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MODULES OF INSTRUCTION DEVELOPED IN GRANT CYCLE

Writing Frames for Construction Workers (1 exercises)

<or low-level readers; consists of 10 "paragraphs” with open-ended sentences for

workers to complete and recopy in their notebooks. Topics deal with work and training,
such as "My Job," "Classroom Behavior,"” and "Listening to Myself."”

2.

Writing About Your Craft (10 topics)

for all studeats; list of 10 topics, such as "My Boss," "The Main Beef About My

Job, " and *How Work Orders Are Delivered.” Used for integrating reading and writing
in a job-specific context.

3.

Building Workplace Vocabulary for E & I: Structural Analysis (80 pages)
Building Workplace Vocabulary for Miliwrights: Structural Analysis(79 pages)
Building Workplace Vocabulary for Pipefitters: Structural Analysis(79 pages)

5th grade level; teaches word attack skills for technical terms, utilizing word parts

and root words; includes hints for retaining meanings by. building card file with visual
representations of terminology.

4.

Building Workplace Vocabulary for E & I: General, Specialized, & Technical
Terms (58 pages)

Building Workplace Vocabulary for Millwrights: General, Specialized & Technical
Terms (29 pages)

Building Workplace Vocabulary for Pipefitters: General, Specialized, & Technical
Terms (32 pages)

5th grade ievel; teaches different kinds of vocabulary words encountered in work-
related texts; drills for remembering new words; tips for building vocabulary;
some dictionary use.

Building Workplace Vocabulary for E & 1: Compound Words (28 pages)
Building Workplace Vocabulary for Pipefitters: Compound Words (18 pages)
Building Workplace Vocabulary for Millwrights: Compound Words (22 pages)

5th grade level; strategies for finding the meanings of compound words used in
technical writing; works with words in context




6. Improving Listening Skills: Hazards Communication (18 pages)
Improving Listening Skills: Fire Extinguishers (22 pages)

a viewing, study guide that acccmpanies a commercial training video used in the
required 8-hour OSHA safety course; learning new words, main ideas, and drawing
conclusions are covered.

7. Measuring Decimals: Millwright (28 pages)

instruction and application problems

8. Improving Study Skills/Test Taking (60 pages)

6th grade level; good study skills are needed for success in the ABC Training
program; explores strategies for organizing class notes and study time; analysis sheet for
determining weaknesses in test preparation; how to schedule to arrange study time and
work time

Computer Program

"Math for Pipefitters” is an interactive, multi-media program that covers fractions,
decimals, angles, and right triangle geometry in a pipefitting context (88 screens)




Whatdo youthink abouttests? If you've beenout of school fora while,

youmay wonderabout how well you cantake a test. But, inaway, you take
testseachday. Drivingtoworkis likeatest. Youmay be angreatdriver.

Youmay be an OKdriver. Ifyou're a failure asadriver, you don'tlastlong!

Yourjob also tests you. Youmay be an great worker. You may be an OK

wworker. If you're a poor worker, you won'tlastlong!

Whetherinthe caroronthe job,' you prepare for the tests you face. Desire
isonekey. Youcanprobablyrecall really wanting todrive or work. Then, you
learned skillslittle by little. Youfigured out what was important to know. You
watched others. You practiced. You putyourselfinthe kinds of situations you
would face. Could youdrive in heavy traffic? Could youtake alongtrip?
Could you be successful onthejob? Couldycu handle new or difficult tasks?
Each new situaticn was a kind of test ¢f your skills. And each time you

"passed,” you gained confidence.

Sometimes, things go wrong. You wreck yourcar. You get hurt at work.
Getting backin the car or back to work is harder. You keep thinking of that tad

experience. Whatif you have another accident Youmight be killed this time.




Youlose concentration. Youlose confidence. How do yougoon? Most
people usually start back slowly. They get used to being tested again. They

oegintothink thattheycan...instead ofcan't.

