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Project Description

The 353 project was funded by the Alabama State Department of
Education, Adult Education Program to the Auburn University,
Vocational and Adult Education department. The goal of the project
was to create a basic skills workplace curriculum that would assist
Russell Corporation in improving workforce productivity.

Project Outcomes

A job specific curriculum was written for Russell Corporation’s Skills
Training at Russell (STAR) program. The structure of the curriculum
was modified during the third year of the grant. Originally, the
curriculum was to be divided into five sections: safety, vocabulary,
forms, statistical process control, and teamwork. To facilitate a
logical work-related break in the curriculum, the decision was made
to combine the vocabulary and forms sections. Five lessons ia the
vocabulary and forms section were written during the last year of the
grant. Additionally, a vocabulary and forms section posttest was
developed; however, the posttest was not administered because the

vocabulary and forms section was not completed by the end of the
grant period.

The Adult Education Supervisor’s Handbook was developed during
this grant. The handbook was designed as a practical guide to the
development of workplace literacy programs.

Section D of this report details the technical assistance and staff
development activities that were provided during the grant. Sections I

and J contain sample job specific curriculum written by practicum
participants.
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Conclusions

The results of a summative evaluation (cn the safety section) were:

©  83.01% of the participants achieved at least an 80%
mastery of the developed materials

O  69.81% stated their attitude toward safety changed as a
result of the program

O  84.91% agreed that they were more aware of safety signs,
rules, and procedures

Throughout the grant, technical assistance was provided to Russell
Corporation and seven other organizations (See Section D of this report).

Two workplace literacy practicums were offered through Auburn
University. The first practicum was offered during Winter Quarter
1994, the second was offered during Summer Quarter 1994.

Participants were instructed in curriculum development (See Sections I
and J of this report).




Recommendations

©®  Train a Russell Corporation employee to write and update
the curriculum.

@  Train workplace education teachers to use the job specific
curriculum most effectively.

&  Develop a credit course, or courses, on workplace
education at Auburn University, Department of Vocational
and Adult Education.

&  Train and utilize other workplace education specialists.

Description of Products

Formative Evaluation Report

Adult Education Supervisor’s Handbook

Work Specific Curriculum (student books)

Work Specific Curriculum (instructor’s manuals)

00O

Products Available from

@ Alabama State Department of Education
@ Alabama Adult Literacy Resource Center
@ ERIC
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RUSSELL

July 17,1995

James Bob Drake, Ed.D.
Professor and Department Head
Vocational and Adult Education
Donahue and Thach

Auburn University, Alabama 36849-5529

Dcar Dr. Drake:

Through the past 353 Grants, we have made tremendous strides in our efforts
to place job specific adult education materials in our classes. The last report we
received on June 30, continues to show the impact the project has on our employees.
The value and importance of the materials is apparent not only to management, but
also to the employees. As the lessons continue to be written, the skills of Paula
Smith and the direction of Dr. Jo Smith are reflected in their work. Plant

management has been cooperative in this project in assisting them and they realize the
value to the Company of this project.

This project has also reinforced our philosophy that education and business
must continue to work together to benefit each other. We certainly must have one of
the best partnerships in Alabama. We hope to continue our partnership in other

grants with Auburn University. We appreciate your support in the education process
of Russell Corporation employees.

Sincerely,

Dick Dickson
Vice-President Human Resources

c: Becky Dunn

RUSSELL CORPORATION
ALEXANDER CITY. ALABAMA  35010-0272 *+ (205) 329-4000 c
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Progress by Objectives

Create a workplace education model specifically designed
to serve Russell Corporation employees.

The workplace literacy model was designed in the first year of the
grant to include five sections: safety, vocabulary, forms, statistical
process control, and teamwork. During the third year of the grant the
model was modified to incorporate the vocabulary and forms
sections. The final model consists of four sections. The sections are:

Workplace Education Curriculum Model
Developed for Russell Corporation

* Safety (section completed during years 1 and 2)
% Vocabulary and Forms (7 of 10 lessons completed)
% Statistical Process Control

* Teamwork

10




Seven of the ten lessons in the vocabulary and forms section are
complete. Russell Corporation has approved four of the lessons and
is in the process of reviewing the other three. The ten lessons in the
vocabulary and forms section are listed below:

v¢ General Vocabulary

(student book and instructor manual - approved & completed during year 2)

v¢ Carding General Vocabulary

(student book and instructor manual -approved & completed during year 2)

% Carding Common Vocabulary

(student book and instructor manual - approved & completed during year 3)

% Carding Technical Vocabulary

(student book and instructor manual - approved & completed during year 3)

w Carding Forms )
(student book and instructor manual -completed during year 3
submitted to Russell Corporation for approval)

% Combing Vocabulary and Forms
(student book and instructor manual - completed during year 3
submitted to Russell Corporation for approval)

% Drawing Vocabulary and Forms
(student book and instructor manual - completed during year 3

submitted to Russell Corporation for approval)

w Roving Vocabulary and Forms

¥ Spinning Vocabulary and Forms

v¢ Winding Vocabulary and Forms

.
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Objective 2

Use the developed education model as part of the Alabama
Adult Education Curriculum to be disseminated for
use in promoting workplace education.

Disseminated in the followi juring i

%  Presentation at the Regional Adult Education/Literacy
Conference, Birmingham, Alabama (July 1993)

%  Distribution of approved safety curriculum

Name of Entity Location
Alabama State Department of Education Montgomery, AL
Enterprise State Junior College Enterprise, AL
Workplace Resource Center Greenville, SC
O’Neal Steel Birmingham, AL

ERIC (Educational Resource Information Center)

% Technical assistance in workplace education
(See Section D of this report)

*  The Adult Education Supervisor’s Handbook was
designed. This handbook was developed as a training
package for adult educators. (See Section E of this report)

* A workplace education practicum was offered at Auburn
University during Winter Quarter 1994.
(See Sections D, I and J of this report)




Objective 2 (continued)

Use the developed education model as part of the Alabama
Adult Education Curriculum to be disseminated for
use in promoting workplace education.

Disseminated in the following uri hree:

%  Presentation at Auburn University’s Workplace Literacy
teleconference, Auburn University, Alabama (April 1995)

%  Presentation at the State Adult Education Conference,
Birmingham, Alabama (June 1995)

%  Approved curriculum submitted to ERIC

%  Curriculum and final report submitted to Alabama State
Department of Education

%  Curriculum and final report submitted to Alabama Adult
Literacy Resource Center




Design posttest to measure job specific curriculum effectiveness.

* A safety section evaluation was designed and
administered. (See Section B of this report).

