachers of Disadvantaged
Students. Publication Sales, California St. Dept. of Education, Sacramento, CA 95802. 1983.

O’Brien, R. L. Booksfor Adult New Readers. Second Revised Edition. Project Learn, 2238 Euclid
Avenue, Cleveland, OH 4411S. Sept. 1984.




APPENDIX D

VOCABULARY EXERCISES

Example 1

Technical Vocabulary -- Bill of Lading

Instructor will point out the important parts of the completed form. Use overhead when addressing
group. Provide students with a handout that identifies the important parts on the form.

Divide form into its three parts:
1.  Top: Carrier/Billing Information
2. Middie: Product Description and Quantity
3. Bottom: Bill of Lading Summary
1. Top: Carrier/Billing Information
Point out these sections of the form:
“Ship to:”  Tells where the shipment is going.
Car/van # Thewarehouse clerk (WC)fillsin this blank. The WC must record this number from
the carrier’s vehicle. This identifies the shipping vehicle.
Seal # Seal # refers to the seal on the door(s) of the carrier vehicle. Each door has

a seal with a number. The warehouse clerk must record the seal number(s) in
1.is spot on the form. There should be one seal # for each door on the vehicle.

Shipping

order #: This is the number that identifies this transaction. The WC may
be asked to record this number on other forms, or refer to the number
whenever talking about the form with a driver or supervisor.

Student Activity

You have just finished loading an order when you get a call from your supervisor, Jan. She hassome
questions to ask you about the order you just filled. Write yov: answers to her questions in the
spaces below. Use the Bill of Lading on the next page to answer these questions.

oU




Example 1, cont’d APPENDIX D

QUESTIONS:

“Hello. ThisisJan. I have some questions about the shipment going to Fullerton, California. First
of all, can you give me the street address where we’re sending this shipment?”

“Great  Now, what shipping order number do you have on that Bill of Lading?”

“Thanks. A Couple other things. I need thz Car Number and I can’t read it on my copy. Can you
make it out on yours? What’s the Car Number?”

“I also need the Seal Number. Ican only read the first number. Can you give me the rest of it?”

“One last thing and I'll let you go. What's the routing on this order?”

“Thanks for your help. See you this afternoon. Bye.”
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APPENDIX D

Example 2
Matching Exercises:

(See blank shipping order form on next page with items numbered.)

Match the number of the term on the form with the best definition or explanation below.
— Short for Cases Shipped. Write the number of cases shipped in this column.

Short for Quantity Ordered. This line will be filled out before you receive
the form. In most cases, the r~mber of cases shipped and the number of cases
ordered should be the same.

Stands for Weight Per Case. This will be filled out before you get the form. This
tells you the weight in pounds of a case of the product.

Short for Product Code. Each size jar has a different product code number. This
will be filled out before you get the form. You might need this number when
referring tn the product code chart to find the weights of a shipment.




Example 2, APPENDIX D
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SAMPLE LESSON: Understanding Your Company’s Group Insurance Plan

As a company employee you are entitled to buy insurance for yourself and your family.
You may have received a booklet that tells about your insurance plan. Some people have a
hard time reading insurance manuals. Words used to descnbe insurance policies can be hard
to understand. For example, benefit is a technical word often used when talking about insur-
ance. In everylay usage, benefit means anything good. But in the insurance language, benefit
means the payment you receive for an insuranre contract.

The words in the list below came from yoir company booklet on group insurance.
Study the words below. Next to each word is its definition and a....ther word that means about
the same thing. The word that means ths same is called a synonym. Each word is used ina
sentence to show its meaning.

Words Aboui Insurance

Word Definition Synonym
L. accidental hapmfggﬁtby chance unexpected
2. benefit money paid from an payment

insurance contract
0514

24777 Z ik
V2l

N
X
N
N
RN

3. beneficiary the persnn who receives receiver
insurance benefits

7 /////////’;/////5 f; /,7/// ] u:é::-//itr,’.'/u/’u?y,'f./r,fu’szu,,
4. claim request for payment of request
insurance benefits