You also face testsinyour ABC classes. Most adults haven'ttakena test
inalongtime. Preparing for a testis much like preparing for the * “tests'" you
face asadriveror worker. First, you need the desire to learn. Next you must
learninformation ajittle at atime. You must figure out whatisimportant to
know. Youmust watchyourinstructer. Youmust practice. You must put your-
selfinthe situations ycufaceina test. And, scmetimes you will fail. Then you

must startagain and remember that you can succeed.




Think about things youdo well. Youmay be good at solving problemson
the job. You may be agood welder. Youmay bea good millwright. Learningto
do anything takes time. Youmust practice often. You gain skills little by little.
Learning informationis much the same. [ttakestime. Youmust practice often.
You gainknowledge little by little. Still, there are some tricks to learning. You
can best use the tricks if you use them with something you are learning now.

Have your book handy so you canuseitas ycu go:

What do youdo? Youhave ajob. Now you are taking classes at ABC.
What else takes your time? Family? Friends? Sports? Driving to and from
work? Chances are, you lead a full life now. How are you ever going to find
time to study? First, you need to get the big picture. Youneedto see how
much time your course takes. You need to schedule other demands. You

needto balance the two.

Getacheapcalendar. Tearoutallthe pages for the months ofthe ABC
course. Now, mark the last day of the course. Mark the days whenthe course

meets. Look at your course outline. Mark the test dates onyour calendar.

)
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Mark any other activities on your calendar. These might be family gatherings,

sports events, social occasions. Post all of the pages where you can see them

atonce. Now you know what yourtime needs are forthe time you're at ABC.

USEIT! Look in the back of this notebook. Geta calendar. Complete it for this I

semester.

Yournext stepisto see when you have time to study. Make a schedule of
yourusual week. Show the times you work, sleep, drive, eat, and so on.

Where are the free times? Thisis when you'll need to schedule study time.

e —————,— el

USEIT! Look in the back of this notebook. Get a weekly schedule. Complete it
forthis week. Where are your free times? Talk to your TDC instructor about how
you can use this time to study. Do that now.

Think about the times when you are successful at work. Chances are that
partof your success came from yourknowing whatto do. You were prepared
forthejob. Youdidn't have to do atask you had never seen ordone before.

Youweren'ttakenbysurprise.

Sometimes a class takes people by surprise. Everything th.e instructor

saysis new to them. They feel overwhelmed by too ruch information.




When you survey ajobsite, youlook it over. Youget your bearings. You
look for landmarks. You see how things fit together. You predict whatneeds to

be done.

You survey informationinmuch the same way. A couple of days before
your next class, get out your book. Look overtheinformationyouare about to
cover. Getyourbearings. This méans to see whatmain points are covered.
Reading the title and headingsin the chapter helps youdo this. Look atany
diagrams or charts. Then, look forlandmarks. Landmarks are whatyouknow.
What do you already know about this topic? Next, see how things fit together.
How do the headings go together? Do they describe stepsina process? Do
they describe causes and effects? Do they show how things are alike and
different? Finally, youmake predictions. What will the next class be about?
What seems to be most important about the subject? How is the information
arranged? Yoursurveyisyour first chance tolearn. Now you are (almost!)

ready to go to class.

USE IT! Get your book. Open itto your next assigned chapter.

Answer the following questions on a separate sheet of paper.
After you complete the questions, keep the page with your class
materials. Do this now. '

1. What is the title of the chapter?

2. What headings/subheadingsareinit?

3. What charts or diagrams are in this chapter?

4. Listfive things you already know about this topic.

5. How do the headings, subheadings, charts, and so on seem to fit

together?
6. What seems to be important about this chapter?
7. What do you think a class on this chapter will include?

10




Think back to your survey. Chances are thatif you surveyed a couple of

daysago you've forgotten some of it. That's OK. A quickiook will revive your
recall. Take a few minutestorethink your survey. What wasthe topic? How
didinformationfittogether? What seemed to be important? Thisisyour ssc-

ond opportunity tolearn.

USE IT! Get the sheet of paper you completed for TRICX

#2.Think through your answers. Justas a food settles after time,
thoughts settle after ime. What new ideas or questions do you have
about this material? What do you want to know about this subject?
Do this thirty minutes before class.

