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ABSTRACT

1.  Program Title; National Workplace Literacy Program, (CFDA 84.198A)
2. Project Title: National Workplace Literacy Program
3. Award No.: V 198A10013
4. Project Director: Eleanor Rotter

Awardee; Prince George’s County Public Schools

Address: 14201 School Lane

Upper Marlboro, Maryland 20772
Telephone; (301) 386-1512

5. Funds by Fiscal Year:

6. Award Period:

7. T

Federal FY 91 $101,080
Recipient (non-Fed) 67,530
Total $168,610

Federal Funds = 60% of Total
March 1, 1991 - August 31, 1992
fficer:

Education Program Staff
Sarah Newcomb (202) 732-2390

Education Grants Staff
Linda Kinney (202) 708-8563
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8. QObjectives:

1. To educate 250+ employees in Prince George’s County in either English Commu-
nication Skills for Speakers of Other Languages (ESOL) or in basic reading and
math job skills.

2. To develop a curriculum using work-related materials.
9. Procedures:

1. Employees will berecruited to attend either ESOL classes or basic skill classes at
the job site. Classes will be held for two hours twice a week for ten weeks. A
counselor will be used to acquaint students with options available to pursue
further training and education.

2. Usingmaterials collected at the worksite and skills utilized in completing job tasks,
a curriculum will be developed for each worksite.

10. Qutcomes /Results/Products

1.  Abetter trained employee

2. A sample curriculum for each worksite location

11. ional Level

All levels of ESOL and all levels of basic skills (0 - 12). A minimum of 40 hours of
classroom instruction will be offered to all students.

12. rget P lation;

Any employer in Prince George’s County with a large number of disadvantaged or
limited English proficiency employees.

13. Estimated Number of Trainees:

250+

14. Partner:

Prince George’s County Private Industry Council

National Workplace Literacy Program
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A. RAM DEFINITION

The Prince George’s County Public Schools and the Prince George’s Private Industry
Council have worked together since March of 1991 to provide workplace literacy classes
at worksites for individuals in the County who are employed by ten different employers.
These employers have recognized the problems of workers with poor literacy and
deficient basic skills, and have chosen to attack the problem by providing educational
opportunities at their worksites. Over fivehundred employees participated in the various
typesof classes supported with federal funds. See table of worksites and list of key events.

National Workplace Literacy Program
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® KEY EVENTS

3/1/91 Grant awarded

4/20/91 Initial staff development meeting

4/25/91 Classes 1,2,3 New Carrollton Department of Public Works

4/29/91 Classes 4,5,6,7 Prince George’s County Public Schools
Maintenance Yard

5/15/91 Classes 8,9,10 Laurel Race Track

5/29/91 Class 11 Litton Systems

6/1/91 (Classes 12,13 Sovran Bank of Maryland

6/19/91 Classes 14,15 New Carrollton Department of Public Works

7/10/91 Classes 16,17,18,19 Prince George’s County Board of Education
Maintenance Yard

‘ 8/2/91 Staff Development meeting

9/4/91 Class 20 Sovran Bank of Maryland

9/16/91 Prince George’s County Private Industry Council hosts “Round
Table” meeting to introduce program to Chambers of Commerce

9/26/91 Class 21 Loral Aerosystems

9/30/91 (lasses 22,23,24,25,26 Grace Culinary Systems

10/7/91 Classes 27,28,29 Prince George’s County Board of Education
Maintenance Yard

10/25/91 Presentation before Maryland Siate Department Of Education

11/4/91 Classes 30,31,32 Laurel Race Track

11/11/91 Class 33 Cintas

12/4, 91 Class 34 Prince George’s Hospital

National Workplace Literacy Program




1/7/92

3/26/92

4/8/92

4/9/92-4/10/92

4/13/92

6/19/92

9/9-11/92

(lasses 35,36 American Pest Management

Class 37,38 Prince George’s County Public Schools Maintenance
Yard
Classes 39,40 Laurel Race Track
Class 41 American Pest Management
Class 42 Prince George’'s County Board of
Education MaintenanceYard

Class 43 Laurel Race Track

Staff attends Maryland Association of Adult, Community and
Continuing Education conference

Curriculum meeting for staff

Reception for employers, staff, and support personnel involved
in program

National Workplace Literacy Project Directors’ Closeout
Conference

National Workplace Literacy Program
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OBJECTIVES OF THE PROJECT

Literacy and related job skills have been enhanced through the partnership of the Prince
George’s County Fublic Schools (PGCPS) and the Prince George’s Private Industry
Council (PIC). The School System’s Adult Basic Education (ABE) personnel worked
cooperatively with the PIC to identify businesses in need of literacy and basic skills
services. Identified employers assigned a representative to cooperate with the workplace
literacy facilitator to focus on the needs of participants at each worksite. (See table of
worksites for contact person)

GENERAL OPERATIONS

At the onset, the contact person, facilitator and teacher toured the organization, noted

skills required to complete job tasks and gathered materials from the site that were part
of the day to day job.

After the students were recruited by a meeting, bulletin, supervisor, or friend, a time and
place were set for the project facilitator and the students to meet for pre-testing and
discussion of student objectives. A teacher was always present to meet the students and
to offer encouragement.

The pre-testing was the determining factor in the selection of materials and the need to
group the classes into different levels. Other factors important in these grouping
decisions were the number of students interested in the class, the hours that facilities for

classes would beavailable, and whether the classes would be held before, during, or after
work hours.

The teacher, the facilitator, the worksite representative and the students discussed
employee-specific skills that the students should learn by the end of a class session. Each
employer was given a CASAS Workplace Literacy Draft to indicate items to be taught.
Many employers did not care to be worksite-specific with the materials. Some stressed
thatit was more than sufficient for the student tolearn how to!earn, and especially tolearn
how to read and to communicate orally and in writing. The teachers and the project
facilitator made every effort to seek out worksite-specific materials. Each site compiled
a binder of materials used. The job task and CASAS objective was noted for each entry.
(See samples for each workplace site)

In order to prepare for teaching skills which would enhance work skills, the teachers
shadowed some empioyees on the job. The classes were frequently composed of people
with different responsibilities, and the teacher also relied upon obtaining a general idea
of the purpose of the organization and trying to understand each individual’s work.




The teachers had constant access to the materials used by the Prince George’s County
Adult Basic Education Program, and they used any materials they felt would be
appropriate for any individual. In addition, not all worksites provided copier access, so
the teachers duplicated job-specific materials at Bladensburg Instructional Services
Center.

The classes initially ran for forty hours. Class attendance records were maintained by
each teacher. During each forty hour session the class was frequently visited by the
project facilitator who would help and encourage employees, advise the teacher on other
materials and strategies which mightbeused,and monitor the attendance of the students.
The project facilitator would communicate with the worksite representative and discuss
the progress of the students, or any logistical problems which might be occurring. Many
teachers also had contact with the worksite representatives and problems with scheduling
were often solved by the teacher or by members of the classes.

The counselors visited each worksite regularly, first making a presentation of the
resources available to each student, and then providing each student with a referral card.
Counselors also spoke to all appropriate classes about applying for the GED exam and the
scoring of that exam.

At the end of the first forty hours of class, a decision was made as to whether the classes
at each worksite would continue with a second forty hour class. The decision was made
with the consideration of many factors. Some classes were not continued because the
students had reached the goals they had desired or because they cdid not maintain
adequate attendance to make the class effective. Thereasons are further discussed in the
individual summaries. Most classes were full, enthusiasticand ready to continuelearning.
The students were re-registered, and new students invited to join. These classes
continued to be monitored by the project facilitator and each developed a special
character and identity based upon the needs of the students.

All basic skills classes were again CASAS tested to determine competencies acquired.
Each ESL class was pre and post tested either by a Maryland State approved test or by a
test uniquely designed for the site.

Upon completion of each class, the teachers and the counselor discussed locations of
nearby Adult Basic Education programs or the prospects of the employer continuing the
classes at employer expense. As of this printing both Prince George's County Board of
Education Maintenance Yard and Laurel Race Course have contracted for classes.




At the end of each forty hour session, the students were surveyed. The results of these
surveys helped to improve on-going classes. In addition to this in-class survey, teachers
were asked to call students several weeks after the last class. The teachers used this
opportunity to check on the accomplishments of students and to encourage students to
seek additional educational experience.

The program was also continuously evaluated by an outside evaluator.

PERSONNEL

Thefourteen teachers, the project director, the project counselor and the project facilitator
have worked for many years in the Adult Basic Education Program of Prince George’s
County Public Schools. The program has provided many training sessions for its
personnel. In addition to on-going contact with other personnel in the Adult Education
program (many currently teach together at different ABE locations), the staff had team
meetings with other teachers at the same worksite, with other teachers of classes at the
same level, with the counselor, with the Adult EducationSupervisor, with the ABE
Resource Teacher, and with the ABE Resource Assistant. These meetings offered the
opportunity todiscuss job-specificmaterials, published materials, and teaching strategies.
None of the teachers was isolated at the worksite, as there were frequent visits by the
facilitator, the counselors and frequent opportunities for teacher meetings. These
meetings were held at the worksite or at the Bladensburg Instructional Center. All
personnel were invited to attend the MAACCE conference in Annapolis, Maryland.
Workplace literacy was the focus of the conference.
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® American Pest Management

Site: Cafeteria and openloading area of American Pest Management's, New
Hamsphire Avenue Branch Office, Takoma Park, MD.

Instructors: Betty Sonneveldt
Mary Ellen Butlak

Time: Volunteer
Class 1 & 2 - January 7, 1992 - March 24, 1992
Class 3 - March 26, 1992 - April 28, 1992
Tuesday and Thursday
4:30 - 6:30 PM

Studen Male employees whose primary task is the chemical extermination of insects.

Instructor Summary:

American Pest Management is a small pest control firm in Prince George’s County. It employs

‘ approximately forty people, thirty of whom are pest control technicians. Most technicians
have a monthly route but still need to interpret a work order, read a map, locate a site,
administer pesticides and write a follow-up recommendation. In order to determine the
amount, concentration and spraying time of an pesticide, it is imperative that they can calculate
area and volume and use proportion. Two of the technicians treat homes for termite infestation
and need to be able to interpret floorplans and blueprints.

It became evident that help was needed when most of the technicians did poorly on the math
test for Pest Control Technicians that was administered by American Pest Management.
Concern was further heightened when it was rumored that all technicians would need to be
certified by passing an exam in the near future.