//// j////// Vi //////A 7)) //
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Word Definition Synonym
S. coverage the type cf protection protection

provided by an insurance policy

Lty
’ ok

pol

fey:, .7
, 5 g
LG G s G b

s
%
2

6. dismember to cut, tear or puil off a limb separate
(such as a hand or foot)

siolx ﬁf@é epated incorrectly, //////////////////%///

AN
N

7. disability inability to work handicap
?z/ UK R, LR T e i R N i 7
0K I N8 acK snane Bisawatv ke é’ Z fftﬁe/jo f APArs. e 1188 10 meot wity .
)i e o g / _ /
8. exclusions what the insurance does exceptions
not cover.
V7 7 / ///// 7 ;z/}///u/// ///{;///// sy ,///,,,,; /I;'I// /&"/'/;/7//,/4,’////'/'7 ///%//%1////%7 N /// % I%
%//%%W/ / /////é//g/eé 5t Andde?}a}%%féﬂ///////// Z /)///%/ ////}//gé///%
9. maternity having to do with pregnar.cy pregnancy
or childbirth

72/

s

‘\\\1?\\

77 //// Z 0% A
LT, v <
roceryet Y ;/ wnen
2 Cu t20s 4774

)
518 21DV 000 4 st s s

o s 4oy o ork fo AV her by /7
A 7 7 Z P 4%,
gy kidwaiiho [t 1o 00/ a7 ////4/,//

PRACTICE

A synonym is a word that mcans almost the same thing as another word. "Cup" and
“raug" are synonyms because they mean almest the same thing. "Slacks" and "trousers" are
synonyms because they mean almost the same thing. Using synonyms for words you are trying
to learn is a good way to remember them. Sometimes a word doesn’t have a synonym and it
takes a few other words to say the same thing. Talk with your hsband, wife or friend about
the kind of insurar :you have. Use some of the new words from the list when you talk about

your policy.

Exercise One: Write a definition or synonym for each word on the list below. Refer to
the first part of this lesson if you need help.




Word
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coverage
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Word Synonym

6. maternity

accidental

7. dismember

claim

8. exclusions

. benefit

9. disability

. beneficiary

Check and correct vour answers before you go on.

SNh W=

Answers:
protection 6.
unexpected 7.
request 8.
payment 9.
receiver

[place upside down on page or in answer key at end of module]

pregnancy
separate
exceptions
handicap

Exercise Two: Circle the correct synonym for each numbered word below:

maternity

a.
b.
c.
d

coverage

creative
pregnancy

payments
sickness

blanket
benefits
protection
extra

en o

exclusions

inclusions
<xpectations
exceptions
prevention

an o

4. claim 7. benefit
a. request a. wreck
h. yield b. insurance
c. sue c. payment
d. money d. health

5. disability 8. deductible
a. strength a. costly
b. handicap b. removable
c. disturbance c. expensive
d. premium d. free

6. beneficiary 9. accidental
a. receiver a. planned
b. giver b. prearranged
c. exempticns c. unexpected
d. expense d. predictable

o7
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Exercise Three: Use each of these new words in a sentence of your own. Write each
sentence about the type of insurance you have or would like to have. Think of ways to use
these words when you talk with your friends and family.

1. Accidental

pA Benefit

3. Beneficiary

4. Claim
5. Coverage
6. Dismember

7. Disability

8. Exclusions

9. Maternity

Ut
Cr,
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These activities should be followed by a brief reading exercise that uses part of the
insurance language that includes some of the terms used above. Make the assignment as "real
world" as possible. For example, instead of merely asking questions which require reading,
create scenarios which make the reading assignments more relevant for the learners.

Example:

You had an accident at home and now you cannot work. Your doctor says you should
not go back to work for two months. Read page 9 of the insurance handbook to see how your

insurance will help you while you are off work. Answer the question below:

‘WEEKLY ACCIDENT AND
SICKNESS INSURANCE

If while insured, you become totally disabled as a result of a non-
occupational injury or sickness, benefits will be payable each
week while you are so dicabled and under the care of a licensed
physician.

Benefits will be payable beginning on the first day in case of total
disability due to injury, and on the eighth day in case of total dis-
ability due to sickness; however, no benefits shall be payable for
any day for which you are entitled to payment under our Com-
pany’s Sick Leave Plan.

These benefits will continue tor the maximum duration specified
in the Schedule of Insurance for any one continuous period of dis-
ability. Successive disabilities separated by less than two weeks
of full-time work will be considered one disability, unless the sub-
sequent disability is due to a different cau<e and does not begin
before you return to full-time work.