Youlearned yourjob inmany ways. Youlearned by watching others. You
learned by listening. .. to other workers, to your supervisor, to the scunds of
the machines with which you work. But youdon'tiearn by oniy watching and

listening. Yculearned by deing--by practice.

Each way youlearnaffects what yourecall differently. Youimprove recall if
youdo allthree. Ycucanlisteninaclass. Ycucanwatchtheinstructor, Now

youmust do scrnething. ) ouneedto note whatis said and done. Write what

14
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the instructor writes enthe board. Think back to yoursurvey. Try to predictthe
pattern ofthelecture. Istheinstructor goingto describe sornething? Isthe
instructor giving solutions to problems? Isthe instructorlisting the stepsina
process? The pattern helpsyou findmainideas. Thisis what you write. Thisis

yourthird chancetolearn.

USE IT! Notes are for your use only. They don't have to be spelled right. They
don't have to be neat. They do needto make sense to you. Take your book, your
survey, and your notes tothe TDC. Ask someone to review them. Askthem for
Sfeedback. Do this afterthe lecture.

Imaginethatit's Friday afternoon. You're almost finished with ajob. You'll
finishit Monday. You'retired. You'reready to go home. Atthelast minute,
your supervisor comeé by. Hetells youaboutanotherjobtodo on Monday.
Younod. Youunderstand. And now, it's quitting time! You don't think about
thatnew jobagain. Mondaycomes. Then, youwonder. Uh, what did your
supervisorsay? Did he tell youto gotothe new jobsite first? Maybe you're
supposedto finish what you were doing on Friday. it seemed clear on Friday.

Now,it's hard to recall. What happened?

The same things happeninlearning. Yougo toclass. Information seems
clear. Thenyouforgetabout it until the nextclass. You realize you have no

idea what yourinstructor saidinthe last class. What happened?




If you only see or hearinformationonce, itdoesn'tlastlong. Lucky foryou,
yourclass meeting was your third chance tolearn. Still, youmay forget be-
tween classes. Youneed a brief review as soonas you canafterclass. This

shouldtake 5or 10 minutes. This helps you set the informationin memory. It

isyour fourthchance tolearn. //
__ “

USE IT! Assoon as you can after class, look over your notes. Do they make
sense? Fill any gaps in your notes based on what you

recall from class. Puta question mark by information that seems

unclear. Askyour ABC instructor about those items before the next class.

No real trick here. Reviewing every three or four days keepsinformationin

active memory. Thisis your fifth chance to learn.

USE IT! Using the calendar you completed in Trick #1, record each
time you review between classes.

Most jobs consist of several tasks put together. If you area pipefitter, you
solve problems. Youmeasure. Youcut. You bend pipe. Youdo othertasksas

partof yourjob, Yourjobis notany one thing. Itisaprocess.

13




Learning is also a process. Here, youlearnin ™ ° class-size'' bites, anhour of
information at a time. You may also think of informationin pieces. Thisis what
we covered last week. Thisis what vre coveredlast month. Thisis what we will
cover next week. You aid learning by seeing how information fits together.
How does what you learned at the begirining of the course affect whatyou
learntoday? How does what you learntoday affect the information you will

covertomorrow? Thisis yourseventh chance t~learn.

’M

USEIT! Again, using the calendar you completedin Trick #1,
schedule a time to review every two weeks. You should review
everything up to that point each time.

Most people say they prepare for a test by studying. What does that
mean? Islooking atthe book studying? Is thinking about the information
studying? !smemorizinginformation studying?

tudying is the process you use tolearn. Likeany other process, it begins
with 2 raw material and ends vvith a finished product. The raw materialinthe
information. The finished precuctis what youlearnaboutit. The process of

studying helps you manufacture learning.

How do you manufacturelearning? Understanding exists onmany levels.

These increase in difficulty. Figure 1 shows the levels of understanding.

14




The most basic level is recognition and recall. When you see something
and know it is something you've seen before, you recognize it. If ycu are asked

about it, you recall the answer. Youmay or may notknow whatit means.