* A formative evaluation report was compiled and submitted

to the Alabama State Department of Education.
(See Section C of this report)

Year Three

* A formative evaluation and a summative evaluation were

compiled and included in the project’s final report.
(See Section C of this report)

% A vocabulary and forms section evaluation was designed
(See Section B of this report). The posttest was not
administered because the vocabulary and forms section
was not completed by the end of the grant period.

14




Obiective 4 (for years 1 and 2)

Increase employee workplace posttest scores.

*  71.9% of the participants achieved at least an 80% mastery
on the Safety Section (See Section C of this report).

* A formative evaluation report was compiled and submitted

to the Alabama State Department of Education.
(See Section C of this report)

Dbjective 4 (f 3

Verify the impact of the job specific curriculum through
supervisor and employee surveys.

*  Supervisor and employee surveys for the vocabulary and
forms sections were not administered because the
vocabulary and forms section was not completed by the
end of the grant period.

*  Employees are continued to be surveyed upon completion
of the safetv section.




Dhiective 3 L and 2

Verify impact of job specific curriculum

* A safety section evaluation was designed and
administered. (See Section B of this report)

% A formative evaluation report was compiled and submitted

to the Alabama State Department of Education.
(See Section C of this report)

Objective 5 (for year 3) \

Provide staff development upon request

Year Three

%  Visited Russell Corporation’s Habbersham Plant
(Habersham, Georgia) to assist the teacher in
implementing the STAR program (See Section D of this
report).

%  Presentation at the State Adult Education Conference,
Birmingham, Alabama (June 1995)

* A workplace education practicum was offered at Auburn
University during Summer Quarter 1994.
(See Sections D, I, and J of this report)

,EC 1b

Full Tt Provided by ERIC.




Section Posttests
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JOB TASKS INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT - CARDING DEPARTMENT

© Direct

ionss

-

Your body's defense against loud noise is:
A. a limited hearing loss.

B. deafness.

C. a decreased attention span.

D. a headache.

Safety rules at work include all the following except:

A. Do not wear loose clothing.
B. Long hair must be protected.
C. Tools must be carried in shirt pockets.

D. fTies should not be worn.

To practice good housekeeping at work you need to:

stack cartons, furniture, or equipment in aisles away
from the machine.

B. report electrical equipment that has damaged wiring.

C. leave file drawers open where others might use the
contents.

D. tell someone to wipe up spills or pick up trash.




JOB TASKS INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT - CARDING DEPARTMENT

RO

4. Circle the symbol that means a visual inspection is needed.

AI BI CO DO
A AN\ “ /5\
5. Circle the symbol that means there could be machine damage

if operating rules are not followed.

A. B. C. D.

7< ‘ v oK.

6. Circle the symbol that means an incorrect usage or setting.

A. | B. C.

< [ ] A A

7. Circle the symbol that means the machine, assembly, or part

must be idle.

A. B. C. D.

>< A v oK.

prh
<&




10.

JOB TASKS INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT - CARDING DEPARTMENT

1N Directions:

Answer .

The

main switch on your machine must be:
turned on before making adjustments.
turned off before making adjustments.

turned to the idle position hefore adjustments are
made.

turned off and secured before adjustments are made.

emergency shutdown switch is pressed when:
employees are making adjustments.
the first shift ends.

there is a serious situation requiring prompt action.

the second shift ends.

Machine covers that are screwed on may be removed when:

A.

B.

the machine is running.
the machine is not running.
no one else is around the machine.

the main switch is off and secured.




11.

12.

JOB TASKS INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT - CARDING DEPARTMENT

L Dzrecticnss Lo : .
Circle the letter of the b‘*e"st answer.

Which one of the following safety rules is pnot true when
working with or around compressed air?

A. Roll up and secure air hoses after use.

B. Do not turn off the air control valve after you use
compressed air.

C. Do not clean your clothes or your body with compressed
air.

D. Report damaged or leaking air hoses, valves, guns, or
nozzles to your supervisor.

Compressed air is:

A. stored energy.

B. not used in cleaning and "blow-down" of equipment.
C. safe and should not be taken seriously.
D. used to clean clothing.

o)
ot




The posttest for the
Vocabulary and Forms
section is still in progress.
It will be
lengthened/revised as.
additional lessons are
written.

<




JOB TASK INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT

Directions Circle the letter of the best answer.

1.  The word align means:

a. to be similar

b. tolineup

c. tobe at the back of a line
d. topull

2.  The word prevent means:

a. to keep something from happening
b. to do things at the same time

c. toclean

d. torepair

3.  On a flow chart:

a. the beginning and ending steps are inside circles
and the middle steps are inside diamonds.

b.  the beginning and ending steps are inside
rectangles and the middle steps are inside circles.

c. the beginning and ending steps are inside circles
and the middle steps are inside rectangles.

d. the beginning and ending steps are inside
diamonds and the middle steps are inside circles.




JOB TASK INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT

Use the information below to label the parts of the carding machine.
Label these parts: cylinder, flats, chute, doffer, coiler head

(1] The chute forms even fibers into and even mat. The mat is fed
into the carding machine.

®

The feed roll is the first roll to meet the cotton.

©  The licker-in takes small pieces of fiber from the feed roll. It
puts the fiber on the cylinder.

®  Flats are located over the cylinder. Flats help to align and
clean the fibers.

®

The cylinder is a large cast iron shell that rotates very fast.

®

The doffer is next to the cylinder. Its main job is to pull cotton
off the cylinder.

©  The coiler head puts sliver into a can.

<4




JOB TASK INSTRUCTIONAL MATERIALS
RUSSELL CORPORATION
COOSA RING PLANT

9. The words below share a common trait. Circle the
letter of the word that does not belong.

a. doffer

b. licker-in

c.  cylinder

d. micronaire

10. When two words are joined to form a compound word,
the spelling of each separate word is kept the same. The
two words are joined. Circle the compound word below.

a. bobbinlay
b. doubling

c. pneumafil
d. laydown

Write the abbreviation for each word in the blank.