After your return to work, if you again become totally disabled
from a different and unrelated cause, you will again be eligible
for benefits to continue up to another maximum duration as de-
scribed above.

In no event will benefits be payable while you are not under the
care of a licensed physician.

In the event of disability due to pregnancy, benefits will be avail-
able provided pregnancy commences while you are insured.

—9—

1. When you are injured or sick and cannct come to work, you are

2. The payments you receive from the insurance “ompany while you are sick are called
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SAMPLE LESSON: Using a Table of Contents

Most manualsand reference bookletsyou use onthe job have Tables of Contents. The table
of contents is in the front of the manual. It lists the subjects that are covered in the manual and
gives the page number whei. you can find each subject. The subjects are listed in the order that
they appear in the manual. For example, ina car manual you might fir. ' subjects like tires, lights
and fuses.

The table of contents helps you quickly find the subject you are looking for. Instead of
wasting time paging through the manual, check the table of contents to find the page number of
the subject you need.

Imagine that you have missed work twice and are afraid you might be fired. You could ask the
supervisor what the rules are for missing, but you would rather find out without making a big deal
outof it. You ask a friend who says he isn’t sure. He says it’s p1 obably in the Employee Handbook
sitting on the bench in the back of the lunchroom. You check the table of contents and this is what

you find:
TABLE OF CONTENTS
Section Subject Page
A Know Your Supervisor 1
B Your Personnel Records 1
C. First Aid 1
D. Pay Day Policy 2
E. Time Cards 3
F. Attendance Policy 4
G. Safety Policy 5
H. Fire Prevention 12
I Employee Hygiene Standards 12
J. Protective Equipment 14
K Plant Rules 15
L. Security 18
M. Parking Faciiity & Speed Limits 19
N. Cafeteria 19

A quick look at the Table of Contents tells you:
1. what subjects are covered in the booklet,

2. which page to turn to read about each subject, and
3. that each subject is in a different section, (A, B, C, etc.)

Q GU
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Now, remember that you are looking for information about missing work. “Missing Work” does
not appear in the table of contents. Ask yourself, “Under which heading would I find something
about missing work?” You will probibly see the subject “Attendance Policy” on page 4. This
appears to be the only subject listed thit has anything to do with missing work. If youwere to turn
to page 4 of the handbook, reproduced for you on the following page, you would find the
Attendance Policy.

Read page 4. Remember, you missed work and you are trying to find out if you might get
fired. Even though you missed, you remember that you did callin each time to tell your supervisor
that you would not be in on time.

1. Which papagraph tells what you should do if you are going to
miss work?

2. From what you see on page 4 can you tell if you need to be worried about your job? Why or why
not? (Write your answer in the space below.)

Reading the table of contents is a good way to find out what is in a book or manual. It’sa
good habit toread througk. the table of contents of any book. You might see a subject that you hadn’t
thought of that might be of interest to you.

Think about the books and maauals you use on your job. Which of them have tables of
contents? Make a list of some of the manuals you have at work or at home that have tables of
contents.

1 5.
2 6.
3 7.
4 8.

_ The next time you use these books take a minute to read the table of contents.
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-

E-9 Do not punch another employee's time card
or persuade another employee to punch your
time card.

E-10 Do not falsify or alter a time card.

F. ATTENDANCE POLICY

As in all types of business and industry,
certain practices must occur in order to
maintain maximum efficiency of operations
Your job is important, and it is very im-
portant that you are here and ready for work
on time,

Various work hours apply to all employees at
ORPD. Each emplovee ' all be informed of
his/her scheduled work day by your supervisor
or the Personnel Office, and each emplcyze is
expected to be at work each time they z:e
scheduled.

F-1 New employees are expected to be at wc.4 each
time they are scheduled during their probation-
ary period.

F-2 Upon reaching seniority, all employees shall
follow the current year attendance policy
which will be given to you upon reachirng
seniority. This po>licy can also te fouid
posted on the bulletin board in the cai:.teria.

F-3 If for some reason an employee is unable to
report for work as scheduled, notifice.’'on of
such absence or tardiness must be repc..ed to
your supervisor or the Personnel Office as far
ir advance as is possible.
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Subtopics

Some tables of contents list topics and subtopics. Subtopics are usually indented under the
main topic heading. A quick glance will tell you the subtopics listed under each topic.