At the nextlevel, you translate information. This means you putitinyour

ownwords.
i Next, you connectinformation. This means yourelate informationindiffer-
entways. Youidentify causes and effects. You identify solutions to problems.

Youidentify parts of a whole. Youtell how things are alike or different.

At the fourth level, you apply information. Thismeans youuseit. Thisis

what you do when you use math to solve a problemonthejeb. Thisis what

youdo when you know what process works best for a specific job.
At the next level, you know information well encugh to analyze something.
This means you brezk itinto parts. Youlook at each piece szparatsiy to mzke

decisions about the problem as a whole.

Next, you synthesize. This means you putideas togethiertocrezie new

ways to solve a prokblem or performa job.

Finally, you evaluate. This is the ability to judge. Youdecide if something

is good or bad, right or wrong.




FIGURE 1

CONNECT

TRANSLATE

RECOGNIZE & RECALL
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By now, you've seen what you need tolearnatleast 6 or 7 times. Younow

recognize everything.

Canyoumove o Level 2? Canyou putitinyourownwords? Imagine you
need to describe a process to someone. What would you say? Now, imagine
that the person didn't understand your explanation. Canyouthink of another
way to describe it? The more ways you centhink about information, the better

youunderstandit. You aretranslatinginformation.

How doesinformation gotogether? How do the ideas in one chapter fit
together? Areyoulearningalistofinformation? Are youlearning stepsina
process? Areyoulearningto solve problems? Are youlearning whatcausesa
specific effect? Are youlearning how things are alike and different? Once you
understand one chapter, look atitinterms of otherchapters. How dothe ideas
inone chapterrelateto the others? How dothese ideasrelate to yourjob or
the jobyou hope to have? Thesequestionshelp you connect, orinterpret,

what youknow.

Now, you canrecognize andrece!lideas. Youcanputtheminyourown
words. You can figure out connections among ideas. How do you use this
information onthe job? How doeskneowing this information help you scive
problems? How does this affect your decisions? How does it affectycur
safety? The answerstothese questions formthe ways in whichyouuseinfor-

mation. Thus, youapply what youknow.




USE IT! Think of something you do on your job. It should be some
thing that you know well. On a separate sheet of paper, describe

what you do in terms of the first four levels on Figure 1. Use the
Jollowing questions to guide your thoughts:

1. RECALL Whatisthe task?

2.TRANSLATION How would you describe the task to a new worker?
3.INTERPRETATION How would you explain how this task fits into
yourjob as a whole? How does it fit in with the work that other
‘workers do? How is this job similar to another tasks you do? How
is it different? How does it fitinto what che company does? What is
the effect if you fail to 75 your he task?

4.APPLICATION How could you improve your ability to do this?

Think about the job youdo. You work with people. You work with toc's.

Youwork with materials. Youknow whatyouneed. Youknow when somathing

E or someoneis missing.

Ycoushould know the same things about information. You sheuld know
whatyou need. You findthis by looking atyourreadings. Youlook at your
notes. Youfigure out what yourscegnize. You figure out what youcenputin
yourownwords. You figure out howideas fit together. Then, youseeif any-
thing ismissing. Whatis hardtorecall? What is hard to putin yourown
words? Whatideas stilldon't fit? Once you know what you're missing, ycu try

l getmoreinformation. Reread the chapter. Recheck your notes. Talk to cthers
v -
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inthe class. Talktoyour ABCinstructor. Talktothe TDCinstructor. Talkto

professionalsinthe field. Somewhere, someone has the answers you need.

/ .

By now, everything should be familiarto you. You should be able to recog-

nize eachideaasone you've seenor heard. If you surveyed and reviewed
regularly, you've seenthemmany times. Still, you must oftendo more than
recognize ideas. You must recall them frommemory. Youmust putthemin

yourown words. You must relate themto other things. Youmustapply ideas.

Learning occurs in many ways. Learning related itemsis better than trying
tolearnthings that have no relationship. Forexample, you may need to learn
about product names on MSDS's. It'sbettertolearnrelated names forone

productthanlearr names for several unrelated products.

Youlearn by seeing. Reviews increase the numbers of timesyousee
" information.