(lasses were held from 4:30 to 6:30 P.M. after work. No work release time was given.
Refreshments were provided by the management. One group met in the “cafeteria” while the
other group met in an open area where the daily work orders were delivered.

The CASAS Placement and Pre-tests were administered and the general scores were low. We

were able to form two groups; one with a skill level at 0-4 grade level and the other with a skill
level of grade 4 and up.

One teacher taught Language Arts while the other teacher taught Math. This was ideal and
helped eliminate the “low group” - “high group” stigma. After fifty minutes the groups
switched rooms and teachers.

National Workplace Literacy Program




The “lower level” group progressed through basic addition, subtraction, multiplication and
division of whole numbers. Emphasis was put on interpreting maps, graphs and charts, and
determining perimeter, area and volume.

The “upper level” group progressed through decimals, fractions, and percents. Emphasis was
also put on interpreting maps, graphs and charts, ratio and proportion and determining
perimeter, area, and volume of polygons.

In Language Arts the "lower level” group concentrated on reading, writing and spelling skills
using work-orders, blue prints, and wall charts with the end goal of producing better written
work reports. Improvement was noted by the employer when work orders were received.

The "upper level” group concentrated on improving reading comprehension and writing skills
using the Preparing For Applicator Certification: Volume 1 as curriculum.

Because of students' staggered entrance times, there was a great need for the students to be
flexible and to work as independently as possible.

Classes ran for fifteen weeks giving each student sixty instructional hours. Classes were ended
at the end of April because employees were into their “busy season.” It was an extremely
successful experience. On the last day a “graduation” party was held with certificates, Pomp
and Circumstance,” refreshments and presents. Many students expressed an interest in
continuing in the fall.

National Workplace Literacy Program




CASAS Objective 6.1 - Compute using whole numbers

Objective: To solve pest control problems using basic math

1. You have been baiting rats with small bait blocks placed inside bait stations. The label
says that each bait block weighs 20 grams. Last week you placed 16 of the bait blocks in
each of 3 new bait stations. This week, the bait stations contained the following:

Station 1: 2 bait blocks
Station 2: 5 bait blocks
Station 3: 16 bait blocks

What was the total weight (in grams) of rodenticide taken by the rats in each of the
stations?

Station 1:
Station 2:
Station 3:

2. Yourvehicleused 15 gallons of gasand traveled 345 miles. Whatis its gasmileagein miles
per gallon?

3. You were using sticky traps to monitor cockroaches. Five (5) sticky traps in a kitchen
captured the following numbers of cockroaches:

Trap 1: 3 Trap 2: 17
Trap 3: 11 Trap 4: 0
Trap 5: 9

What was the average number of cockroaches per sticky trap that you captured in this
kitchen?

4. ThelD, (mg/kg) of Pesticide X is 450, while the LD, of Pesticide Z is 50. How many times
more toxic is Pesticide Z than Pesticide X? (The lower the LD,,number, the more toxic a
chemical is.)

National Workplace Literacy Program




CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas ‘
CASAS Objective 6.6.3 - Measure area and volume of geometric shapes

Obijective: To solve pest control problems that require the use of area.

1.  Atermiticide label tells you to create a horizontal barrier by applying 1 gailon of dilution
per 10 square feet. Which of the following equals 10 square feet?

a) 2feet by 3 feet
b) 2 feet by 5 feet
¢) 5feet by 5 feet
d) 10 feet by 10 feet

2. You are using a pressurized aerosol insecticide to treat for fleas. The label says that 100
square feet of area can be treated in 10 seconds. How many seconds will it take to treat
the wall-to-wall carpeting of an empty room that measures 20 feet by 15 feet?

3. Using the same product, how many seconds to treat a smaller room 12 feet by 15 feet?

4. 10 feet x 15 feet.

Objective: To solve pest control problems that require the use of volume.

1.  Apressurized insect fogger tells you to apply ata rate of 3 seconds per 1,000 cubic feet for
fly control. How many seconds should you apply this product to treat a dining room 40
feet long by 25 feet wide with an 8 foot high ceiling?

2. To control cockroaches, the same fogger calls for a treatment rate of 20 seconds per 1,000

cubic feet. How long should you apply this product if you are treating the same dining
room, but this time for cockroaches?

3. How long should you apply this same fogger for controlling cockroaches in a room that
is 25 feet long by 20 feet wide with an 8 foot ceiling?

National Workplace Literacy Program
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CASAS Objective 1.1.3 - Interpret maps and graphs
CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions
CASAS Objective 2.2.5 - Use maps relating to travel needs
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CASAS Objective 1.1.3 - Interpret maps and graphs

CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions
CASAS Objective 2.2.5 - Use maps relating to travel needs

Problems referring to map index and map on pages 3.4 and 3.5.

1.

2.

Locate the 6000 blocks of Bradley Blvd. What are the coordinates?

Locate Dudley Lane. What are the coordinates?

Would I take Old Georgetown Rd. or River Rd. to get to Beech Ave.?

Does Fernwood Rd. run North and South or East and West?

What are the coordinates for the Medical Center? How would you get there from 495?

What does this symbol g mean?

What are the coordinates for WMAL? How would I get there from River Rd.?

National Workplace Literacy Program
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CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion

Objective: To solve pest control problems using proportion.

1.

An insecticide label tells you to mix 22/3 ounces of concentrate with 1 gallon of water to
geta 0.5% dilution. How many ounces of concentrate should you mix with 1 /2 gallon of
water to get your 0.5% dilution?

Aninsecticide tells you to dilute the concentrate by adding 1/2 fl. oz. to 1 gallon of water

in order to get a .1% spray. If you want to mix up 3 gallons of the .1% spray, how much
concentrate should you add to 3 gallons of water?

a) You are using a pressurized aerosol insecticide to treat for fleas. The label
says that 100 square feet of area can be treated in 10 seconds. How many
seconds will it take to treat the wall-to-wall carpeting of an empty room that
measures 20 feet by 15 feet?

b) Using the same product, how many seconds to treat a smaller room 12 feet by
15 feet?

You have calibrated your termite rig and found it takes 24 seconds to pump 1 gallon of
termiticide through a 4-foot soil rod. How many seconds will it take to apply 1.75 gallons
through the same rod?

National Workplace Literacy Program




CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion
CASAS Objective 6.4.2- Apply a percent in a context not involving money
CASAS Objective 6.4.3- Calculate percents

Objective: To find the percent of a number

1.

28% of your gross pay is withheld for Federal Income Tax. If you make $38,000, how much
money is withheld for Federal Income Tax?

20% of American Pes¥s business is for extermination of termites. If American Pest made
$2,000,000 last year how much money was earned from extermination of termites?

8% of American Pest’s employees are females. American Pest employs 40 people. How
many are female?

National Workplace Literacy Program




CASAS Objective 6.4.3 - Calculate percents .

Objective: To find a percent

1. LastTuesday 10 of your 50 stops on your route were at commercial establishments. What
percent of your route was at commercial establishments?

2. Last Wednesday you spent 2 hours of your eight hour day in transit. What percentage of
your day was spent in transit?

3. Of the original sixteen employees that elected to take our class only two did not return.
What percentage did not return?

4. You have been baiting rats with small bait blocks placed inside bait stations. The label
says that each bait block weighs 20 grams. Last week you placed 16 of the bait blocks in
each of 3 new stations. This week, the bait stations contained the following;:

Station 1: 2 bait blocks
Station 2: 5 bait blocks
Station 3: 16 bait blocks

What was the total weight (in grams) of rodenticide taken by rats in each of the stations?

Station 1:
Station 2:
Station 3:

What percentage of all the rodeaticide that you applied was taken by the rats?

1
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CASAS Objective 6.7.4 - Interpret data given in a circle graph

Objective: To illustrate information in graph form

We collectively constructed a pie graph illustrating how a typical weekday is spent.

meals 1 hour
commuting 1 hour
hygiene 1 hour

chores and entertainment 7 hours

work B hours

sleep 6 hours

National Workplace Literacy Program




CASAS Objective 6.7.1 - Interpret data given in a line graph

Objective: To illustrate information in graph form

We collectively constructed a line graph illustrating the number of stops on individual

routes using a different color line per individual.

red - Steve Gill

50 Blue - Steve Goldberg

Black - Tony Harris
45

40
35
# of stops 30
25
20
15

10

Mon. Tues. Wed. Thurs. Fri.

workdays
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CASAS Objective 6.4 - Compute with percents, ratz, rato, cr porportion
CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

Postt

Amount of DURSBAN 50W por

1000 oq. .

Azre

Specific Directions

White grubs (Such es. Bisck turfgress
stasnius, Europesn chaier, Southern
masked chafer and Jepanese beetle
larvae)(1)

14210 30z2.

an.wodid

1 For white grubs. spray when grubs ars
young and sctively feeding nesr the
soit surface. usually during late July
and August or 88 recommended by
your locel Agriculture! Extension
Service specislist Immadistely sfter
8~ ying, frrigate the trested sres
whh 172 to 1 inch of water to wash the
insscticide into the undarlying sel.

Bluegress biltbugs(1)

détodoz.

21bto8id.

1. For dluegress dlltbugs sprey esrty in
the sesson when aduyits first appesr
Retrest a3 needed

Chigoers (Turkey Pens)(1)

Joz.

8ib.

1. For contro! of chiggers infesting
outdoor turkey pens spply DURSBAN
SOW ss 8 spray to the soit using
100-150 gettons of weter per scre

To prevent turkeys from becoming

infested with chiggers, spray the soil in

pens just before turkeys are trensferred
to them For turkeys siresdy injested with
chiggers, spray ths goil in pens
thoroughly Aliow &t lesst three weeks for
ctigger lesions on the turkeys to hest
belore turkeys ara sisughtered For
oplimum results, spray 8 10-15 f1
protective srea sround the periphery of
the trested pens

Trestment is limited to 2 applicetions to

the soil in turkey pens g1 inlervals of not

less than 4 weeks Do not trest soil in
turkey pens lster than ? deys before
turkeys sre to be sisughtered. Avoid
getting the spray on feed or in waterers

Open feed should be covered during

spraying opewstions, and water troughs

should be fiushed out immedistely after
the spraying operstions De not sprey

DURSBAN S0W directly on ths turkeys.

imported tire ents in
commarcie! sod(t)

Goz.