Look at the example below. This is the table of contents from your company’s Pension Plan
For Hourly Employees handbook.

Years of Credited Service
Years of £2gvice
C. Cost

TABLE OF CONTENTS

Part One Page No.
A. Highlights 1
B. Definitions 1
Company 1
Plan Year 1
Hour of Service 1
1
2
2

You might need to use your Pension Plan manua! if you needed to know:

* how long your disability pension would be paid

* how your pension is affected if you get married

* what the initials ERISA stand for and what rights
ERISA provides for you as an employee

This table of contents has subtopics included. Look at topic “B. Definitions.” There are
five subtopics under topic B. Subtopics give you a more complete idea of what is included in the
manual. They make it even easier for you to find exactly the information you are looking for.

Look closely at the complete table of contents from the Pension Plan For Hourly Employees.

Refer to it as you answer the questions that follow. When you finish, check your answers with
the answer key at the end of this lesson.

Applying What You Know

Use the table of contents from the Pension Plan For Hourly Employees manual, on the following
page, to help you find answers to the sample questions on page 5.
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SAMPLE QUE

1. How many subtopics are in Section 1?

2. On which page does topic “C. Cost” appear?

3. On which page could you find information about how long your disability pension would
be paid?
4, If you are married, to which page would you turn for information about your pension?

If you are single?

5. To whicn page would you turn to find information about ERISA,?

Answers: [place upside down on page or in answer key at end of module]

1. 4 subtopics

2. page 2
3.page$

4. page 3

S. pages 10 and 12

imulati lication

Think of two questions you have about how your pension plan works for you. Write the
questions below.

1.

2.

Now, use your Pension Plan for Hourly Employees handbook to find the answers to your

questions. Use the table of contents to help you locate the information in the handbook.

Make anote of your answers. Sometime soon, talk witha fellow worker or your spouse about
your pension plan and what you have learned about it.




Part One

A.
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N.
O.

COMPLETE TABLE OF CONTENTS

PENSION PLAN FOR HOURLY EMPLOYEES

Highlights
Definitions
Copany
Plan Year
Hour of Service
Years of Credited Service
Years of Service
Cost
Who the Plan Covers
Participation in the Plan
Normal Retirement Pension
Amount of Normal Pension
Early Retirement Income
How Your Pension is Paid
Standard Payment Form for Single People:
Straight Life Annuity
Standard Payment Form for Married Pecople:
50% Joint and Survivor Annuity
Election of Your Payment Method
Withholding of Taxes
Disability Retirement Pension
Election of Your Payment Form
Participants Age 65 and Over
Disabilities that Are Not Recognized Under the Plan
How Long is a Disability Pension Plan?
A Vested Pension If You Leave Before Retirement
Pre-retirement Death Benefit
A Break in Service
The Effect of a Break in Service
How the Plan Work-
Funding
Administration
Claims Procedure and Review
Events That Could Affect Benefits

Part Two

ERISA AND PLAN ADMINISTRATION INFORMATION

A.
B.

General Information
ERISA Information on Your Pension Plan

65
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SAMFLE LESSONS FOR DIAGRAMS AND TABLES

Lescon 1: Keadinga Ceiling Fan Diagram

Dizgrams are an important part of many manuals and books you read to do your job. The
zirer you can read diagrams, the more quickly and better you will be able to find the information
you need to do your job.

Imagine that your supe.visor told YOU to fix the broken ceiling fan in the paint room. He
gave you adiagramand the list of parts and told you to let him know what parts need to be ordered
for the fan.

Attached is a diagram your supervisor gave you. It is a diagram of a ceiling fan. You would

use the diagram when ordering parts to repair this ceiling fan.

Look at the box at the top of the diagram in Example 1. These headings are listed across the top:

Key 678 679 676 684
No. Part No. Part No. Fart No. Part No. Description

“No.” isa common abbreviation for “number”. So “KeyNo.” stands for Key Number. Each
part of the ceiling fan shown in the drawing has a Key No., or a number that “keys” it to the part
number and description.

For example, look at the fan part in the bottom left corner of the diagram labeled with a
“1”. Next, find “1” in the coiumn under “Key No.” on the parts chart. Run your finger across the
chart to the “Description” column. The description for key number 1is “Plastic Lens.” The item
labeled number 1 in the diagram is called a plastic lens.