Youlearn by hearing. Pepeating information and listening to others gives
you chances to hear information more often.

Youlearnthroughaction. Writing words and solving problems are two

waystouse your muscles tostudy.
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The bestkinds oflearning comes whenyou hear, see, andactoninforma-

tiontogether.

If you still need to work on something, try one or more of the following:

1.8STUDY TAPES. Ifyou're like most workers, you commute. With alittle
preparation, you can study as youdrive. Get a blank tape and a cassette
recorder. Say thethings youneedtoknow andrecord yourself. Leave
about 5-10 seconds blank time betwezn a concept and what you need to
learnaboutit. Forexample, you may needtolearnthe meanings of sev-
eral safety words. You say the word, wait 5-10 seconds, thensay the
meaning. Thisleaves youtime tothink of and say the answerbefore the

tape providestheresponse.

2.STUDY WITH OTHERS. Whenever possible, study withscmecne. You
learn more about your job by talking to cthers about how they do the job.
Likewise, youlearnmore about anidea by talking to someone about it.
Try to avoid a simple exchange of definitions. Ask yourstucy perirerto
describe anidea, relate it to otherideas, or apply the idea. Ask thatper
son hovv she orhefigurescutthe answer. Theonly way you.earnhow

another personthirksisif he orshetells you.

20
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3.NONSENSE. Sometimes you have to memorize something exactly. For

example, you may need to know the following fire-fighting technique:

1. PULL the pin.

2. AlM nozzle at base of flames.

3. SQUEEZE trigger and hold extinguisher upright.

4, SWEEP from side to side.

Tolearnit, youseeif youcanmake areal word or nonsense sentence from
the firstletterof eachone. Here, the firstletters spell * *PASS."" Thisgivesa
clue. Youcould also make up asentence with key words suchas * “IPULLED

the hammer, AIMED carefully, and SQUEEZED the TRIGGER before | SWEPT

the floor."

USE IT! Think of something you need to learn. Choose one of the methods in
Trick #10. Use it to make a study aid.

ready? What's wrong?




Self-talk

The kinds of things you tell yourself shape your life. If youthink of yourself
as careful, you'll generally be a safe worker. If you think of yourself as ahard
worker, you will probably work hard. If youthink of yourself as strong, you will
probably be strong. Similarly, if you think of yourself as careless, things will
always seemto happentoyou. If youthink of yourself astired, youwon't get

muchdone.

‘What you think often depends on your past experience. And, ycutendto
remember failures betterthan successes. Youmay recall poorgrades you
madein school. Youmay think of times when ateachertold you thatyou
weren't goed in math. You may remember someone who told you that you

weren'tsmart enough. Youmay think of friends who said school was no fun.

Without your evenknowingit, yourecorded thos. messagesinyourmind.
You may find yourself playing themback. Youmay say, * " Thisistoo hard for
me."" " “lwasnever goodin math." * “Readingis boring.'' What's the point of

trying? I'mnotsmartenough.”

Whatever the message, you now control what you say to yourself. First,
you need to think back. Who said you couldn't do something? \WWho saidit was
boring? Who made you doubt yourself? Second, you need to come back to
the present. What's the situationnow? What are some times thatyou have

been successful? What skills do you have? Evenif something seems hard,

22




what can youdotolearn? Third, you need to make new messages. **Thisis
hard, butlcanlearnit.’ * “1didn't do wellinschool, but thisis different.” ™ *lcan
use alot of information from my job tolearn this."' Finally, you mustreprogram
yourmessages. It generally takes abcut twenty-one daystochange a habit.

Eachday for 3 weeks, work onreplaying your new messages in your mind.

e _ KA -]

USE IT! On a separate sheet of paper, identify three negative messages you say to
yourself. Write three positive messages you plan to use in their places. Work on
replacing the messages for the nextthree weeks.

M
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Test-Taking Strategies

Most companies now provide safety training. They want you to know what
to expect. They wantyou to know what problems mightoccur. They wantyou
to know whatto do. This gives you more confidence in your ability to handle
thetest.