15 Ibs

1 Imported fire ents: Apply DURSBAN
SOW as 8 spray 10 the sres of sod 1o be
cut immedietely after applying the
spray sosk in with st lesst 1/2 scre-
inch of water or @ suflicient volume to
thoroughly sosk balow the cut line Do
no! apply 8 volume or rate of water i
couse runotf Sod can be cut when
vegelation has dried and when soit is
moist but not wet

Preceution: Personnel handling l:ested

80d should wear elbow-length neoprens

gloves and neoprene spron Prolective

clothing snd boots shouid be worr 1o

prevent repested skin exposute to

treated sod

Certificetion Perlod- 42 deys from dey of

spphcetion

tNumbers In parentheses rafar 1o Specitic Directions
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CASAS Objective 6.4 - Compute with percents, rate, ratio, or porportion
CASAS Obijective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

Obijective: Using directions on page 3.12, answer the following questions.

1.

To control chiggers in turkey pens use 3 ounces of DURSBAN per 1000sq. feet. How much
DURSBAN would you use for 5,280 sq. feet?

16 Ibs. of DURSBAN per acre s the correct ratio to control imported fire ants. How much
DURSBAN would you need for 243 acres?

3 0z. of DURSBAN per 1000 sq. feet is the ratio of pesticide to area. How much DURSBAN
would you need to treat 2,498 sq. feet?

Youuse11/20z. DURSBAN per 1000sq. feet to treat white grubs. How much DURSBAN
will you use for 450,000 sq. feet?

When should you spray for white grubs?
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,

and written directions.
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

Objective: Using the diagram on page 3.14, answer the following questions.

1.

2.

10.

What kind of place is shown in this diagram?

What made you decide on your answer to question 1?
Where is the legend on this diagram?

What do the symbols tell you?

How many places were roaches located at this site? Where?
How many rat holes were found at this site? Where?
Where is trash put inside this establishment?

Where is the back door located?

What wall needs to be fixed?

Where is the freezer?
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

Objective: Using the diagram on page 3.16, answer the foliowing questions.

1.

2.

10.

11.

12.

13.

What kind of location is iilustrated in the floor plan?

What size apartment is it?

On what floor is the apartment? How do you know that?

What would the patio be called if this was a second floor apartment?
What is the symbol for termite conditions? Find the legend on this paper.
Where did the first inspection locate termites?

What kind of floor does this apartment have?

What kind of floor covering does this apartment have?

What do the dots stand for on the diagram?

How far apart does the applicator drill the holes?

Why does he put them around the entire apartment?

What other information do you get on this form?

How does this information help you do your job?
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,

and written directions

CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions
CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion

Objective: Using the information on page 3.18, answer the following questions.

1.

You need .25 pints per acre of this chemical. How many pints would you need for 250
acres? 255 acres? 460 acres? 485 acres?

You need .2 ounces per gallon of spray. How many ounces for 25 gallons? 40 gallons? 75
gallons? 90 gallons?

What is this pesticide for? In what form is it on this iabel?

Where would you call for information about this chemical?

How many times must you rinse a container before you dispose of it?

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion

P CUNivg ErEFE A D G Gy GEICECEER S WY W OUR W e
--‘.‘M-"nm.\“"-"- [, X K. KX _J
Y S WPUT CEENET WA B W a1 Lt GRS Y N SRSy Sy W
ey Gy BRI P GRS U I VIR Sm WA ) S ST B e e S
i G SUIren F S WU et 2 0 3% WY SV Mo 4 SN @ 4 B T GIYS B STy A
g W0 o keI

e (Peu Mture! 8 S WP I GUR WY @ B PURC © EEOL ST WG R
S ST Bt © SN SN SR M § SMR P Y WYY % B ¢ d © PN b
DU i Gy G- WP P B S I e L iyt
W ¢ D U WY BV SHMNL ¢ S e o Be O et G et e & GoRY Spnmas
B R rens g OO A e WrEY B ST Wit NI 5 et muttm  Thrasper st
O 5w St ALY VD I S S D S Puy SR SrArwEC b SR & S guRc O
S Shee OIS @ SIS B GINEC U R est STy M S Ao Jup BW @ er e
1res 1 GAEY Jrpvey

0 Gmtrs @ Grwn W Pormaen 1t 40 3% ST 08 0 IS TS sy MR S Sy &
GRS LRI gl BU et © G SW O St SU Shwevs ene Rule SIS OV
- e
P Sumbw 6 uws tug St Suriegvy G § 0 3N TUY 20 8 TN RIS B Atu PU SR 80 B
T U AIRY G MY CPIKES B SO Sang S Seed Manstuiris wwebew grS Gu YoReR
S WCEMYE U § N SN N vy Sy m Ut @01 ts e DA SEShAy B 451 SRl 38
I S N S0 G A Wi S e §O G TREAT PETS WATM ToNS PROOUC
PESTS QUT-OFD00RS
Sy Sivwnios Use SUTRAS N CICICH W WS § SrW JER ¢ SANR Grtes & hasep oY
O Bete SU WIS SR 1 e S & ST G GNP U v SRR SrTe (A R Sty
UG o L sn8 SPRECERY S B ST TR ST S
N o Suturty Lortuss & Siiings (os OVRSAAN 2 o B 0 0 1% Gt G Gu S GEN & WY
0 3% PUPPITe GRAr © BT SR Guw YN EEVTECY) TUMR Srwp e G clem
SV STt WYY SW SCAL IV MIPACIR 45 & TEEDwA MNTr © SIS ) Y IS B GeTREE e
S TIn (U BRI § v G Sene O ait P @ 4B T 7Y B aWIC St (e
B GV EN STETT X | S ¢ ERate vrvy ey rEmet 8 st ©
e SR
GTU 12 Ay o SRS O U By S I Greg1 MGG SN SRR (R
TR 2 000 & 4 4 B 10 der SR ST U M D i S B Suter) Nadrte B § W @ )
VIR Ty G 3 AT W et b Serice U | gee @ DURSEAR 2 e 100 qenen & s S
N 30 2 SH/I0 Sirey ¢ B0 TR U SAA 1 gatere 4TIy e o¥ 1OID B0 % 1 BTy S wiley
- e s e
PR of LI Su0 SBw Sruimus td Aseratinag 1ot Grem Avvse e TAURSEAR 2 » Erere ool Wt
® Sy Mieuey wan - e SuapR o - - G
e By DUASEAY 2T * Swpt G B S G U Sellp GUETRY ¥ ST SEMERC WY S
DY 30 3 Grie v SFEERY WOTTY ST MSEDR EMATE gt TR o sy S
CWII © et Re SR S T b7t GER 0 WIS F IR Nt T M Manss B SunE ¥ fomp
@ s~
A of Gosmmetan Vet SUREIAR 2 YEECIENE B SO fouwy Sveid TR Duis Su MRy Fe
% Sepprure FY © IS AN o BEE Wit ¢ S Ginsvy W Ohay DUSGHM ¥ I el STy
© SVt POV R0 WD S ST S0 DD Ml & ST 47 SORIIRR @ § BN 1B Provele
EEpe o7 P UM F M N GBS § WP Y X SO GERS SN RV WY ST Y
ey S50 S50 Wyme Y. ARID B ST SIres MG B Puiy SATISPAAY B RO B T e
N 1 SN T agua 008 Feims: ¥ 7 B 10 6wy Guwrv ¢ epmpet WOTS - (U AP vas o Sieme
SIS GG R SANL @ SRS ) i ¢ fum susry B Bie STy
apvens Sony Soptr OUASEAN 2 B RE YA I WE TS @ aepeer YT S BB Al tp B
W gn (Smet vav BN LrOAYE (Pr T Lt ¢ LISSuns for smcmbe W e S w un

Wy S e N T e e @ DVALAAR 2 = 100 gteng & SEIP S0 SR veleremy SR Pam
) G Se-SrERy T

At Yo Som Sy BB 2 B NRERy Pan 06 Grun ¢ Su Qg fepEn ¢ S I ¢ PO TR
Y NPT ST TS GUY G PR N 1 ) SIS Sv-ERrt BT NS W S W P
Gt grects v B INNE Gvs  Lareet st SR Agraviwy Lserve uten o (e Seees
s 5 pregat e ® Ye vaw R

GOTL Snpiem aptvig B AN O\ PR KON I DY § W1 U U SN AT W O SR W
vy Berit 8 W SR S —y v v vy .
Anatue (Lpow L b S G0 OF PoswE WS S VY TS B S
W O B S QI WA o P R §

s B At Sunily Npewragn @ Oviraviirey; 1o Ve Su Sivh WSRS e SArUTarT) O eEEtacel
T SU © FAGves S Sivuiy ¢ Al I FUS WU RASAM 2 cumunie i 0 © 3% SN &
EEPTn * SuI U S5 S S U & tws W Su U MIPIPYT I ) NS SNy B AUt Core ehndd
000 B Y S0 ATY TYPL B B e & T N By AGPAIIAT GB 56 GRS W SN 3 SRS SR
Gt S @ 8 PV (PSS WOV SO (irey Srapt © S0 00 W0 A f Srumch aad ey
Fentreg o~ tegr W {30 raws 10 A Ru Werg SU e Siheg S VIS WeR S B 09 Segh
€ Wit 2y 8 0 3% ST wEN ST B 00 P T AT Pl Is S & S4 VY B @Y
Lomad T B Ll o L DT T

dvw e o Tute et Cugry v DUREMAA N SUmEn © GPOV SR 0 GUgYYY SiNiteg S0
B R Gt 80 FPESN WS U TN (N B GESUG WA RIS GNP SR SRS D
SRS et I HY SFUI SUW NG § REMIE ¢ SAEEN Gulic M Gratae  ASEy BNGAAR 2 &
W O P TN S P G MY i B 1 G B 2 TUD e R ) ey 0 Sliriuic Mirdvw  SuR GRS
I SR Y S Sl Ao © SIS ST ST | Y WS PUY W
U U PR D BY RS G S ST WSS U W R SRR sy & B
00 gatimg o surs

Alnat | 4ree Conpet o THID a0 Cupyure) 0 0t Show Pubic wi & VRN SFUB GurUy PSS & g
I A e

gt Roe At TR § ST SENIRECE) 5 Wi S SIS turery U Use SURGAAR 2T

. 10 WD SR D W\ SEB SRECRSE % UM & T SV By G S g T 058 8 G = 8

W eragreng (FFRSIAN Tt Gtms o e TR # $ 8 07 35 1IG g @ wam Db B FBtUNS SR D
T GNEIC G SE s Mt W T SRR AN S SRR VA S MASEY
e Rarmpey v 30 Wt Sar AU GV GRER SU 3V GV TS GBS