Each of the other colurnns in the parts chart list the part numbers for the different models
of ceiling fans. Look at the numbers above “Part No.” in each of the columns. The numbers are
678,679,676, and 684. Eac of these numbers is a “Model” number. There are four different types,
or modelsof fans that are simiiar, but different. Beneath eachmcdel number are the part numbers
for the parts that go with that model.
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ExAMPLE L
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For example, we know that item number 1 in 1he diagram is a plastic lens. Look at the
column under “678”. What s the part number for the plastic lens for model 678? The part number
is 99110677. Models 678 and 679 have the same type of plastic lens. You know this because the
part numbers are the same.

Fan models 676 and 684 show a dash (-) in the part number column. This means that this
part is not available for this type of tan. These two fan models don’t have a light built into them.

Applying What You Know

Use the diagram and the parts chart for the ceiling fan to answer the following questions
by filling in the blank or circling the correct answer.

1. The part in diagram labeled “8” is called a

2. The part labeled number & is used on which of the fan models?

a. 687 only

b. 678 only

c. 678 and 679 only

d. it 1s used on all four models

3. The part labeled 3 is calied a

4. Which models use the part labeled 3?

5. You need tc order awhite receptacle for ceiling fan model number 679. What part numberwould
you use to place your order?

6. In all fans, the fan motor is connected to the

a. grille

b. bulb holder

C. blower wheel
d. grounding clip

7. The damper is connected to the

a mounting bracket
b. housing

c grille

d grille stud
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8. Which fan models require rubber spacers?

9. What is the part number for item S on fan model 676?

10. Notice the message under the parts box that says, “Always order by Part No. -- Never by Key
No.” Explain whyyou think this is good advice.

Check your answers wi‘* the answer key before going on.

Answers: [place upside down on page or in answer key at end of module.]

1. Blower wheel 6. c

2 d 7. b

3. bulb holder 8 models 676 and 684
4, models 678 and 679 9 97006160

5. 99270479

10. The key number doesn’t tell what type of part is needed. Many models may all use a special
part like a motor, but each motor is different so the part number is needed to tell them apart.
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Lesson 2: Reading an Hourly Pay Rate Table

Whether using job manuals or company policy booklets, everyoneneeds to know how to get
information from tables and charts. A table isa good way to organize a lot of information in a small
amount of space on a page. Tables are good sources of information if you know how to read them.
Because informationis displayed next to other information, tables can help you make comparisons.

The table below is from a page in your company policy manual. It lists the hourly pay rates
bylabor grade. You will notice that across the ‘op of the table are the different hourly rates. Down
the leftside of the table are the differentlabor grades. Reading this table can tell you much of what
you need to know about the pay scales in your company.

Section 3 - HBourly Pay Rates by Labor Grade

AFTER AFTER I FTER AFTER
LABOR HIRE PROB. BASE 6 MOS, 12 MOS, 18 mMOS, 24 MOS.
GRADE RATE RATE RATE REG. SERV. REG., SERV. REG. SERV. REG, SERV,.

I 350 375 3% 4.2 4.60 5:10 5.70
I 4.0 4.0 440 470 5.10 5.60 6.0
I 450 460 4.80  5.10 5.50 6.0 £:20
IV 480 490 500 5.40 5:80 6.30 2.00

V650 6.60 620 6. 2:20 2.45 1.80
VI 2.0 2.5 135 1.50 7.55 2.80 g5
Vil 8,10 525 8.35 8.50 8.65 8.80 9.15

For exansple, it your friend was just hired yesterday as a L abor Grade I, how much would
he earn? By looking at the table, you car: see that a Labor Grade I employee would earn the Hire
Rate of $3.50 an hour. But if you have been on the job for over 24 raonths and you are a Labor
Grade IV, how much would you be earning? Run your finger down the list of labor grades on the
left of the table. Next, move vour finger across to the column that says “AFTER 24 MOS. REG.

SERV.” (Months ¢ Regular Service has been abbreviated as “Mos. Reg. Serv.”.) How much
would you be earning?

Use the iable  d the written information below it to answer the following questions.