Test-taking strategies are akind of safety training. These strategies help
youkrow whatto expect from atest. They help you predict what pro/blems
might occur. They help you know whattodo. This gives you more confidence

inyour ability tc handle the test.

Try the following suggestions onyour next test:

1. Bring the materials you neea (pencils, calculator, etc).

2./f youare trying tokeep aforraula or process inmind, writeitonyour
paper AFTER you getthe test.

3.Lookoverthetest. Getasense of what the testislike. Howmany ques-
tions are onthe test? How long should you spend on eachone? How hard
doesthetestlook?

4.Read directions slowly and carefully. Underline key termsand stepsin
the directions.

5.Answerthe questions vouknow first. This builds yourconfidence. [t
helps trigger memory forotherinformation.

6.Expect memory blocks. Instead of struggling to recall something, skip it
and goon. Mark the questionor take a guess. Returntothe questionifyou

have time.

24
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7.Answer every question, if possible. Ifthere is no penalty for guessing,
take a guess.

8.Work at your own pace. Don't get distracted by students who finish be-
foreyou.

9. If you have time left, review the questionsand answers. Seeifthe an-
swers you gave are the ones you meant.

10.1f you find yourself getting nervous, STOP. Turnyour paperover. Close
your eyes and take five deep breaths. This willcalm you. Think about the good
messages you thought of for yourself. Repeatthem. Openyoureyes and

take anotherlook atthe test.

What do you do when you finish a job? Do you check your werk? What

parts were well-done? What should have teen done differently? Whatwould

you do nexttime?

You should do the same thing after you take a test. Whenyougetyour
paper back, check your work. Whsat ques*ions and whatkinds of cuesticnsdid
you answer well? What questionsgave you problems? How could youim-
prove your ability to answer those questions? Did you not prepare enough?
Were questions harder thanyou predicted? Were you unable to make connec-

20
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tions betweenideas? What would you do next time?

Afterthetestanalysis helps you figure out what went wrong. It also helps
you figure out what went right. Focusing on the questions you missed may
create more negative mental messages. Youmight think, * *What a dumbmis-
take!'" * “lshould haveknownthat." * " Anybodycould have answeredthat ques-
tion."" Instead you need to create positive messages. Theseinclude, * " Thatwas

ahard questionand|gotitright.'" * " Iknow alotmore now thanbefore." ™ "1 didn't

e

get every questionright, but! studied hard andlam pleased with my grace.

w

USE IT!Use the frll5wing sheet to assess your test performance. On a separate
sheet of paper, answer the following: What changes do you need to makein
studying? What changes do you need in test-taking? What things are going well for
you? Write three positive mental messages that you can make as the result of this
test.

I __—
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You'reonthejob. Youmustrigaload. Which knot do you choose? Bow-

line? Square knot? Half hitch? Your choice depends onthesituation. It de-

pends onwhat youknow.

Youmake other choicesevery day. If trafficis heavy, you choose another
route. Ifyoubuylunch, youchoose whatto eat. If youinstallacompressor,

you choose the tools you need.

How doyouchoose? Youlookat the situation. You think of what you al-
ready know. You think of the advantages cf one choice. Youthink of any dis-
advantages that choice might have. You make yourchoice. Or, you rethink
youroptions.

Multiple choice tests also give you choices. Youmake your choice in much
the same way. Youlookat the question. Youthink of what you know. Youlook
atonganswer. Youthink of the advantages ofthat choice. Youtry tothink of
any disadvantages. Youmake yourchoice. Or,-you think about the next an-

SWer.

Thereis some tricks to takingatest. The following suggestions help you

make wise choices in multiple choice tests.




1.Read the question. Try to think of the answer BEFORE you read the

answer choices.

EXAMPLE:

Atthe ABC Training Center, ABC standsfor

A. Association of Builders and Construction Workers
B. Association of Building and Construction Workers
C. Associated Buildingand Construction Workers |

D. Associated Builders and Contractors

How do youanswerthis question? First, youreadthe question. Without
looking atthe answers, think of what youranswer would be. Check the an-
swers to seeif you find your choice. Whatif youdon't see youranswer? Close

youreyes forasecond and rethink your answer. Check the answersagain.