. Trossami of Fre hat Bawon sy LRSHAT 2 15 3 W Givent B So s 8 11 o2 (30 0w T e

W Gty NTTEY £ W P | e PSS VR v TR BN ¥ GICh T Wiy § T
@ Tyt S8 SPUA MY LTt ST B A 6N GIEIY (12 N | T B Mt GO & eI
45D @ P @ ey ¢ BN SR v T G SEer B ey SRp

POLASES snd IRECTIONS tor UL an TURF

DTS Ry BN 0 ST PN s ST PO UG SRS

Guasuiums Agpoy CURLEAK 71 cusachumts ' SuEte SR SEh-GV0 SIRI SUEPOVG B U SISRwe sud
W G PO ey W Se OURSIAN 1 oS e G ¥ o0 Wcr 0 GrERR o 00 TG @
g SRTIE WY SEG e Py PR G I & S PUINC ASITY T SO FT SAg Satui MRORCINTN
CUrETeT S 30 NS SN (IR PUAC SV V) L BRI S ST MDY SR

MRS (Bt Comve! NS EAUE (ST S it e DU e v Ten far
0 Cov QIR e S ) vy Weg SFUNNC 19 U Erer

STORAGE AND MiSPOSAL

08 68 SPUSss SPv W @ W Ty VU ¢ S O Guageny @ Irevane
Ammie Bugmes M MY AV @ SR W B (U W veil ExreeY © WY

T
‘.al:
e e 8 Spmnane
s L | T o o Tk od
Sy gt S Gt st an——
r Sy Pha St s S V] W D Sy o
~ —
tipg
———.
e
b
-
ety
byt
--. M- e SU & -t oGP
L e atanaad - B G T & e WS Gl
—-_— o e -
=1 Tai  |To omma g sre oo puin oo mar
R e-apnar LY 3 S Ereety STEPTY AV WS G SerRRs s
—— - frasipoengrmga podanp ydpanestid
Ambas— = e Gk Mt (et S
— s > o S S, S
et ey WY RGP M SRS PR Gk W ) ¢ S
W grans " Qvwe s o Gu GEmer St Ghue S
S [ LEY P e )
x“l--.'l"I.--.t «a'guw Se s cloERE >
COWDTIONS one RATES te USE tor MOSOUNTO CONTROL
——— I J aary
[
- by | omnadiad O | G @
-t tameay Rt entvmt [ Swhbasn 5
=
==y
T = g w10 M wian -
frododunyyeny
—
s oo qome 10w [ X1 LY
Sty Capmrman
QAP by St . oan -
A S
—— . ———— R
g Co 3 | om. -
R e A (e WM SApEtNY S () WG SRR e

T e & Gt T
= Sver w taoas
v Sorwvmen | dpmene . Wpmtee | W0 guten

aomar Ty e o e =3
agpraramy
e o

Conararase
S emburure

TS BU GBI O MCIrSoy B MSRLAN SR S et & NS IR 1

Commtny Susssr 1799 s 10 Swmsv"  Thn AP 5 NCVEIY © Gastte & A § MRy WM & gy
e 0 et W P WS FecERY T

WITET Jefe oo ' i 50 FRox’ SPUFIL B & Sl U Sy § e i B P

TUIC * P8 AP A WIS P SCTEID S GNOW ! BT AT Sdtunt ¥ vt S SR e

TR A oy S TRy ¢ WL SCRANTARILITY @ $118( 35 FOR & PARLICULAR PUMTSE erem o

SpuE Sura1 % PR P ¥ R 0L PR N D BED APrEaY ¢ Wiy YT CPTE, ¢ S

IR IS TG W SON S vy Suas B T3 O By Ch wie
AR R R

it

e
Coromarma e =1}
J

—— ey te | Temwmir
Loas w—e

Sugumass:

-—

o ¢ e e 88w . Wrre [emmmerre

e L
3 4 s o coyrasn por WD
10 e @ ) S o ey g

o

=
Hj
£«

National Workplace Literacy Program




CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions
CASAS Objective 6.4- Compute with percents, rate, ratio, or proportion

Objective: Using the information on page 3.20, answer the following questions.

1.

4.

Youneed 1.5 fluid ounces of Dursban 2E per acre to control adult mosquitoes. How many
ounces of Dursban 2E do you need for 2500 acres?

For control of ants you need 1 1/2 fl. oz. of Dursban 2E per 1000 square feet. How much
Dursban 2E do you need for 5,240 sq. feet? 2500 sq. feet? 50,000 sq. feet?

How much Dursban 2E per acre do youneed for medium to heavy vegetation cover (fluid
ounces)? How much Dursban 2E would you need for 25 acres? 400 acres? 575 acres?

How do you treat the dogwood borer with this chemical?

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

EXHIBIT SHEET

——Organic Phosphates

e average 2 to 3 weeks residual 1life
e moderately quick acting
e deactivated quickly by heat and moisture

Examples:
1. Diazinon 6. Entex
2. Dursban 7. Dipterex--water soluble,
3. Halathion nc odor, useful as bait
4. Korlan (Ronnel) 8. DDVP--no residual,

good vapor action
5. Dibrom
———Carbamates

e similar to Organic Phosphates

Examples:
1. Baygon 2. Sevin

——— Chlorinated Hydrocarbons

e slow acting
e long lastirg

Examples:
1. DDT ..
Chlordane

Dieldrin\u 4 in b . 1
se subterranean termite contro
Aldrin—"/

Heptachlor

[ JAV_ I - N VR R}

Kepone--useful only as bait

——Pyrethrins & Synthetic Pyrethroids {man-mada)

e little or no residual 1life
® good flushing action
® good knockdown action

Examples:

1. Pyrethrins - made from daisy-type flowers.
- & aynergist piperonyl butoxide
is often added to increase efficiency.
2. Synthetic Pyrethrofds
A. Allethrin
B. SBP 1382

Inorganics

e long lasting compounds
® slow acting
e useful as bsits or dusta

Examples:
1. Sodium flouride 3. Silica gels - (Dri-Die)
2. Boric Acid 4. Phosphorous paste

National Workplace Literacy Program
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Aruitoxt provided by Eic:

and written directions

CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,

Post Test

COMMON INSECTICIDES

Using the following list, identify to what group each
of the following insecticides belong.

CLASS:

Organic Phosphates
Carbamates

Chlorinated Hydrocarbons

Pyrethrins and synthetic
pyrethrolds

Inorganics

1. Diazinon

2. Sevin

3. DDT

4. Allethrin
SBP 1382

6. Sodium Fluoride

7. Chlordane

8. Pyrethrins

9. Borlc Acid

10, Dieldrin

11. Heptachlor

12. Phosphorous Paste

13. Entex

ROW TURN THE PAGE.
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‘ CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

| ' Post Test

{continued)

14. Malathion

15. Dibrom

16. Kepone

17. Baygon

18. Silica gel “

19. Aldrin

20. DDVP

21. Dursban

22, Dipterex

23, Which of the following can be used as a bait?
. ‘ A. Chlordane .
B. .Phosphorus'Paste
C. Diazinon
D. Pyrethrins
24, Which of these 1s used in subterranean
termite control?
A. Chlordane
B. Dieldrin
C. Heptachlor

D. All of the above

NOW TURN THE PAGE.
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, ‘
and written directions.
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion.

# LO. nsscticige/Continued ‘ s
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion.

Objective: Using the information on page 3.25, answer the following questions.

1.

2.

If you need 1/2 fl. oz. for 1 gallon, how much Dursban do you need for 48 gallons?

If 3/4 fl oz. is needed for 10 gallons (Band Treatment), how much Dursban is needed for
46 gallons?

If11/3fl. oz.is needed for 1 gallon on outside surfaces, how many ounces are needed for
75 gallons?

131/2fl. oz. of Dursban is needed for 10 gallons of water on outside surfaces. How much
Dursban is needed for 126 gallons?

What is the minimum protective clothing recommended when using this chemical?
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Aruitoxt provided by Eic:

CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,

and written directions.
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

Objective: Using the information on page 3.27, answer the following questions.
1. What are the uses of this chemical?

2. What does the word inert mean?

3. Arethere any environmental hazards with this product? What are they?
4. How would you use this chemical on termites?

5. 'Who can buy, use, and store this product?
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BROWN STATION ROAD

Prince George's County Public Schools

_Facilities Department of Brown Station Road, Upper Marlboro, MD.

Betty Sonneveldt

- Work Release

Class 1& 2- March 29, 1991 - July 10, 1991
Monday and Wednesday
Class 1 -7:30 - 9:30 AM, Class 2 - 2:00 - 4:00 PM

Class 3& 4- March 30, 1991 - July 8, 1991
Tuesday and Thursday
Class 3 - 7:30 - 9:30 AM, Class 4 - 2:00 - 4:00 PM

Class 5& 6- July 10, 1991 - September 4, 1991
Monday and Wednesday
Class 5 - 7:30 - 9:30 AM, Class 6 - 2:00 - 4:00 PM

Class 7& 8- July 11, 1991 - September 17, 1991
Tuesday and Thursday
Class 7 - 7:30 - 9:30 AM, Class 8 - 2:00 - 4:00 PM

Class 9 - October 7, 1991 - December 18, 1991
Monday and Wednesday
7:30 - 9:30 AM

Class 10 - October 8, 1991 - December 13, 1991
Tuesday and Thursday
7:3C0-9:30 AM

1ass 11 - October 8, 1991 - December 19, 1991
Tuesday and Thursday
2:30 - 4:30 PM

Class 12 - January 27, 1992 - March 8, 1992
Monday and Wednesday
7:30 - 9:30 AM
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Class 13 - January 28, 1992 - March 14, 1992
Tuesday and Thurday ‘
7:30 - 9:30 AM

Class 14 - March 16, 1992 - June 23, 1992
Tuesday andThursday
7:30 - 9:30 AM

Student: Maie employees who maintain the buildings and grounds of Prince George's
- County School System.

Instructor Summary:

Workplace education classes at the Facilities Maintenance Base on Brown Station Road enjoy
continued interest and participation by the employees in the classes offered there. The
program began with four classes, one basic reading class, two middle level classes with
instruction in both math and language skills, and one upper level class with instruction in both
math and language skills. Some participants only took one hour of class per meeting, but the
majority of the students attended classes four hours per week. Classes met from 7:30 AM. -
9:30 A.M. and from 2:30 P.M. - 4:30 P.M. Monday through Thursday. From the beginning of
classes, it was obvious that the majority of the students preferred morning classes and the
upper level and lower level students demonstrated the most commitment to the program. At
the end of the first ten weeks of classes the afternoon classes were combined into one class and
a new afternoon class was started for employees from the maintenance garage. This second
ten weeks went very well because the few students not really committed to the program had
declined to attend the second ten weeks. The lower level class was remarkable in attendance
and educational advances, and the upper level math class alsc mastered a lot of material. At
the end of twenty weeks of class, there was a recognition program. Fifty two people were

recognized as participants in the program and one employee, Buddy Frost, earned his GED
diploma.