11.
12.
13.
14.

pound

feet

yard

gram

o)
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Participant Job Specific
Curriculum Survey,
Formative Evaluation, and
Summative Evaluation




PARTICIPANT JOB SPECIFIC CURRICULUM SURVEY
COOSA RING SPINNING -- SAFETY SECTION
TEACHER - VICKI SPRAGGINS
AUGUST, 1993

1. The safety section materials were interesting. 1 2 3
2. The safety materials were too easy. 1 2 3
3. The safety materials were too difficult. 1 2 3
4. The safety materials were easy to understand. 1 2 3
5. The safety materials gave me new safety information, 1 2 3
6. The materials served as a good review of safety information

at Russell Corporation. 1 2 3
7. The safety section will be a good program for new employees. 1 2 3
8 My teacher was interested in helping me learn more. 1 2 3
9. My teacher encouraged me to participate in class. 1 2 3
10. Planned class instruction prevented time from being wasted. 1 2 3
11. The safety information was useful to me on my job. 1 2 3
12. Ifeel I'have improved my reading skills since starting this

section, 1 2 3
13. Tfeel I have improved my writing skills since starting this

section. 1 2 3

Has your attitude toward safety changed since being in this program?
Are you more aware of safety “igns, rules, and procedures since being in this program?

What would you change about this program if you could?

27 3ESTCOPY AVAILABLI




REPORT SUBMITTED BY SALLIE DOWLING AVERITT, Ed.D.
DEPARTMENT OF VOCATIONAL AND ADULT EDUCATION
AUBURN UNIVERSITY, AUBURN ALABAMA
REPORTING DATE FEBRUARY 23, 1994
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FORMATIVE EVALUATION
SPECIAL 353 DEMONSTRATION PROJECT IN ADULT EDUCATION
WORK SPECIFIC CURRICULUM PROJECT — RUSSELL CORPORATION

Introduction
Russell Corporation completed the first phase of instruction using the safety section of the work

specific curriculum. A formative evaluation was conducted using a section evaluation (posttest)
and a participant job specific curriculum survey.

Sample Selection
Data were collected from 32 participants at Russell Corporation, Alexander City, Alabama.

Da lection
The data were collected from August 1993 through November 1993.

Descriptive Statistics
Data in Table 1 (section evaluation — posttest) indicated that 71.9% of the participants achieved
at least an 80% mastery of the materials. Mastery was determined by the number correct. Since

there were 12 possible points, the participants achieved mastery by answering 10 or more
questions correctly.

Table 1
A Summary of Participants Achieving Eighty Percent Mastery
Safety Section Evaluation (Posttest)

Number Correct Frequency Percent Cumulative
Possible Points = 12 Participants = 32 % Percentage
6 1 3.1 31
7 1 3.1 6.3
8 2 6.3 12.5
9 5 15.6 28.1
10 10 313 59.4
11 5 15.6 75.0
12 8 25.0 100.0
Total 32 100.0
Page 2
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FORMATIVE EVALUATION
SPECIAL 353 DEMONSTRATION PROJECT IN ADULT EDUCATION
WORK SPECIFIC CURRICULUM PROJECT — RUSSELL CORPORATION

Descriptive Statistics (continued)
Data in Table 2 (participant job specific curriculum surveys) indicated that 84.4% of the

participants increased their awareness of safety signs, rules, and procedures. In addition, 68.8%
of the participants experienced a change in attitude about workplace safety.

Table 2
A Summary of Participant Responses
Participant Job Specific Curriculum Surveys (Safety Section)

Survey Questions © Yes No

No Opinion
Participants = 32 (percentage)  (percentage) (»-+centage)
1. Are you more aware of safety signs, rules,
and procedures since being in this program? 844 6.3 9.3
2. Has your attitude toward safety changed
since being in this program? 68.8 15.6 15.6
Page 3




FORMATIVE EVALUATION
SPECIAL 353 DEMONSTRATION PROJECT IN ADULT EDUCATION
WORK SPECIFIC CURRICULUM PROJECT — RUSSELL CORPORATION

Descriptive Statistics (continued)
Data in Table 3 (question 8) indicated that 84.4 percent of the participants agreed the safety
information was useful to them on their jobs. Other significant findings were:

* Question6
81.3% of the participaats agreed the materials provided a good review of safety information

= Question7
87.5% agreed that the safciy section would benefit new employees

= Questions 9 & 10
> 50% of the participants reported they improved their reading and writing skills

Table 3
A Summary of Participant Responses
Participant Job Specific Curriculum Survey (Safety Section)

Survey Questions Agree No Opinion Disagree
Participants = 32 (percentage) (percentage) (percentage)
1. The safety section matenials were
interesting. 78.1 219 0
2. The safety materials were too easy. 25.0 37.5 375
3. The safety materials were too difficult. 63 28.1 65.6
4. The materials were easy to understand. 65.6 18.8 15.6
5. The materials gave me new safety
information. 71.9 12.5 15.6
6. The matenials served as a good review
of safety information. 81.3 15.6 3.1
7. The safety section will be a good
program for ncw employecs. 875 94 3.1
8. The safety information was uscful
to me on my job. 84 4 15.6 0
9. I feel I have improved my reading
skills since starting this scction. 59.4 313 94
10. I feel I have improved my writing _
skills since starting this scction. 53.1 313 15.6
Page 4
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FORMATIVE EVALUATION
SPECIAL 353 DEMONSTRATION PROJECT IN ADULT EDUCATION
WORK SPECIFIC CURRICULUM PROJECT — RUSSELL CORPORATION

Formative Evaluation -- Comments on Safety Section

Comment #1
The statistical results of the section evaluation (posttest) were encouraging. The majority (71.9
percent) of participants achieved an 80 percent mastery of the safety section materials.

Comment #2

The results of the participant job specific curriculum surveys were significant in the evaluation of
the safety section. It appears that the safety curriculum made a difference in the knowledge base
and awareness of Russell Corporation employees. (See Tables 3 and 4)

Comment #3

Participants who did not accomplish an 80 percent mastery may need to review the safety section.
(See Recommendation #2)

Formative Evaluation -- Recommendations on Safety Section

Recommendation #1

New employees should participate in the safety section -- 87.5 percent of the participants agreed
with this recommendation.

Recommendation #2

The safety section should be used periodically as a review of safety information at Russell

Corporation -- 81.3 percent of the participants agreed the materials provided a good review of
workplace safety.

Recommendation #3

The safety curriculum should be kept current. An employee at Russell Corporation should be
trained and responsible for this task.

Page 5

J2




Work Specific
Curriculum Project

Formative Evaluation on Safety Section

Report Submitted by Paula S. Smith, M.Ed.
Department of Vocational and Adult Education

Auburn University, Alabama
June 30, 1995
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Formative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

Introduction
This evaluation reports statistics on the second group of participants to complete the safety
section in the Skills Training at Russell (STAR) program.

Sample Selection

Data were collected from 21 participants at Russell Corporation, Alexander City, Alabama.

Data Collection
Data were collected during March 1995.