]

USEIT! Now, it's your turn. On a separate sheet of paper, create a multiple choice
question. Think of the answer. Then think of threeincorrect choices. Notice that
onceyou thought of a question, you thought of the answer BEFORE you picked
incorrectchoices.

#

2.l1f you don't know what the answer is, try to figure out what the an-

swerisn't.
Sometimes you will read a question and not be able to think of ananswer,
Youread the choices. Youstilldon't see anything that seem right. Now, you

seeif youcaneliminate, orleave out, choices. Look atthe following example:

24




EXAMPLE: /
A warning labelis required for

A.powertools

B.company vehicles

C.dangerous chemicals

D.newemployees

What if youdon'tknow where warning labels should be posted. You think

through each choice. For A, have you ever seena power tool with a warning
label? Probably not. So, you canleave A out. WhataboutB? Do company
cars and trucks have warninglabels? Probably not. What about C? Shoulda
dangerous chemical have a warning label? Probably so. Check choice D to

be sure. Do new employees wear warning signs? No. The answer, then, is C.

USE I1? Think of a question. Writeit on a separate sheet of paper. Think about
how you decide what the answer is not as well as what the answer is.

3.l1f you don't know an answer, quickly take a guess and go on to the

next question.

EXAMPLE:The Technical Development Center started in
A. 1990
B. 1991

C. 1892
D. 1983
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How do you answer this question? Thisis a good example of a question
where you probably don'tknow the answer. Probably the TDC started before

January of this year. Now what? Take a guess fromthe remaining choices!
USEIT! OK. This may be hard. Think of a question in which you DON'T inow
the answer. Tkis can be anything. (Suggestions: What is the age of the person
siming next to you? How many rooms are in this building? Whe will win the lottery
next week? Who will be the next president of the United States) Write your question

and 4 possible answers on a separate sheet of paper. Practice making choices when
you dor't knowthe answer. HINT: It really doesn 't matter, so just guess quickly!

L e R

4.Be sure the right choice is the best choice. Sometimes more than

one answer will be correct. One answer, however, will be a better choice

than the others.

EXAMPLE:
Yourcompanycreates a safe workplace by

A. identifying hazardous materials.B. providing safety courses for warkers.

C. obtaining an up-to-date MSDS for each hazardous chemical.

D. Allofthe above.

A seems correct. Sodoes B. What about chioice C? If you aren't siirs
whatand MSDS s, you won'tknow. Now look atanswerD. Answer Aisa

good choice. AnswerBisagood choice. Answer D, however, is the BEST

choice. It includes both A and B.




USE IT! On a separate sheet of paper, create an question that has more than one
correct answer. Be sure that one answer is the BEST choice. How do you think

through the choices fo get that answer?

5.Read questions carefully. NOT and EXCEPT are small wurds. How-

ever, they completely change the meaning of a question.

Lock atthe difference betweenthese two statements.
lamagoodworker.

lamNOT agood worker.

EXAMPLE

Which of the followingis NOT true?

A. lamalive.

B. laminthe ABC training center now.
C. lama millicnaire.

D. lam amale or a female.

How do you answer this question? You arelooking for something that is
nottrue--a false statement. Is choice Atrue? Yes, so Ais notthe answer. Is
choice Btrue? Yes, so Bis notthe answer. Lookatchoice C? Are youa mil-
lionaire? Probably not, so that statementis NOT true. What about choice D?
Areyouamale ORafemale? Yes, sothat statementistrue? The answer,

then, is choice C.




EXAMPLE

All of the following are true EXCEPT
A. lcanbreathe.

B. I cantalk.

C. lcaneat.

D. I can pick the lottery numbers every time.

Again, you are looking for the statement which is not true. You are looking
forafalse statement. Whatabout A? Yes, itistrue. WhataboutB? Yes, you
cantalk. What about C? Yes, you caneat. Whatabout D? Probably not. The

false statement, then, is D. Thatis youranswer.

USEIT! Geraseparate sheet of paper. Create a question using the word NOT.

Create one that uses the word EXCEPT.
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