This site was awarded more classes after the first twenty weeks . The reading and basic skills
class continued, as did the advanced math and writing skills class. One afternoon class
continued and the students from the garage were fed into other classes. Again, participation
was steady and interest high in classes. The advanced math class did an overview of algebra
and geometry and the Basic Skills class progressed tremendously in reading skills and
comprehension. At the end of this ten week session, there was a Christmas break, and again
Brown Station Road was granted more classes.

For the fourth ten week session, the reading and basic skills class continued with the addition
of four new students. This class was always individualized, but the ability range widened with
the addition of the new people. They were from the Grounds Shop, so they were with co-
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workers, but their skills were both above and below the general level of the existing class. It
worked out well because the group was cohesive.

The other class was made up of two one-hour classes. The advanced math students continued
in math and a new class was formed by twelve people from the Sheet Metal Shop for math and
geometrical drawing. This class also contained one student from a discontinued class. This
class was challenging to teach and a really rewarding classroom experience. Peer tutoring was
established in the basicskills class and thenew math class wanted as much as the teacher could
doand more. The advanced math class met personal goals and they did not see an end to their

pursuit of this subject. They continued to work in materials supplied by the teacher even
though the class had ended.

The final ten week class at Brown Station Road was a continuation of the math class for the
Sheet Metal Shop. They had a two hour session this time, and they completed the geometry
needed for their jobs. The mechanical drawing exercises using rulers, compasses, and
protractors were taken from sheet metal construction manuals on loan from the shop and a
mechanical drawing book from the shop. This class was challenging and exciting for the
teacher because students continued to want as much material as could be delivered in the
allotted time. Another student recognition ceremony was held after fifty weeks of classes.

Forty students were awarded certificates for completing ten, twenty, thirty, or forty weeks of
classes.

This workplace site is an excellent place to hold classes because of continued interest by the
students, support personnel, and supervisory people. Every accommodation was made for-
this program including work release time, classroom space and time, copying privileges,
needed materials, communication and promotion of the program, and refreshments and
decorations for the awards programs. Many of the shop supervisors continued to encourage
and support participation in learning programs. Most employees at this site were eager and
interested learners and proved to be committed participants. Thereis a genuine group feeling
at Brown Station Road. Many of the workers have known each other for many years. This
respect and caring for one another gives adult students a good support system which allows
for achievement in education, and makes meeting personal goals much easier for them.
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WE MAKE IT HAPPEN

Facliities Services, a part of the Division of
Supporting Services, is comprised of 821
. custodial personnei. These custodians are
responsible for maintaining all buildings and
grounds in the Prince George's County
Public Schoo! System in a clean, attractive
and sate condition.

fn addition to general and hsavy duty
cleaning, this department is also fesponsible
for the cperation of heating, ventilation and
air-conditioning equipment, pest extermina-
tion and termite control, snow removal,
assistance to facility user groups and the
sanding, painling and finishing of gym floors
and stages.

To heip illustrate the magnitude of these
responsibilities, consider the foliowing facts
and figures:

178 school buildings
180 temporery Ciassrooms
8 ofice buildings :
16,000.000 sQquare tee: of fioors 10 sweep end
clean
$0,000 wvenetian dlinds to clean
400.000 window panes (o wash
110 miles of sidewalks 10 reMOve anow
and debris from
€1 gym floors 1o sand and refinish
2.500 galions of peint and sealer used
retinish gyms
12 mies of masking tape used 10 re-line
gyms
33.000 plumbing ftixtures to ciean and ganitze
400,000 piecas of fumiture to Clean
110,000 kght txiures 1o ciean
48.000 fwuorescent lamps to repiace
15400 g@elions of tioor wax used
8,100 ftacility use requests to process end
eontrol
€.900 gelions of concentrated cisoner used
203200 pounds of floor sweeping compound
used
38,346,000 papser towels to repiece
$16.000 p'astc trash bags used end disposed
21,648 cans of scouring powder used
526 galions of carpet shampoo used
$6.336 rolls of toilel papser to replece
132,480 packs of shee! tile! paper 1o repiace

Faciliies Services continuously strives to
&ttain and mamntain high standards of
excellence to provide the youth and adults
of Prince George's County with a clean and
safe place in which to pursue thair educa-
tional goals.

P50 oo,
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PR A i 7o Provided by Eric [T

178
7

142
16.000.000
232
50.000
400.000
100.000
4)

110

353
2.500
5.500

20
38.000
61}
30.000
15.000
13.000
33.000
110.000
550
13.000

6.000
55
2,500
2,000
400.000
1.000

(Believe It Or Not)

The Department of Favilities is made up of two
sections; the Facilities $enices. which provides
casiodial services, and the Facilities Operations.
which provides maintenance and repair.

The goal of the department s o mainisin a safe,
pleasant learning enviranment that will add 10 stafl
and pupil morale as well as create respect and
admiration for school preverty.

The attached list will help illuctrate the major
responsibilities of this depariment

FASCINATING FACTS

S huol buildings
Offie buildings

Temporan classrooms
square feet of buildings
acres of roofing
Venetian blinde<
Window punes

Pupl lockers

nules of fencing
miles of sidewalks
acres of blackiop
acre« of lawns
preces of playgroond
fq\llpn\(’nl

Fuothall stadiums
Stadun. sea

Gy mnasiums
Gymnasiume seats
Gyvm lockers

Doors

Plumbing fiatires
Lighting fitures
Baiere

Heating units. radiators,

air haodlers
Thermostats
Lunguage lahs
Telericion seis
Sewing machines

preses of furmiture

Kefige ratom unite

$.000

]

363

49,208

5.250

48.000

15.450

2.

4%
22

198

574
S$30
180

12

500

900

Piecer of bitchen equip-
ment (Moves, ovens,
dulimashing muchines,
disposals. mirers. ete.)
Employvees

Completed Maintenance
Work Requests — July,
1985 10 July. 1986
R«-anuh fur school
facilities une by community
and other user groups,
yearly

Flusrescent lamps used.
vearly

gallons of floor war. yearh
ton~ of fertihizer. yesrhy
ton~ of marking lime for
athleuc fields. yearly

tone of refuse picked up.
weekls

Floor buffing machines
Vacuum cleaners

Lawn mowen

miles of masking tape ured

to refinish gym floors,
early summer

gallons of paint and
refinishing materist for
gvm floor-. vearh

Window air conditioning
units
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CASAS Objective 6.1.0 - Identify the correct picture or appropriate response .
from oral cues.
CASAS Objective 6.1.5 - Perform multiple operations using whole numbers

Math problems for review of addition, subtraction, multiplication, and division. Facts for these
problems come from your "We Make It Happen" and "Fascinating Facts" sheets.

1. There are 16,000,000 square feet of floors to sweep and clean each year. How many square
feet of floors will be swept in five years?

2. There are 61 gym floors in the system. If 2500 gallons of paint and sealer are used to
refinish these floors, approximately how many gallons of paint and sealer are used per
gym?

3.  There are 48,000 fluorescent lamps to replace each year. If each lamp gets replaced twice

a year, how many replacement parts are used?

If 15,000 gallons of floor wax are used in one year, how much is used in six months?

5. One hundred ninety-eight tons of refuse are picked up weekly. How many tons are
picked up monthly?

6. There are 900 window air conditioning units in the schools. If 365 of them need repair,
how many do not need repair? If 15 people work on air conditioners in the HVAC shop,
how many units must each person repair each year?

7. There are 2,500 T.V. sets in the schools. If the schools share the T.V. sets equally, about
how many does each school have? .

8. Twelve miles of masking tape are used to refinish gym floors each year. How many feet
is this? How many yards?

9.  There are 10,000 pupil lockers in the schools. If 465 of them must be repaired each year,
how many do not need repair?

10. What is the total of paper towels, plastic trash bags, and packs of sheet toilet paper used?

11. Twenty-two tons of marking lime for athletic fields are used yearly. How many pounds
is this?

12. There are 38,000 stadium seats in 20 football stadiums. If each stadium has the same
number of seats, how many seats does each stadium have?

13. There are 2,500 acres of lawn to be mowed. If the grounds shop mows it all seven times
a year, how many acres do they mow?

o
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CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric
System of Measurement

CASAS Obijective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles.

CASAS Objective 6.6.3 - Measure area and volume of geometric shapes

CASAS Obijective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

Math problems for review of measurement. Use your "Fascinating Facts" and "We Make it
Happen" sheets to get the information you need to answer the questions.

1.

10.

How many miles of fencing are there in the County School System? How many feet? How
many yards?

How many gallons of paint are used yearly for gym floors? How many quarts?

How many tons of refuse are picked up weekly? Yearly? Daily? How many pounds of
refuse are picked up weekly? Yearly? Daily?

How many fluorescent lamps are used yearly? How many dozen is this?
How many tons of fertilizer are used yearly? How many pounds is this?

How many miles of masking tape are used yearly to refinish gym floors? How many
yards is this? How many feet?

How many gallons of floor wax are used yearly? If the wax comes in 5 gallon containers,
how many containers are used each year?

How many gallons of concentrated cleaner are used each year? How many quarts is this?
If it is in 8 quart containers, how many containers are there?

How many pounds of floor sweeping compound are used yearly? How many tonsis this?

How many plastic trash bags are used yearly? If they are purchased in boxes of 4 dozen
each, how many boxes does the school system buy yearly?
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CASAS Obijective 6.4 - Compute with percents, rate,ratio, or proportion.

Math problems for the review of ratio and proportion. Use your facts sheets to get the
information you need.

1.

2.

10.

What is the ratio of school buildings to office buildings?
What is the ratio of school buildings to gymnasiums?

What is the ratio of doors to school buildings? What is the ratio of doors to school
buildings, office buildings and temporary classrooms?

What is the ratio of T.V. sets to school buildings?

What is the ratio of requests for school facilities use by community groups to school
buildings?

If 2 gallons of floor wax is used on 4 rooms, how many are used on 64 rooms? Setup a
proportion to solve this problem.

If 203,290 pounds of floor cleaner is used in 185 buildings, how much is used in one
building?

One gallon of paint covers 200 square feet. How many gallons do you need for 4000
square feet?