Descriptive Statistics

Data in Table 1 (section evaluation - posttest) indicates that 100% of the participants achieved
at least an 80% mastery of the safety section materials. Mastery was determined by the
number of questions answered correctly. There were a total of 12 questions, therefore mastery
was achieved by answering 10 or more questions correctly.

Table 1
A Summary of Participants Achieving Eighty Percent Mastery
Safety Section Evaluation (Posttest)

Number Correct Frequency Percent Cumulative
Possible Points = 12 Participants = 21 % Percentage
10 6 28.57 28.57
11 5 23.81 52.38
12 10 47.62 100.00
Total 21 100.0

34




Formative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

Data in Table 2 (participant job specific curriculum surveys) indicated that 7 1.43 percent of
the participants experienced a change in their attitude toward workplace safety. Additionally,
85.72 percent of the participants felt an increased awareness of safety signs, rules, and
procedures.

Table 2
A Summary of Participant Responses
Participant Job Specific Curriculum Surveys (Safety Section)

Survey Questions Yes No No Opinion
Participants = 21 (percentage) (percentage) (percentage)

1. Has your attitude toward safety changed
since being in the program. 71.43 14.285 14.285

2. Are you more aware of safety signs, rules,
and procedures since being in this program? 85.72 4.76 9.52




Formative Evaluation
Special 353 Demonstration Project in Adult Eduoation
Work Specific Curriculum Project - Russell Corporation

Descriptive Statistics
Data in Table 3 (question 11) indicated that 95.24 percent of the participants agreed the safety
information was useful to them on their jobs. Other findings are summarized below.

Table 3
A Summary of Participant Responses
Participant Job Specific Curriculum Surveys (Safety Section)

Survey Questions Disagree No Opinion Agree
Participants = 21 (percentage) (percentage) (percentage)
1. The safety section materials were interesting. 4.76 19.05 76.19
2. The safety materials were too easy. 47.62 47.62 476
3. The safety materials were too difficult. 47.62 42.86 9.52
4. The safety materials were easy to understand. 4.76 4.76 " 50.48
5. The safety materials gave me new safety
information. 14.29 952 76.19
6. The materials served as a good review of safety
information at Russeil Corporation. 4.76 4.76 90.48
7. The safety section will be a good program for new
employees. 0 0 100
8. My teacher was interested in helping me leam more. 0 4.76 95.24
9. My teacher encouraged me to participate in class. 0 9.52 90.48

10. Planned class instruction prevented time from

being wasted. 0 14.29 85.71

. The safety information was useful to me on my

job. 0 4.76 95.24

. [ feel I have improved my rcading skills since

starting this section. 14.29 57.14 28.57

. 1 feel | have improved my writing skills since

starting this section. 19.05 619 19.05

Jb




Formative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

Formative Evaluation — Comments on Safety Section

Comment #1
The statistical results of the section evaluation (posttest) were remarkable. One

hundred percent of participants achieved an 80 percent mastery of the safety
section materials.

Comment #2

The statistical results of the participant job specific curriculum survey indicate
the safety curriculum made a difference in the knowledge base and awareness
of Russell Corporation employees. (See Tables 3 and 4)

Formative Evaluation -- Recommendations on Safety Section

ec endati

New employees should participate in the safety section -- 100 percent of the
participants agreed with this recommendation.

Recommendation #2
The safety section should be used periodically as a review of safety informz¢tion

at Russell Corporation -- 90.48 percent of the participants agreed with this
recommendation.

Recommendation #3

The safety section should be updated regularly. An employee at Russell
Corporation should be trained and held responsible for this task.
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Summative Evaluation
Special 353 Demonstration Project in Aduli Education
Work Specific Curriculum Project - Russell Corporation

Introduction
This evaluation reports statistics on all participants who have completed the safety section in
the Skills Training at Russell (STAR) program.

Sample Selection

Data were collected from 53 participants at Russell Corporation, Alexander City, Alabama.

Data Collection
Data were collected from August 1993 through March 1995.

Descriptive Statistics

Data in Table 1 (section evaluation - posttest) indicates that 83.01 % of the participants
achieved at least an 80% mastery of the safety section materials. Mastery was determined by
the number of questions answered c-rrectly. There were a total of 12 questions, therefore
mastery was achieved by answering 10 or more questions correctly.

Table !
A Summary of Participants Achieving Eighty Percent Mastery
Safety Section Evaluation (Posttest)

Number Correct Frequency Percent Cumulative
Possible Points = 12 Participants = 53 % Percentage
6 1 1.89 1.89
7 1 1.89 3.78
8 2 3.78 7.56
9 5 943 16.99
10 16 30.19 47.18
11 10 18.86 66.04
12 18 33.96 100
Total 53 100.0




Summative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

Descrintive Statisti |
Data in Table 2 (participant job specific curriculum surveys) indicated that 69.81 percent of
the participants experienced a change in their attitude toward workplace safety. Additionally,
84.91 percent of the participants felt an increased awareness of safety signs, rules, and
procedures.

Table 2
A Summary of Participant Responses
Participant Job Specific Curriculum Surveys (Safety Section)

Survey Questions Yes No No Opinion
Participants = 53 (percentage) (percentage) (percentage)

1. Has your attitude toward safety char ged
since being in the program. 69.81 15.095 15.095

2. Are you more aware of safety signs, rules,
and procedures since being in this program? 84.91 5.66 9.43

H




Summative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

information was useful to them on their jobs. Other findings are summarized below.

Table 3
A Summary of Participant Responses
Participant Job Specific Curriculum Surveys (Safety Section)

Descriptive Statistics
Data in Table 3 (question 11) indicated that 88.68 percent of the participants agreed the safety

* Questions 8, 9, and 10 were not asked of the first 32 participants. For these questions N=21,

41

Survey Questions Disagree No Opinion Agree
Participants = 53* __(percentage) (percentage) (percentage)
|. The safety section materials were interesting. 1.89 20.75 77.36
2. The safety materials were too easy. 41.51 41.51 16.98
3. The safety materials were too difficult. 58.49 33.96 7.55
4. The safety materials were easy to understand. 11.32 13.21 7547
5. The safety materials gave me new safety
information. 15.09 11,22 73.59
6. The materials served as a good review of safety
information at Russell Corporation. 3.1 11.32 84.91
7. The safety section will be a good program for new
employees. 1.89 5.66 92.45
*8. My teacher was interested in helping me learn
more. 0 476 95.24
*9. My teacher encouraged me to participate in class. 0 9.52 90.48
*10. Planned class instruction prevented time from
being wasted. 0 14.29 85.71
11. The safety information was useful to me on my
job. 0 11.32 88.68
12. 1feel I have improved my reading skills since
starting this section. 11.32 41.51 47.17
13, 1 feel | have improved my writing skills since
starting this section. 16.98 4340 39.62




Summative Evaluation
Special 353 Demonstration Project in Adult Education
Work Specific Curriculum Project - Russell Corporation

Summative Evaluation -- Comments on Safety Section

Comment #1

The statistical results of the section evaluation (posttest) were encouraging.
The majority (83.01 percent) of participants achieved an 80 percent mastery of
the safety section materials.