1. What is the Base Rate for a Labor Grade I?

2. What is the Probationary Rate for a Labor Grade VII?

3. What could you expect to earn after 6 months as a Labor Grade I11?

4. What could you expect tc =arn after 18 months as a Labor Grade V?

5. What would a Labor Grade II earn after 24 months?

6. At the base rate, how much more would a Labor Grade III earn thian a Labor Grade 1?
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7. Who earns more, a Labor Grade I at 24 months, or a Labor Grade IV at Base Rate?

8. Who earns more, a Labor Grade III at 18 months, or a Labor Grade IV at 12 months?

9. What is the highest hourly wage paid?

10. What is the difierence between the highest and lowest wages paid in your company?

Check your answers with the Answer Key.

Answers [place upside down on the page or in Answer key at end of module]

1. $3.90 7. Labor Grade IV
2. $8.25 at Base Rate

3. $5.10 8. Labor Grade III
4, §7.45 at 18 months

S. $6.30 9. $9.15

6. $.90 10. $5.65
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READABILITY FORMULAS

(Moore, 1987)

Readability is an index of the ease of comprehension uf a written passage. Check the readability
of instructional materials to ensure that you :'se them appropriately with the learners. Many
formulas are available. Before using a particular formula, check to see that it isthe best one to use
given the nature of the material to be analyzed and the age of the learners. In addition, some
microcomputer programs are available. These programs are faster than calculating readability
formulas by hand.

Most formulas use one or more of the following factors to assess readability: average sentence
length, percentage of long words, number of sentences, number of unfamiliar words, and number

of polysyllabic words.

Since not all formulas will produce the same result on the same material, more than one formula
should be used on each set of material (unless only a rough estimate is required).

Fog Readability Formula Characteristics
ouses the average sentence length plus the number of three or more syllable words
in a 100-word passage
otends to run a little higher than other formulas (especially on advanced material)
ohow to calculate

a.)  Select at least three passa;2s from the material.

b.)  Count 100 words for each passage. (Count contractions and hyphenated
words as one word. Count numbers and letters as one word.)

¢.)  Count the number of sentences.

d.) Calculate the average sentence length by dividing 100 by the number of
sentences.

e.)  Countthe number of words that have three or more syllables. (Do not count
capitalized words, combinations of short easy words [bookkeeper], cr verb
forms made into 3 syllables by adding -ing or -ed.)

f) Add the two factors of average sentence length and number of three syllable
words.

g)  Multiply the total obtained in (f) by 0.4. This is the approximate grade level.
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SAMPLE READING PASSAGE: CALCULATING THE FORECAST

A sample reading passage, worksheet and solution follows.

From: Roth, A.C. (1981). Smail Gas Engines. South Holland, IL: Goordheart-Willcox Company,
Inc.

Friction is the resistance to motion created when one dry surface rubs against another. Even highly
polished metal surfaces have irregularities (when studied under a microscope) that would create
much friction if rubbed together. The microscopic roughness would resist movement and create
heat.

As the relatively rough projections on the contact surfaces rub across each other, they eventually
wouldbreak off and become loose particles. The particles, in turn, would work between the surfaces
and gouge grooves in the metal. Then, as the friction and heat increases, the metal parts would
expand, causing greater pressure between the surfaces and creating even greater friction. This
condition of wear exists until the parts either weld themselves together or seize (expand so much
that mating parts cannot move).

In some cases, the excessively worn parts lose so much « aterial from their contact surfaces, they
become tooloose to function properly. When this happens, the scored part should be replaced with
a new one.

Forecast Readability For mula Worksheet

1.) Number of 1-syllable words.
2.) #1 divided by 10

3.) #2 subtracted from 20
It is recommended that you sample from the beginning, middle, and end of the book or manual.
You should then average the 3 to determine the readability of the total document.

Sample Passage #1
Sample Passage #2
Sample Passage #3

Reading Level (average of 3 samples)
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APPENDIX H

FORECAST EXERCISE SOLUTION

From: Roth, A. C. (1981). Small Gas Engines. South Holland, IL: Goodheart-Willcox Company,

Inc.
[The one-syllable words are u.:derlined.]
Friction is the resistance to motion created when one dry surface rubs against another. Evenhighly

polished metal surfaces have irregularities (when studied under a microscope) that would create
much friction if rubbed together. The microscopic roughness would resist movement and create

heat.