If 49,208 maintenance work requests were completed in one year (52 weeks ), how many
were completed in 1 week?

If 22 tons of lime are used for fields in one year, how much lime is used in 3 1/2 years?
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. CASAS objective 6.4 - Compute with percents, rate ratio, or proportion.
CASAS Objective 6.4.3 - Calculate percents.
CASAS Objective 6.4.2 - Apply a percent in a context not involving money.

Math problems for review of percents. Use your facts sheets to get the information you need.

1. There are 100,000 pupil lockers in the schools. If 43% are replaced- each year, how many
are replaced?

2. There are 5,500 pieces of playground equipment. 23% of them are swings. How many
are swings?

3. Of the 5,500 pieces of playground, 1,500 are repaired each year. What percent is repaired
each year?

4. There are 178 school buildings, 180 temporary classrooms, and 8 office buildings in the
school system. What percent of the buildings are office buildings?

5. There are 178 school buildings and 61 gymnasiums. What percent of the buildings have
gyms?

‘ 6. There are 1,363 employees in the Department of Facilities. If 18% retire at the end of the
year, how many people will retire?

7. Thereare180lawnmowers used by the grounds shop to maintain the grounds. 57 of them
go into the shop this year. What percent of the lawnmowers do not go into the shop?

8.  There are 574 floor buffing machines in use in the school system. 46% of them needed
replacement belts last year. How many belts were installed on floor buffing machines?

9. If 23% of the 33,000 plumbing fixtures are repaired annually, how many fixtures are
repaired?

10. There are 1,000 refrigeration units in the school system buildings. If Charlie in the motor
shop works on 178 this year, what percent of the units will he work on this year?
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CASAS Objective 1.1.3 - Interpret maps and graphs .

CASAS Objective 1.2.4 - Compute unit pricing

CASAS Objective 1.7.3 - Interpret operating instructions, directions, or labels for
consumer products

CASAS Objective 1.7.5 - Interpret directions to obtain repairs

CASAS Objective 6.1.1 - Add whole numbers

CASAS Objective 6.1.2 - Subtract whole numbers

CASAS Objective 6.1.4 - Divide whole numbers

CASAS Objective 6.2.1 - Add decimal fractions

CASAS Objective 6.2.2 - Subtract decimal fractions

CASAS Objective 6.2.3 - Multiply decimal fractions

CASAS Objective 6.2.4 - Divide decimal fractions

CASAS Objective 6.2.5 - Perform multiple operations using decimal fractions

CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or
percents

CASAS Objective 6.6.4 - Use measurements instruments

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

CASAS Objective 6.9.2 - Estimate answers

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

We are going to ¢ o some work in our classroom. To do this we need to take some measurement
and make some decisions.

1. Weare going to paint the walls. We need to know the total area of the walls we will paint.
Use your tapes to measure the height and length of the walls. If you do not have your
tape with you, how can we determine these distances?

2. Patrick, in the paint shop, will give us the paint. How many gallons will we need if each
gallon covers 200 square feet? (Remember that we will need to put on two coats) How
much would we have to pay for the paint at $12.00 a gallon if we had to buy it?

3. How long do you think it will take one person to do the painting? How long will it take
if three people paint at the same time?

4. Whatdowehave to do before we can paint the walls? How long do you estimate that the
preparation will take?

5. Wealsoneed to put all new molding around the bottom of the walls. The Carpentry Shop
will install the molding. How many feet of molding do they need?

6. The molding comes in eight foot strips. How many of these pieces will they need?
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10.

11.

12.

13.

14.

15.

I want new floor tile. How many square feet of tile will we need to recover the floor? If
the tile comes in boxes of 100, how many boxes will we need?

If the tile costs $25.98 a box, what is the total cost?

We need to weatherstrip around both the doors. How much weatherstripping do we
need? Is one roll of 25 feet enough?

Our air conditioner can cool 7,200 cubic feet easily. Is this air conditioner big encugh to
cool our classroom, or do we need a new one?

I would like the Grounds Shop to build a flower bed outside by the stairs. It should be

six feet long and two feet wide with a height of sixinches. How much dirt will they have
to bring in to fill it?

I want to plant an azalea bush every eightinches across the front. How many bushes can
I plant?

These chalkboards are not in great shape. The Carpentry Shop will put in new ones for
us. What size are our chalkboards? How high are they from the top of the board to the
floor? How much molding do we need around them?

I changed my mind about the floor tile. I think that we should have carpet on these floors.
How much carpeting do we need if we want wall-to-wall covering? If the carpeting costs
$17.00 a square yard, what will the cost be? The Carpentry Shop will lay the new carpet.
If it takes one man 8 hours to do the job, how long will it take three men?

After this classroom has been redecorated, I think we should have a party. How many
donuts do we need if everyone were to get two? How many pies does Betty have to bake
if each pie serves eight, and four people have seconds? How many gallons of punch do
we need for everyone to get sixteen ounces and three people spill their first glasses and

need refills? Do we want leftovers so we can send it to the lawnmower shop, or are you
all on a diet?
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, .
geometric shapes, or angles.

CASAS Objective 6.4.2 - Apply a percent in a context not involving money.

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

Using the protrator, draw the following angles:

1. 500 6. 170°
2. 40° 7. 38°
3. 30° 8. 750
4. 180° 9. 50
5. 90° 10.  88°
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CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

Using the following directions, solve the problems on the following page.

1. Bisect Line AB

To bisect line AB the compass is set on any radius greater than 1/2 of AB. Points A and
B are used as centers and intersecting lines are drawn. The perpendicular bisecting line
is drawn through these intersecting arcs.

2. Bisectarc AB

Thecompassis set on any radius greater than 1/2of AB. Points Aand Bare used as centers

and intersecting arcs are drawn. The bisecting line is drawn through these intersecting
arcs.

3.  Bisect given angle ABC
Draw an intersecting arc on lines AB and BC at points you can label D1 and D2. Use D1
and D2 as the new center points todraw the intersecting arcs that bisectangle ABC. Draw

line BQ through the new point to point B to bisect the angle into 2 equal parts.

4. Transfer angle ABQ to a new position.

Compeass is set on the distance from point B to point D1 and draw an arc across line BA
making point D1 on the new line. On original triangle place your compass at point D1 and
any point on line BQ. On second triangle, keeping this radius place your compass point
at D1 and draw an arc cutting the arc you have drawn. Draw a line from point B through
new point.
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CONSTRUCTION SHEET ®

BISECT LINE AB.

BISECT ANGLE ABC
WITH BQ
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A
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' CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Obijective 6.6.7 - Solve measurement problems in stipulated situations

CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

1. Construct a triangle PBD with a base of 2 inches, one side of 1 1/2 inches and one side of
1 inch.

Step 1. With a ruler draw base line BD 2 inches long.
Step 2. Give your compass a radius of 11/2 inches. With the point at D, draw a short
arc above the base line

Step 3. Give your compass a radius of 1 inch. With the point a B, draw a short arc
intersecting P at the arc you have just drawn.
Step 4. Draw PD and PB

A BPD is the required triangle

2. Construct triangle GER, one angle of which is 35 degrees. The sides of that angle are 3/
Q 4 inch and 1 inch in length.

Step 1. With the ruler, draw base line ER one inch long.
Step 2. Using your protractor and making E the vertex, draw an angle of 35 degrees.

Step 3. Give the compass a radius of 3/4 inch. Place the compass point at E and mark
off leg GE.

Step 4. Draw line GR.
A GER is the required triangle.

3. Construct triangle BEF if the base EF is 2 inches, angle BEF is 80 degrees and angle BFE
is 30 degrees.

Step 1. With a ruler, draw the base line EF 2 inches long.

Step 2. With the protractor, construct an angle of 80 degrees( angle BEF ) at vertex E.
Step 3. Construct an angle of 30 degrees ( angle BFE ) at vertex F.

Step 4. Extend the two legs until the intersect at B.

ABEF is the required triangle.
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

Find the number of degrees in each angle using a protractor.
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CASAS Obijective 6.6.2 - Recognize,use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

DIVIDING CIRCLES

10.
To divide & half circle into 8 squal parte:

a) Divide the half circle
dnto & equal parts using
either of the twvo methods
Sust expleined (blsecting
or trial snd error).

) Use the ssme method to
divide osch ssction in
balf.

¢) This results in B equal
parts.

€0 divide o half circls into 6 equal parte:

a) Bquare s line upvard from
the center Point to divide 8
4t 4nt> 2 equal parts.

®) Set the 4ividers equal to
whet you think is adart
1/3 the @imension of A < )
the curve AB,

¢) When testing e setting of

the dividers, “walk g{t"
. n

;5: :::::n:.thehzun becguse 1t uwsually takes
several sttempts Before you get the correct set-
ting. Eet one point of the dividers on A ant
the other point along the eldge of the circle,
€ving the point thet was on A around to step off
the pext sectisn. Owing the other point around
to sce if §t comes sxsctly to point B.

@) Wher you get the sxact setting, scribe an src
st each point,

To 84vide 8 circle into k squal parts (quarters):

e) Divide 1t in half, as dafore.

b} Equare s line upward and
dvmverd frae the center
point. This 4ivides the
eircle into k equal perts,

Io divide s balf circle dnto b equs) parte:

8) Square & lfne upvard fram
the center point to divide
it into 2 equal parts.

b) Eet the alviders at » B
convenient distance that
is grester than 1/2 of
distance A-3,

€} Use points A and B as
centers to scribe arce.

4) Drev e straight line
from the center of ths
half eircle through the
point where the arce
eroas.

>
o
>

To @ivide s balf circle into h squal parts by
tria} and error:

o) Equare & 1ine upvaré from
the center point 45 divids
it into 2 equal parts,

8
b) Set the dividers equsl to
what you think {s 1/2 the
dimension of the curve AB.
€) Use A sz the center and
scribe an arc across the R c ”

circle. Use B as the cen-

tsr and scride an arc

scroes the circle, If the

2 arcs @5 not meet, re-

edjust the dividers and )
try agein, Usually they

6o not meet on the first

and gecond attempts. When

they meet, this point s

the center to divide the

balf circle into b equal . < 4

parts,
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms, .

and written directions
CASAS Objective 1.9.6 - Interpret information related to automobile maintenance

Match the parts to be checked with the section it is under on the Preventive Maintenance
Program form ( page 4.18 ).

10.

11.

12.

13.

14.