Comment #2

The statistical results of the participant job specific curriculum survey indicate
the safety curriculum made a difference in the knowledge base and awareness
of Russell Corporation employees. (See Tables 3 and 4)

Comment #3

Participants not accomplishing 80% mastery may need to review the safety
section. '

Summative Evaluation -- Recommendations on Safety Section

&gggmhundaﬁnn_#.l
New employees should participate in the safety section -- 92.45 percent of the
participants agreed with this recommendation.

Recommendation #2
The safety section should be used periodically as a review of safety information

at Russell Corporation -- 84.91 percent of the participants agreed with this
recommendation.

Recommendation #3
The safety section should be updated regularly. An employee at Russell
Corporation should be trained and held responsible for this task.




Technical Assistance and
Staff Development
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TECHNICAIL ASSISTANCE

Entity Name Location Contact Person |Dute  {Method of
' Communication
hrysler Huntsville, Carolyn Peckham {12/1993 [Fax, Mail,
orporation Alabama Telephone
Dothan Dothan, Alabama |Susan Thompson |8/2/93 |Mail, Telephone
Vocational Adult Education
HCenter Instructor
Douglas Opp, Alabama  |Phillip Johnson |10/1993 |Mail, Telephone
" IMacArthur State Workforce 2000
Technical College Instructor

{O'Ner! Steel, Inc.|Birmingham, Leenie Hicks 1993 |On Site Visits,

Alabama 1994 Fax, Mail, Tele-
phone
outhern Ductile]Bessemer, Dave Ford 1/1993 |On Site Visit,
ast CorporationjAlabama Human Resource Fax, Mail,
Manager Telephone

Virginia Tech Blacksburg, Nevin Frantz, Jr.,{1993  [Mail

Division of Voca-]Virginia Professor 1994

ional and Tech.
Center)
Workplace South Carolina |Ann Nickles 1,993 [Mail, Telephone

Resource Center

14




Staff Development

Year 2

% The Education Supervisor’ was
designed. This handbook was developed as a training
package for adult educators. (See Section E of this report)

* A workplace education practicum was offered at Auburn

University during Winter Quarter 1994.
(See Section I of this report)

%  Presentation at Workforce Education Conference
(April 1994).

Year 3

%  Visited Russell Corporation’s Habbersham Plant
(Habbersham, Georgia) to assist the teacher in
implementing the STAR program.

%  Presentation at the Regional Adult Education/Literacy
Conference, Birmingham, Alabama (June 1995)

% A workplace education practicum was offered at Auburn

University during Summer Quarter 1994.
(See Section J of this report)
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WORKPLACE EDUCATION PROGRAMS
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Supervisor's Handbook
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This handbook was designed as part of a Special 353 Demonstration
Project. The project was funded by the State Department of
Education, Adult Education Section to Auburn University,
Vocational and Adult Education Department.

This handbook is to be used by adult education supervisors when
working with business and industry. The information may be used

as a guide for the development of a workplace education program,
in a local business/industry.

Written by:

sallie Dowling Averitt, Ed.D.
Workplace Curriculum Specialist
Auburn University

Edited by:

Jo Smith, Ed.D.

Workplace Curriculum Advisor
Auburn University

Betty Graham, Adult Education Supervisor
Mobile, AL

Herbert D. Sims, Adult Education Supervisor
Central Alabama Community College
Childersburg, AL

Randall White, Adult Education Supervisor

Dekalb County Board of Education
Fort Payne, AL
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ALABAMA ADULT LITERACY RESOURCE CENTER

For more 1n£oxmution about tho new. resonrca center, you may
contact the !ollnwings

‘j‘nt of Education

stute of Aiibiha _pgwif
Adult Bducation ot 7. T -




WORKPLACE EDUCATION TAX CREDIT

For more information about a workplace education tax
credit, you may contact the followings

Dr. Bobby B. Dees, Adult Bdncation Director
‘State of Alabama Department. of. Bdueationm. -
Gordon Persons Building : i
50 X Ripley Street
Montgomery, AL . 36104-3833
‘800-392i8086“ '

Alabama roundation for workplaca

h;ntbonery, AL 36109
205-271-5299




Alabama State Department of Education

ADULY EDUGAT!ON

f .-ERVISOR’S HANDBOOK

WORKPLACE EDUCATION

The ultimate goal of a workplace education program is to
improve the productivity of the workforce -- through the
improvement of the employees' literacy abilities.

Eighty-five percent of the expected workforce 2000 is already
in the workplace.

Ninety-eight percent of all jobs require some reading.

Seventy percent of the reading material on the ich is from
9th grade to college graduate level.

The Department of Education recently reported that 47 percent
of the nation’s 191 million adults lack basic reading skills.
(90 million Americans)

The majority of the new jobs in the year 2000 will require
some postsecondary education.




TABLE OF CONTENTS
WORKPLACE EDUCATION
SUPERVISOR'S HANDBOOK

SECTION I ,
BACKGROUND INFO o)

Details and supporting information about workplace education are

in this section. The background information text should be read
before the supervisor visits the employer.

SECTION II
WORKPLACE EDUCATION WORKSHEETS
These worksheets are to be taken by adult education supervisors

to the work site. They will be used as a guide when talking with

business and industry representatives about workplace education
programs.

SECTION III

ATT S

Attachment A Needs assessment

Attachment B sample job tasks analysis format

Attachment C sample job tasks analysis form

Attachment D Initial meeting plan

Attachment E Work specific curriculum developmental schematic

Attachment F Pre-program employee survey

Attachment G Post-program employee survey

Attachment H Selecting an adult education instructor

Attachment I sample of workplace education content
vocabulary section (textile industry)

Attachment J

Sample individual education plan
vocabulary section (textile industry)
Attachment K Sample lesson

vocabulary section (textile industry)
Attachment L Sample instruction plan

vocabulary section (textile industry)
Attachment M A workplace education resource list
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SECTION I
BACKGROUND INFORMATION

supervisors should read the following pages before visiting
employer. Section I objectives are to:

Inform the supervisors of reasons why business and industry
desire a literate workforce

Assist the supervisors in distinguishing among workplace
education program types

Provide the supervisors with a framework for developing work
specific workplace education programs




WORKPLACE EDUCATION PROGRAMS
BACKGROUND INFORMATION

LITERACY -- THE COMPANY AND THE EMPLOYEE

LITE W FORC

Management commitment to an education program will provide
an opportunity for employees to improve their skills, which
will benefit the business. Some employees will be given the
personal opportunity to fulfill their 1lifelong dream of
getting a GED. The rewards will be significant for both
business and the employee!