As the relatively rough projections on the contact surfaces rub across each other, they eventually
wouldbreak off and become loose particles. The particles, in turn, would work between the surfaces

and gouge grooves in the metal. Then, as the friction and heat increases, the metal p. ts w ul
expand, causing greater pressure between the surfaces and creating even greater friction. This

condition of wear exists until the parts either weld themselves together or seize (expand so much
that mating parts cannot move).

In some cases, the excessively worn parts lose so much material from their contact surfaces, they
become oo loose tofunction properly. When this happens, [150] the sc~-cd part should be replaced
with a new one.

Forecast Readability Formula Worksheet

82
1.) Number of 1-syllable words. 82
2.) #1 divided by 10
118  [approximate readability index of this passage]
3.) #2 subtracted from 20
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APPENDIX H
SAMPLE READING PASSAGE: CALCULATING THE FOG

From: Roth, A. C. (1981). Small Gas Engines. South Holland, IL: Goodheart-Willcox Company,
Inc.

Friction is the resistance to motion created when one dry surface rubs against another. Even highly
polished metal surface have irregularities (when studied under a microscope) that would create
much friction if rubbed together. The microscopic roughness would resist movement and create
heat.

As the relatively rough projections on the contact surfaces rub across each other, they eventually
wouldbreak off and become loose particles. The particles, in turn, would work between the surfaces
and gouge grooves in the metal. Then, as the friction and heat increases, the metal parts would
expand, causing greater pressure between the surfaces and creating even greater friction. This
condition of wear exists until the parts either weld themselves together or seize (expand so much
that mating parts cannot move).

In some cases, the excessively worn parts lose so much material from their contact surfaces, they
become too loose to function properly. When this happens, the scored part shouldbe replaced with
anew one.

Fog Readability Formula Worksheet
1.) Number of words in passage

2.) Number of sentences in passage
3.) Average sentence length

4.) Number of 3-syllable words

5.) Total of #3 + #4

6.) #S multiplied by 0.4 L

It is reccommended that you sample from the beginning, middle, and end of the book or manual.

You should then average the 3 to uetermine the readability of the total document.
Sample Passage #1
Sample Passage #2
Sample Passage #3

Reading Level (averagz of 3 samples)

Q 75




APPENDIX H
FOG EXERCISE SOLUTION

From: Roth, A. C. (1981 Small Gas Engines, South Holland, IL: Goodheart-Willcox Company,
Inc.

[Words having three or more syllables are underlined.]

Fri<tion is the resistance to motion created when one dry surface rubs against anothc ~. Even highly
polished metal surfaces have irregularities (when studied under a microscope) that weuld create
much friction if rubbed together. The microscopic roughness would resist movement and create
heat.

As the relatively rough projections on the contact surfaces rub across each other, they gventually
would break off and become loose particles. The particles,in turn, would work betweenthe si.. faces
and gouge grooves in the metal. Then, as the friction and heat increases, the metal parts would
expand, causing greater pressure between the surfaces and creating [100] greater friction. This
condition of wear exists until the parts either weld themselves together or seize (expand so much
that mating parts cannot move).

In some cases, the excessively worn parts lose so much material from their contact surfaces, they
become too loose to function properly. When this happens, the scored part should be replaced with
a new one.

Fog Readability Formula Worksheet

1.) Number of words in passage 100

2.) Number of senter.ces in passage 2
3.) Average sentence length 20
4.) Number of 3-syllable words 11
5.) Total of #3 + #4 31

6.) #5 multiplied by 0.4 1240 [approximate readability index of this passage]




APPENDIX I
OTHER BASIC SKILLS SOURCES

Followingare sources of basicskiils programs, teaching materials, development guidelines,
and occupational specific competencies.

Agency For Instructional Tzchnology. Instructional Design for Applied Communication; A
Curriculum and Learning Materials for High School Vocational Students, A Preliminary
Design Report. AIT, Box A, Bloomington, IN 47402. Feb. 1987.

California State Department of Education, Sacramento, CA. Essential Living Skills, Consumer
and Homemakir,g Education Guide to Proficiencies and Performance Indicators for the
Occupation of Homemaking. Putlication Sales, California Department of Education.
1984,

.Learningto Read and Write the Elcctronics Way. Publication Sales, CaliforniaDepartment
of Education. 1983.

.Learning to Verbally and Visually Communicate the Metalworking Way. VOICE, Califor-
nia Department of Education, 721 Capitol Mall, Sacramento, CA 95814. 1983.