Front End

Drive Train

Other Chassis Parts
Engine Operation - Ignition Timing
Emergency Door Buzzer
Rear Brake Lining
Wheel Nuts
Water Pump
Brake Operation
Horn
Floor Covering
Light Monitor
Manifold-Crossover Pipe
U-Bolts

Differential Housing

Power Steering Pump

Antifreeze

Electrical Systems
Body Parts
Road Test
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® AUTO MAINTENANCE FORM

4]
\g/v\ﬁll\“oorgo’s County Public Schoois Work Order #  “emwuwr

Vehicle Tag# -/ -/
J\ Preventive Maintenance Program Milezge Serial #
Date Lot Year Mfg. Chassis Body Veh. #
Road Test : Other Chesslis Perts Warning Lights — Pilot
CTheck Front End {Before Jacking) U-Boits Light Monitor
Clean Engine and Compartment Springs/Shackles — PinsiBushings Winng — Instrument Gauges/Lights
Front End Manifoid — Crossover Pipa Heater — Defroster — Switches
Drag Link — Tie Rods Muifier — Tailpipe — Hangers Wipers — Motor — Swilches
King Pins/Bushings/Ball Joints/Axel Body Hotd Down Clamps — Boits Horn
Power Steering Mechenism end Hoses Frame Retainer Bolls — Clamps Low AirfVac Warning Light/Buzzer
Steering Gear Box Vacuum Booster Tank and Lines Service/Emergency Breke Warning Light
Steering Column — Bracket — U-joint Air Tanks and Lines Hi-Power Brake — Back Up System
Whee! Bearings — Clean — Repack Fuel Tank — Lines and Filters Emergency Door Buzzer
" T Piman and Steering Arms Anli-Sludge Release vaive Body Parts
Whee! Nuls Emergency Brake Band & Linkage Mirrors — Externior — Crossover — Spot
“Toe-In — Alignment Engine Compartment Mirror — Internior — Sun Visors
Spr:ngs — Shackles — Pins/Bushings High Energy Brake Booster — Pump windshield and Wiper Slades & Ad)
Brake Chamber — Cam Operation Radiator — Frame — Core Windows — Latches — Operation
Front Brakes — Wheel Cyl — Braxe Lines Radiator HosesiHeater Hoses Entrance Door — Operation — Gaskets
Front Brake Lining L R | AnliFreeze Emergency Door — Operation — Gaskels
Front Drums/Rotors L R Engine Drive Bells Emergency Door —~ Decal
Front Tires L R Engine/Transmission — Support/Mounts Seat Upholstery
Shock Absorbers Engine Ou System — Seals — Gaskets — Filter Seat Frames
U-Bolts Water Pump Fioor Covering
Distrbutor Cap — Rolor — ignilion Wires Body Condition Interior
Drive Trein Engine Operation — Ignition Timing Body Conditton Exterior
Cluich Adjustment — Slave Cylinder Carburator — Aur Fuller Emerg EQuip — Furst Aic — Fire Ext
Ciutch Linkage — Throwout brg Engine Exhaust Emission Readings Fusees — Flags — Retlectors
Trensmussion — Filters — Seals — Gaskets HC PPM CO % COz % O2 % Litt Operation — Platform — Linkage
Universal Joints Power Steering Pump Litt Pump — Cyls — Lines — Switches
Orive Shafl — Carrier Bearing Alcoho! Evaporator Liit Doors — Operation — Gaskels
Orive Shalt Guards windshield Wiper — Motor — Washer Mico-Brake — Operation — Switch
Pinion Bearing & Seal Masier Cylinder Seat Belts
Oiflerential Housing Road Test
Rear Axle Breather Electrics! Systems Pedal Pads — Clutch. Brake. Accelerator
Axle Flange Nuts — Seals — Gaskets Battery — Cables — Tray and Clamps Speedometer — Odometer
Axle Bearings Battery — Condition Clutch Operation
Rear Brakes -~ Wheel Cyl — Brake Lines Alternator — Bracket — Boits Brake Operation
Rear Brake Lining L R Alternator — Qutput — Bearings Transmission Operation
Rear Tires URIO urn Voliage Regulator Vehicie 1.0 NumberiDoor Decal
RIRIO RRN Headlights — Parking — Clearance Clean Vehicle
Brake Chamber/Cam Operation Stop — Tail — Clearance Lube/Qil Change
Rear Drums/Rotors L R Backup Lights — Backup Alarm
Shock Absorbers Turn Signatls — Hazard Frashers — Indicator
3% 1088 White Cepy — Otlice Yoliew Copy — Shop Pink Copy — Lot Foreman SignatureiDate
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes
CASAS Objective 6.6.4 - Use measurement instruments
CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric

' System of Measurement :
CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion
CA.SAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas
CASAS Objective 6.1.4 - Divide whole numbers
CASAS Objective 6.1.3 - Multiply whole numbers
CASAS Objective 6.1.5 - Perform multiple operations using whole numbers

TILING A ROOM

Tiling a room is a home-improvement project that many
people do themselves. No professional skills are needed, and
tiles can be 1aid in a short time. Particularly easy to use are
self-stick vinyl tiles that can be laid over old tile or old
linoleum. Self-stick viny] tiles cost about $1.00 per square foot.

Suppose you want to tile two rooms in your house: the spare
bedroom and the family room. Sketches of these rooms are

shown below.
Spare Bedroom ) Family Room
! R
[y
121, ~
| 151,
10t

fe—12tt—>] -

.
¥ Practice
Use the sketches to help you answer the questions.

P Y

¥V MATH TIP
1. Determing the cost.‘of tiling the spare bedroom by answering 1. uiarmine how many tiles
the following questions. are od. divide the area of
a) What is the area of floor to be tiled? the fioor to be tilod{ zlye t&e‘uca
. y 1 {}
b) If you use tiles that are each 1 square foot in area, how of a single piece "
many tiles will you need? s )

©) 1f you choose a tile that costs $1.09 per square foot,
how much will you spend on tiles?

; i 3
2. Determine the cost of tiling the family roorn by answering in. = ZH

these questions. -f—n_
a) What is the area of floor to be tiled?

b) For this room you have chosen a tile thet measures
9" by 9. How many tiles will you need”
Hint: Since 9" = E fi., each tile has an area of
Ixd=g st

¢) If you pay $.98 for each tile, how much will it cost you to
tile the family room?

. ANea

9 .
36 % f.

|
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric
System of Measurement

CASAS Objective 6.4 - Compute with percents, rate, ratio, or proportion

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

CASAS Objective 6.1.4 - Divide whole numbers

CASAS Objective 6.1.3 - Multiply whole numbers

CASAS Objective 6.1.5 - Perform multiple operations using whole numbers

Using guidelines on page 4.19, solve the following problems.
1. We are going to retile our classroom. How many square feet of tile do we need?

2. Iwantthesame size tiles that are down now, only in a brighter color. How many tiles do
we need?

3. If they come in boxes of 100, how many boxes do we need?
4. Weare going to retile Betty’s office, too. How much tile do we need? How many boxes?

5. If Robert can tile 10 square feet in an hour, how many hours will it take him to do the
classroom? Betty’s Office?
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

MEASURE W/ ENGLISH RULER

Probably the most commonly used messuring tool found
around most homes is the ruler. Pictured below is the
familiar 6-inch English ruler.

¢ Eachinch is dividedints. ..
sixteenth inches (from one line to the next)

'~ Z
16

ft

eighth inches (every 2 lines)

s
Quarter inches (every 4 lines} 5 ’1‘_;

1

2

half inches (every 8 lines) = fé
n!1!111|Ll||111'lhllhlllllll1I11111]4‘lhlxlllxhlxhl]llllllluhlnhlllg[||1lllxlxl:|1hlll
'lls in. % n. % i, % in. A

You read .l ruler from left to right To make reading easier,
each fraction of an inch is represented by a line of different
height.

¢ When measuring, always reduce fraction answers when
possible.

Example: How far is point A from the lefl end of the ruler?

First notice thut point A is between 4 and 5 inches 4 5
from the left end. I ] |
1
Because point Ais ata i’g-inch line, count the —
number of sixteenths that point A is beyond 4. s T
Point A is 5 sixteenths to the right of the 4. T3
A

Answer: 4 ;sg inches

. . .
¥ Practice
What distance is represented in each ruler pictured below? Reduce fraction answers.

inch inch inch
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. CASAS Obijective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.7 - Solve measurement probiems in stipulated situations

PRACTICE

What is the length of each object pictured below? Reduce the
fraction part of each answer to lowest terms.

1 2 S 4 5 6
Ll;lnhl.l;l.hl;hl.l.l.l.I.l-I.hInl.';h]nlxl:hl.lthlxhln]lldJnl.ldxlthth
t 1 1 t t

« &=

8. .
o =
9. cann T
‘

Problems 10~12 refer to the pencil pictured below.
Choose each answer from the choices given.

Answers

et e e em e e o e b am =

1 2 3 * 5 6
;lxl:h';hllhlll.Lh]lhl.lnlxhl;l.ld.ld._llhllhlll.'.ldlllluhl.hl.l.l;l. RAR
= =>—
10. What is the length of the pencil to the nearest & inch? a) 4}
b) 4
c} 4;-'
11. What is the length of the pencil to the nearest } inch? a) 4}
b) ¢}
c) 4%-
12. What is the length of the pencil to the nearest ) inch? a) 4{
' b) ¢}
c) 43-

145 «
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions, .
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

Answer the following questions.

1.

2.

10.

Measure the width of the top of your desk. How wide is it?
Measure the length and width of Leroy’s desk. How wide is it? How long is it?

Measure all the way around one of the windows by the door. How many inches around

all four sides? How many feet? How much framing would we need to frame all 4
windows?

Measure the length of Anthony’s foot. How long is it? Measure Dunell’s foot. How long
is it? How much longer is Anthony’s foot than Dunell’s?

How wide are the steps outside? How deep are they? ‘
Measure the length of your pencil.

How wide is the framing around the chalkboard?

Measure your arm from your elbow to your wrist.

What size are the floor tiles in this room?

Whatis thelength of thelawnmower outside? How many will fitend toend on the trailer?
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CASAS Obijective 6.6.3 - Measure area and volume of geometric shapes
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

BUYING SOIL

Lin Li is going to put a lawn around her house. To do this, she
must put a 4-inch layer of topsoil on the dirt that is there now.

Lin learns that soil is sold by the cubic yard. Before she .
orders, she must estimate the total number of cubic yards of
topsoil she needs.