Business and Industry desire a literate workforce because
literacy promotes the following:

Improved self-esteem

Increased confidence

Better communication

Skills in problem analysis

Improved listening skills

Improved efficiency

Reduced operating costs*

Improved morale

Enhanced employer and employee relations

® ¢ & & 0 0 o b o

*Workers' compensation and industrial accidents, due to lack of
training, are costly. Workplace basic skills programs may reduce
these costs.
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WORKPLACE EDUCATION PROGRAMS
BACKGROUND INFORMATION

TYPES OF WORKPLACE EDUCATION PROGRAMS

1. Literacy programs are designed for employees with 1low
reading levels. The focus is on skills such as recognizing and
combining letters in print to form words. These programs are
usually conducted by literacy tutors (one-on-one instruction).
The transfer of skills to job performance is generally not
addressed. Instructional materials may include Laubach Way To
Reading, published by New Readers Press.

2. Basic skills programs focus on academic applications of basic
gkills -- solving mathematical problems, writing essays, reading
exercises. These programs generally will not teach employees how
to transfer basic skills to the performance of job tasks.
Instructional materials may include textbooks and commercial
materials such as Steck-Vaughn and Contemporary. The Alabama
Adult Education Curriculum will serve as a guideline.

3. Work specific education programs are a hybrid of education
and training -- they offer instruction in basic skills
applications as they relate to the employees' jobs; thus, it

teaches employees how to transfer such skills to the performance
of job tasks.

wWork specific education is the most time consuming of the types
outlined; however, its benefits are generally greater --
productivity, product quality, reduced absenteeism, decreased
accident rates, increased retention of employees, etc. Details
follow on the development of work specific education programs.

4. Technical training programs are designed to teach specific
organizational procedures or information related to performing a
job, such as operating a new computer system in a warehouse
setting, operating a piece of equipment, or complying with safety
rules. Instructional materials are usually work specific and
company generated. '




WORKPLACE EDUCATION PROGRAMS
BACKGROUND INFORMATION

DEVELOPMENT OF WORK SPECIFIC WORKPLACE EDUCATION PROGRAMS

1. Identify program goals and objectives
Not only are company goals considered, but also the
employees' goals.

2. Identify critical job tasks

3. Conduct an employee assessment
Will a standard assessment procedure be used for the
industry, company, plant, department, etc.? Will the
assessment be criterion referenced (CASAS) or norm
referenced (TABE)?

4. Make decisions regarding voluntary versus mandatory
participation

5. Make decisions on employee release time versus personal
time

6. Create program awareness .
Examples of creating program awareness may include:

. Bulletin board notices offering the opportunity to
enroll

. Employee meetings

. Invitations to talk with an adult education instructor
at an informal gathering

. An announcement of the partnership with adult education
in community

. A company newsletter explaining the program, etc.

o/




WORKPLACE EDUCATION PROGRAMS
BACKGROUND INFORMATION

DEVELOPMENT OF WORK SPECIFIC WORKPLACE EDUCATION PROGRAMS

7.

Conduct a job task analysis
Job tasks analyses (JTA) provide information about how

" workers apply basic skills and thinking strategies to

perform a task. Information about the work environment is
also collected. During the JTA, copies of work related
materials are collected. These materials include forms,
sample pages of equipment manuals, and other materials the
employees must read or enter data on. See attachment B for
JTA format.

Develop a work specific education curriculum

l. The writer may be an educator outside the company, or the
company may designate an employee to write the curriculum
with the assistance of a local provider.

2. The content for the curriculum is determined by the
company .

3. Lesson scripts and activities should follow a structured
format.

4. The Alabama Adult Education Curriculum Basic Skills -

Scope and Sequence serves as an excellent guide for
curriculum development.

Recruit program participants
Who will participate in the program? How will they be
identified?

1. Suggestion - Review employee records for education
background. The employment application may have
information on school achievemert.

2. Some employees may have expressed an interest in
getting their GED. Furthermore, they usually know of
others who don't have high school diplomas.

3. Employee assessment

o8




WORKPLACE EDUCATION PROGRAMS
BACKGROUND INFORMATION

DEVELOPMENT OF WORK SPECIFIC WORKPLACE EDUCATION PROGRAMS

10.

11.

Select an instructor

A critical part of workplace education programs is the
instructor's ability to transfer theory and knowledge to
specific applications. Important questions to be answered
include the following:

. Who will teach and facilitate the classes?
. what educational background does the instructor have?

. what are the instructor’'s philosophies regarding adult
learning? See examples 1-4 below.

EXAMPLES OF INSTRUCTOR'S PHILOSOPHIES ON ADULT EDUCATION
1. Adults have a deep psychological need to be generally
self-directing.

2. They want to apply whatever knowledge and skill they gain
today to functioning more effectively tomorrow.

3. Adult learners usually must experience a need to learn.
The educator is responsible for creating conditions and
providing tools and procedures for helping learners
recognize their "needs to know."

4. Adults bring into the classroom a large reservoir of
experience that is a rich resource for learning -- for
themselves and others.

(Reference The Modern Prz :ice of Adult BEducation, Malcolm S. Knowles)

Evaluate program

Program evaluations are essential. The evaluations should
be a joint project among Adult Educators and Business and
Industry, including participating employees. Everyone will
benefit!




SECTION 11
"ORKPLACE EDUCATION WORKSHEETS

The supervisors should take this section to the work site. The
worksheets will be used as a guide when talking with business and
industry representatives about workplace education programs.
section II objectives are to provide:

¢ Supervisors with workplace education statistics

o A worksheet for determining the need for adult education
classes (workplace education classes)

¢ A brief program participant worksheet

¢ A worksheet on contributors to retention in program

e Information on workplace program evaluations




- WORKPLACE EDUCATION PROGRAMS

Alabama State Department of Education
Aubum University - Department of Vocational & Adult Education
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WORKPLACE EDUCATION PROGRAMS

¢ The ultimate goal of a workplace education program is to
improve the productivity of the workforce -- through the
improvement of the employees' literacy abilities.