.Learning to Verbally and Visually Communicate the Electronics Way. VOICE, California
Department of Education, 721 Capitol Mall, Sacramento, CA 95814. 1983.

.Learning to Verbally and Visually Communicate the Automotive Way. * OICE, California
Department of Education, 721 Capitol Mall, Sacramento, CA 95814. 1983.

Davis,B.andN. S. Woodruff, Project Trade Related Reading Packets for Disabled Readers. Final
Report. New Jersey State Dept. of Education, Trenton. Division of Vocational Educaticn
and Career Preparation. 1985.

Dougkerty, B. a1.d J. Novak, (editors). Improving Basic Skills: Volume III - A Collection of
Programs and Rescurces Selected for the Governor’ nference on Basic Skills.
(Madison, Wisconsin, Dec. 1961). University of Wisconsin, Madiscn, Vocational Studies
Center, Sept. 1982.

Fields, E. L., W. L.Hull and J. A. Sechler, ‘Aduit Literacy: Industry-Based Training Programs.”
The National Center for Research in Vocational Education, The Ohio State University,
1960 Kenny Road, Columbus, OH 43210-1090. 1987.

Flanagan, W. M. “Computerized Vocational Objectives Manual and Data Bark for Studentswith
Special Needs. A User’s Manual and Comprehensive Data Bank of Over 3000 Vocational
Entry and Exit Level Objectives Designed for Special Needs Learners.” University of
Missouri, Columbia. Department of Practical Arts and Vocational-Technical Education,
Nov. 1984.
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Harding, S., B. Mogford, W. H. Melching and M. Showel, “The Development of Four Job-
Oriented Basic Skills (JOBS) Programs.” Northrup Services Inc. Sept. 1981.

Johnson, D. E. Basic Skills for Word Processing. Office Occupations Audiovisual Package.
Instructors Guide. Student Activity Packet. Texas Education Agency, Austin. Dept. of
Occupational Education and Technology. 1982.

Kangisser, D. “Job-Related Basic Skills: A Guide For Fiznners of Employee Programs.”
Business Council for Effective Literacy, Bulietin, msue No. 2, June 1987. Business Council
for Effective Literacy, 1221 Avenue f the Ame-icas, 35th Floor, New York, NY
10020.

Milulecky, L. and T. G. Stitch, Job-Reiated IZ1sic Skills: Cases and Conclusions. Informatio.:
Series #285. Eric Clearinghouse on Acult, Career, and Vocational Education; The
National Center for Research in Vocational Education; The Ohio Siate University, 1960
Kenny Road, Columbus, Ohic. 42236-1090. 1934

Moe, A. J., et. al. The Literacy Requiremerts of zn Industrial Maintenance Mechanic on the Job
and in a Vocational Training Program. Purdue University, Lafayette, IN, Department of
Education. January 1980.

New Brunswick Board of Education, N.J. The Carzer Exploration Program. Final Report. New
Jersey State Dept. of Education, Trerton. Division of Vocational Education and Career
Preparation. 1983.

Philippi, J. Reading-To-Do. Big Bend Community College, Bad Kreuznach, W. Germany, U.S.
Army Europe. (Coniract No. DAJA37-83-D-004.) Available from Big Bend
Community College, European Division, Ceniral Services, Bad Kreuzna~a, W. Germany,
198S.

Reading-To-Learn. Big Bend Community College, Bad Kreuznach, W. Germany, U.S.
Army Europe. (Comract No. DAJA37-83-D-004.) Available from Big Bend Community
College, European Division, Central Services, Bad Kreuznach, W. Germany, 1986

Rush, T., A. Moe, and R. Storlie. Occupatioral Litericy Newark, Del.: International Reading
Association, 1986.

Sticht, T. G. Functional Context Education. Applizd Bchavior & Cognitive Sciences, Inc. March
1987.

Walker, C. B. “Selected Standardized Tests and Assessment Instruments for Measuring
Occupational Competencies: Teaching Basic Skills through Vocational Education.”
Cornell Institute for Occupational Edvcation. April 1980.

Webb, R. B,, et. al. The Basic Skills Instructional System: A Manual for Improving the Reading
and Language Arts Skills of Low Achieving Students. Florida Educational Research and

Development Council, Inc., Sanibei. 1983.
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