¢ Eighty-five percent of the expected workforce 2000 is already
in the workplace.

¢ Ninety-eight percent of all jobs require some reading.

¢ Seventy percent of the reading material on the job is from
9th grade to college graduate level.

¢ The Department of Education recently reported that 47 percent

of the nation's 191 million adults lack basic reading skills.
(90 million Americans)

¢ The majority of the new jobs in the year 2000 will require
some postsecondary education.

For more information about your own workplace education program,
call:

Your local adult education contact is:
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WORKPLACE EDUCATION PROGRAMS

STEP 1 DETERMINING THE NEED FOR ADULT EDUCATION CLASSES

1.

What are the company's goals and objectives for this
program?

Is a class needed for basic skills to improve reading,
writing, and math skills?

Is a class needed for GED test preparation?

Is a class needed to teach job specific terminology and/or
materials that are used on the job?

How will the program be announced?

Bulletin board notices
Employee meetings
Brochures

Other

What is the projected time for the program, if any?
When will the classes be scheduled?

Where will the classes be located?

On-site

Off-site

What will be the recognition for completion of the program?
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WORKPLACE EDUCATION PROGRAMS

STEP I1 PROGRAM PARTICIPANTS

1. How many employees will participate in the program?

2. How will participants be identified? Voluntary?
Resources for participant identification might include level of

education, job performance evaluation, pre-employment screening,
interview with supervisor, TABE scores, etc.

6o




WORKPLACE EDUCATION PROGRAMS -~

STEP III CONTRIBUTORS TO RETENTION IN PROGRAM

Conduct classes on-site at the plant location. Workplace
education at the workplace facilitates attendance and interest.
If there is not a training room or area suitable for a classroom,
schedule the class clcee to the worksite.

The following is a checklist of factors that contribute to
program retention:

1. Classes meet on-site -
2. Classes meet in surroundings familiar to most

employees -
3. Employees attend class with people they already know -
4. Transportation problems are minimal o
5. child care problems are minimal _____
6. Location is conducive to management involvement - ’
7. Participation can be observed by management o
8. First day of class is made special o
9. Refreshments are provided periodically for class by

management

10. Quality instruction is offered to participants

11. Teachers are well trained

12. Individualized instruction is built into the work
specific curriculum via supplementary materials and
suggested instruction gquidelines

13. Assurance of participant success

14. Participant goal and objective surveys are given at
regular intervals and may be reviewed by management

bb




WORKPLACE EDUCATION PROGRAMS

| STEP 1V RECOGNITION OF ACHIEVEMENT

The following checklist includes suggestions for employee
recognition:
1. Luncheon or dinner for GED recipients

2. Screen printed T-shirts with appropriate logo or
message

3. Announcements in company newsletter/newspaper of
GED recipients

4. Certificates of achievement from company

5. Employee meetings
Recognition of program attendance or GED

6. Chamber of Commerce newsletters regarding company
on-site classes and/or GED recipients

7. GED graduation ceremonies

8. Other

67




WORKPLACE EDUCATION PROGRAMS

STEP V EVALUATIONS

Evaluations are necessary for feedback. Listed below are several
reasons.

. Evaluations provide information about the quality of the
program.

+ Participants are given feedback to determine if their goals are
being met.

+ Participants give feedback on program.

+ Due to evaluation results, the instructor(s) may decide that
modifications are needed for current and/or future programs.

+ Evaluations often clarify program goals and objectives.

- Evaluations determine if company and individual goals are being
met, or if improvements in the program are needed.

Some outcomes are extremely difficult to measure; therefore, soft

effects (e.g., employee attitude, retention, productivity, and
morale) are assessed.

Statistics and Evaluation

Before and during the program, various statistics can be
accumulated. These include the following: ‘

Number of employees at the beginning of the program
Number of employees at the end of program
Academic gains during program

Achieved goals of participants

Number of GEDs received

Monthly turnover

Number of employees terminated

Number of new hires

Percentage of absenteeism

10. Work related accidents

11. Insurance claims

12. Reduction in health care costs

13. Lost time

14. Production output

15. Production errors

16 Number of reprimands for absenteeism

17. Number of reprimands for discipline

VXN NN =
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SECTION IIT
ATTACHMENTS A-M

The objectives of Section III are to provide supervisors with a
resource of practical information -- on workplace education
programs. The following pages may be used by supervisors
interested in specific areas; e.g., an initial meeting plan, work
specific curriculum developmental schematic, pre-program employee
survey, etc.

Section III includes the following attachments:

Attachment A Needs assessment
Attachment B Sample job tasks analysis format

Attachment C* Sample job tasks analysis form
Attachment D Initial meeting plan
Attachment E Work specific curriculum developmental schematic
Attachment F Pre-program employee survey
Attachment G Post-program employee survey
Attachment H Selecting an adult education 1nstructor
Attachment I sample of workplace education content
vocabulary section (textile industry)
Attachment J Sample individual education plan

vocabulary section (textile industry)
Attachment K Sample lesson
vocabulary section (textile industry)
Attachment L Sample instruction plan
vocabulary section (textile industry)
Attachment M A workplace education resource list

Adult education supervisors are encouraged to use these
attachments in workplace education programs. The attachments may
be duplicated as needed!

wIncludes the Alabama Adult Bducation Curriculum Basic Skills - Scope and
Sequence

by




Needs Assessment in nd I

The following is a literacy problem checklist for business and industry:

Production errors
Absenteeism

Poor quality

Waste

Accidents

Misuse of equipment
High turnover

Poor emplqyee morale

Profit loss

Nooooooopoooo




- SUGGESTED JOB

Oorganize an advisory committee
Among their many responsibilities,
the committee will identify criti-
cal jobs and job tasks.

Review job descriptions

Observation

Observe employees to determine the
basic skills they use to

perform their jobs effectively.

Watch the employees throughout a
workday. Be sure you have observed
all jocb tasks that were identified
as being critical.

Record when the employee reads,
writes, or does a mathematical cal-
culation.

Document the setting in which
basic skills activities take place.

Document whether the tasks are per-
formed individually or in groups.

Collection of work materials
Collect and review all materials
that are written and read on the
job. Collection includes memoran-
da, sample pages of equipment manu-
als, telephone messages, bills of
sale, order forms, etc.

Ask for n copy of all forms the em-
ployees work with. Make certain to
obtain a clean copy as well as a
completed copy.

Analyze the materials to determine
reading levels.

Examine the content of these mate-
rials to determine their purpose.

TASKS ANALYSIS FORMAT

Intervieows
Interview employees. Ask them what

they think the basic skills needed
to perform their Jobs are.

Document skills that the top-
performing employees say are most
important. Ask them what are the

skills they use most and how they
use then.

Interview supervisors. Ask them
what skills are critical for
effective job performance.

Investigate discrepancies between
the employees' and the supervisors'’
perceptions of skills needed.

Ask both employees and supervisors
how they would train a new em-
ployee, step by step. For exanmple,
*What activity do you do first?
How did you know? What is the next
activity?" Try to capture the
mental process of effective job
performance.

Job assessment

Combine the information gathered
from observing the employees, col-~
lecting the materials they use, and
the interviews.

Determine the approximate level
that job materials are writtem on.

Write a description of the jobs
with the basic skills (reading,
writing, and computation) needed to
perform them effectively. Use the
JTA form, Attachment Cl.




JOB TASKS ANALYSIS
SAMPLE

GENERAL DESCRIPTION: -

DATE:

JOB TITLE:
DEPARTMENT:
JOB NUMBER:

JOB PﬁOCBDURBS LITERACY SKILLS NEEDED

A. Literacy skills that apply
to all job steps

B. Sequence of basic job steps

(-




JOB TASKS ANALYSIS

SAMPLE

GENERAL DESCRIPTION: _OQOvers nd a hinery to run within
acceptable limits

DATE: _00/00/00

JOB TITLE: _ Machine Operator

DEPARTMENT: __XYZ

JOB NUMBER: __000

JOB PROCEDURES

LITERACY SKILLS NEEDED

A. Literacy skills that apply
to all job steps

B. Sequence of basic job steps

1. Remove scrap from

machinery and maintains
clean work area

2. Checks machinery at regulat
intervals to determine if
running within specified
range; uses stopwatch to
time inspection intervals

.Uses common knowledge of
safety

.Selects appropriate course
of action in emergency

.Follows procedural directions
.Applies safety knowledge

.Tells time

.Reads decimals

.Follows procedural directions
.Applies concept of greater
than/less than

FOR LITERACY SKILLS NEEDED SEE REFERENCE -- JORIE W. PHILIPPI, LITERACY AT
WORK: THE NWORKBOOK FOR PROGRAM DIRECTORS
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ALABAMA ADULT EDUCATION CURRICULUM

BASIC SKILLS - S8COPE AND SEQUENCE

R. READING - The student will:

R.1.0 Demonstrate reading readiness
R.1.1 Recognize alphabet
R.1.2 Recognize numerals
R.1.3 Demonstrate left to right progression
R.1.4 Identify basic sight vocabulary
R.1.5 Discriminate visual clues
R.1.6 Discriminate auditory clues (rhythm, pattern)
R.1.7 Demonstrate directional vocabulary (oral) -
(i.e., under, through, first, last)
R.1.8 Seguence pictures
R.1.9 categorize pictures
R.1.10 Establish sound symbol relationship
R.1.11 Follow oral directions
R.1.12 Recognize objects, pictures, and symbols
R.2.0 Read using word recognition skills
R.2.1.0 Analyze phonetically
R.2.1.1 Consonant silent letters
R.2.1.2 Identify initial consonants
R.2.1.3 Identify final consonants
R.2.1.4 Identify long and short vowels
R.2.1.5 Identify letter combinations
R.2.1.6 Long y with eor i sound
R.2.1.7 Schwa
R.2.1.8 R - controlled
R.2.1.9 Identify word patterns
R.2.2.0 Analyze structurally
R.2.2.1 Recognize root words
R.2.2.2 Recognize prefixes
R.2.2.3 Recognize suffixes
R.2.2.4 Separate syllables
R.2.2.5 Identify compound words
R.2.2.6 Recognize possessives
R.2.2.7 Recognize contractions
R.2.2.8 Differentiate singular and plural words
R.2.2.9 Recognize abbreviations
R.2.3.0 Develop vocabulary
R.2.3.1 Distinguish positional words (i.e. over,
under)
R.2.3.2 Use synonyms, antonyms, and homonyms
R.2.3.3 Solve word analogies
R.2.3.4 Utilize context clues
R.2.3.5 1Identify content related sight vocabulary
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Read using comprehension skills

Recognize punctuation signals (. , ! ?)
Classify information

Define main idea

Author purpose

Author viewpoint

Identify supporting details

Recall details

Develop sequences

Compare/contrast information

Distinguish fact from opinion

Distinguish cause from effect

Draw conclusions

Summarize information

Identify figurative language (idioms, similes,
metaphors)

Make predictions

Evaluate information

Character analysis (feeling, motive, trait)
Utilize context clues

Apply study skills

Alphabetize words

Follow directions

Skim and scan information

Locate information (dictionary, reference
booksets, table of contents, index)
Oorganize information (notetaking - directed
reading activity) '

Expand reading
Identify a variety of reading materials such as
- novels, short stories, mysteries, plays,
poetry, etc. :

Use reference, factual, and specialized materials

WRITING - The student will:
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Demonstrate legible handwriting
Form upper case letters

Form lower case letters

Write a signature

Form numerals

Form symbols

Demonstrate use of correct spelling
Spell a list of sight words

Write plural of words

Use prefixes and suffixes

Spell homonyms

Spell contractions

Spell abbreviations

7o




7 Spell possessives
Spell commonly confused or misspelled words
Apply common spelling rules

8

9

0 Demonstrate use of punctuation marks
1 Use sentence ending punctuation
2 Use commas

3 punctuate abbreviations

4 Use quotation marks

§ Use apostrophes

6 Use colons

7 Use semi-colons

Use hyphens

8

0 Demonstrate the use of ocapitalization

1 cCapitalize the first word of sentences

2 Capitalize proper nouns and proper adjectives

3 Ccapitalize titles

4 Capitalize the word "I"

5 capitalize salutations and closing in letters

6 Capitalize the first spoken word of a quotation

0 Demonstrate the use of correct grammar
1 Identify parts of speech
2 Use subject/verb agreement
3 Use correct pronoun agreement and form
4 Use appropriate verb tenses '

Use irregular verb forms

Use contractions

Use possessives

structure

pistinguish between a sentence and a phrase
Identify subject and predicate

Recognize four kinds of sentences (Dec., Inter.,
Imp. Excl.)

.4 Identify types of sentences (simple, compound,
complex) -
Use modifiers

S

6

7

.0 Demonstrate the use of correct sentence
1

2

3

o Un

Demonstrate a composition skills

Write a sentence

Write a paragraph

Topic sentence - identify and develop
Sentence sequencing

Develop a simple outline (topical, phrase,
sentence)

Construct a personal letter
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