A sketch of Lin's property is shown below.
e

fe— . 27yd. >
T backyasrd
5yd. .
i 25 U N
T et :
sige
8yd! yarg . house garage | rignt
l e 4 yd-> ;'.dr: 14yd.
L3 ari
@ v pone o
fe 20yd. —>| pe 4 yd. >

F.xanfple: Te compute how much topsoi! she needs for the
left side yard, Lin multiplies as follows:
left side yard = Jength X width X depth
; -=8yd.x4yd.)<%yd.(sincelin.=i‘-6yd.= %yd.)
2
“txixi-¥

=38}

‘Answer: She needs 35 cubic yards.
- - -
¥ Practice Volume of Soil Needed
Use the sketch to help you answer the questions. tefl side yard _ %
1. Complete the list at right started by Lin to right side yard

determine the total amount of topsoil she needs

to order. tront yard -
& If she pays $9 per cubic yard of topsoi} | backyard

(including delivery), bow much will Lin pay for

the topsoil she ceeds? , TOTAL: e

159 <

LR

-
. [
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes
CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

Solve the following problems.

1.

The grounds shop is going to put a flower bed in the front of this building. Itis going to
be 8 feet long, 2 feet deep and 8" high. How much soil will have to be brought in to fill
it 6" deep?

They will put 2" of mulch on top of the soil. How much mulch will they need?

What is the total amount of soil and mulch?

National Workplace Literacy Program




. CASAS Objective 6.6.0 - Identify the correct picture or appropriate respornse
from oral cues

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric
System of Measurement

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.7 - Solve measurement problems in stipuiated situations

CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

CASAS Objective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.2 - Subtract common or mixed fractions

CASAS Objective 6.3.5 - Perform multiple operations using common or mixed
fractions

CASAS Objective 6.3.6 ~ Convert common or mixed fractions to decimal
fractions or percents

CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or
percents

WORKING WITH DRILL BITS

The 1008t comman powey shop 160] weed in
homes is the alectric drill. Drill bita (the -
pointed, thresded tool that the drill sping)
eome 1o 8 variety of gizes. Most common are
those whose diameters {width) are from

L inch w0} inch

Dril) bits are usually purchased in sets ¥ MATH TP

where each “nert larger” bit ia & inch The symbol * & ueed 1o stand
* wrider than the next szaller bit Each for inch.

bit xize is given as 8 nductd fraction.

Here are some typical bit u\uo—-ovm in
fractions of an inch (Below, for comparison,
are equivalent sizes gives in 64ths of an .
wck )

’lh .1' F - - - - - -

18 NEhEih g

VE e rrrEDEE
¥ - Practice ' PR RO ;',

In the following problems. change each fraction to
" adecimal as you learned oz page 58

" 1. Tothe mmslhundmdthofnmch "hnut.bedm
.f.;‘,a:mw .

. '8 Erin needs to drill a hole that will allos  0.16-inch-diameter

. " Dramet
wire to pass through She wants the wire 10 it as tightly Bite s'"
s possible. Whick of the three bits shown st right ghould - [}) . -
she use? B .
[ 74 ]
3
« 16
8. Circle sach of the following bits that eould be used 1o drill

Inuu‘ebdcthlu;uppoudlobc‘nomf-"ﬂ»ﬂlsnb‘

& 2 E E j _,.) 4,',,.; .
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CASAS Objective 6.6.0 - Identify the correct picture or appropriate response .
from oral cues

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric
System of Measurement

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

CASAS CObjective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.2 - Subtract common or mixed fractions

CASAS Objective 6.3.5 - Perform multiple operations using common or mixed
fractions

CASAS Obijective 6.3.6 - Convert common or mixed fractions to decimal
fractions or percents

CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or
percents

WORKING WITH METRIC TOOLS

You have just been hired to work at SouthTowne Auto £ - .- . . T,
Repair. You've never worked on foreign-madeé cars before, .~ -L. IR 'f .
and you need to learn about metnc tools and metnc out and TRl

bolit sizes. -

“Your boss shows you that metric tools and nat and bolt sizes -
are measured in millimeters instead of fractions of an inch.

The most common metric sizes are from 3 mm to 19 mm in

1 mm increments, which is about the same range ofm.es s

the English sizes § 1 inch o ! inch.

To belp you gain experience, your boss bas asked you to
measure the foliowing bolt beads and to label them
according to size. You learn that the correct labeling of
metric sizes consists of writing sizes in :mLLxmewrs only. For
example, a bolt bead that measures 16 m&m ters SCTOES 18
labeled 16 mm, not 1.6 cm.

V¥ Practice
Answer the following questions.

1. Using & centimeter ruler, measure the width of each boit
bead below. Write your answers oo the lines provided.

or O O D1 a

Widths:

2. To compare metric sizes with English aizes, try the
following Determine the metric bolt size that each
English wrench below can *most closely” it around. (Your
choices are not Lhimited to the bolts shown above.)

== —:—‘{i ’?Z/

*Closest fit®
metnc size  a)

3. Onench s exactly equal to 2.54 ¢ (254 mm) Knowing . .‘ .
thus, determine about how mmy lmlhmeun areins - T . . -0

distapceofonefoor - - - ), . :

> 148 L - . i ‘
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CASAS Objective 6.6.0 - Identify the correct picture or appropriate response
from oral cues

CASAS Objective 6.6.1 - Convert U.S. Standard and International Metric
System of Measurement

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.7 - Solve measurement problems in shpulated situations

CASAS Objective 6.6.8 - Interpret mechanical concepts or spatial relationships

CASAS Objective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.2 - Subtract common or mixed fractions

CASAS Objective 6.3.5 - Perform multiple operations using common or mixed
fractions

CASAS Objective 6.3.6 - Convert common or mixed fractions to decimal
fractions or percents

CASAS Objective 6.2.6 - Convert decimal fractions to common fractions or
percents

1.

o,

Answer the following questions.

Do you have metric tools in your shop?

Do you use a chart to figure out what hardware you can use?

We are going to try it without the charts. What size wrench will we need to take out the

bolts in the doors?

What size bolts would I use if I drilled holes with a 7/64" drill bit?

What size bolts did Charlie use on the motor display board? ( Use your metric ruler) -

What size drill bit did he use to drill the holes?

What size bolts are holding up the air conditioner? What size drill bit was used to drill
the holes?

National Workplace Literacy Program




CASAS Obijective 6.6.3 - Measure area and volume of geometric shapes ‘

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Obijective 6.6.5 - Interpret scale drawings

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

CASAS Objective 6.3.2 - Subtract commeon or mixed fractions

CASAS Objective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.3 - Multiply common or mixed fractions

USING MEASUREMENT IN HOME PROJECTS

Home pro_]ects are an unportant part 'of Bonnie Roed's life. LT e L
. She loves to build things and fix up her house in herspare .- .- -~ - 21
time. Two of the projects she did 1ast month are described - . ’
below. Use your math skills to answer t.be queshons that RN
- Bonme faced durmg each pro_;ect, ) . -

Pnuect M Bmldmg s Plcmc Table

Bonnie built the pxcmc table shown below Before nuhng xt :
. toget.her Bonme needed to oompute th&length of support A

. 1 1%\ : e T
eSE TS T
JU 0 1 L
?
. &nd Vlew' SupportA el =
Whatxsthelengthofsupport.&" -...e, B

Kmt Leng't.h equals 6 table boards plus 5 zaps

S, 2 .
RO {4 ‘.Z\f- .,
. CLf . TR
el R Y

Prgject 42 Wallpapenng Her Bedroom \',- T . e

. Bonnie used 7 full strips of wa.llpaper to paper the wa.ll in’
her bedroom. Seven full strips didn't qmte eomplete the JOb

and she needed another pama] strip. B el
4__wai| mdth 13 | . _
" ¥ MATH TIP .
e The symbol * is used to sund
1 for feet.
How wide is the partm} ltnp that Bonme needs"—‘ h - Cr T

g . ., P
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' CASAS Objective 6.6.3 - Measure area and volume of geometric shapes

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.5 - Interpret scale drawings

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

CASAS Objective 6.3.2 - Subtract common or mixed fractions

CASAS Objective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.3 - Multiply common or mixed fractions

WORKING WITH DIMENSIONS

* Fractions and mixed numbers show up in many dodterr i o S
. yourself projects around the home. Ustially, they appear as - B
dimensions—numbers that give the length, width (or depth)

. height, and other important distances that i may describean ’
-"object. Questions oﬁzn anse that mvolve addmg or lubtractmg

Suppose you are building the bookcase p:dured be]ow 'I‘he L. .
dunensxons shown are al] gwen in mches (") . Lok

. o
W & Nou: All shelves
- e and side boards -
@ i
3 . '
-4

.'ﬁ--_,- L el o R N B AN

——23"-tigh foot (frombot'omof sheff 1o flood)

V.. Practice - RN
Ule the diagram to help you answer the fo‘flowmg questwns - S
. What is the wmlhelghtoft.hebookase"—“'_'" Tt T T T e T
('Helgbt = foot height + two 13" spaces + three § 3" shelf . - T
. thicknesses.) . ] PP A
2. How much longer is the bookcase than 1t is hzgh"__ L. e A s
8. How long is the middle shelf?__~ .
. . (Middle shelflength bookease length = two side board thicknesses.) )
4 Ifyou place a 7— ceramic statue on the middle shelf how = . - .. e
" much room wﬂl be above the statue?

8. You designed the bookcase so that the he:ght ofthe m:ddle o s
W ,lhelf is ad)ustable Suppose you raise the middle shelf § i
hlgher than it is now. How much room will now be: " T .t

- a) between the lower and middle lhe]vcs’
b) above the middleshelf?____

8. If you place the bookcase so that its back surface is § ¥
from the wall, how far from the wall will the front
* edge be? .

National Workplace Literacy Program
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes '

CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles

CASAS Objective 6.6.4 - Use measurement instruments

CASAS Objective 6.6.5 - Interpret scale drawings

CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas

CASAS Objective 6.3.2 - Subtract common or mixed fractions

CASAS Objective 6.3.1 - Add common or mixed fractions

CASAS Objective 6.3.3 - Multiply common or mixed fractions

Answer the following questions.

1.

We are going to wallpaper Pernell’s office ( the back wall only ). If we use the same size
wallpaper Bonnie used, how many strips will we need? How wide will the last strip be?

I want you to build a picnic table outside of the classroom so we can have somewhere to
sit on break. I want it 2 times as wide as Bonnie’s table. How long will the support be?

Weare going tobuild three of these bookcases. If theboards came in 3' lengths, how many
do we need?

I want to stand the big GED book upright on the top shelf. How much room do we need? .

Will these bookcases fit under the chalkboard?
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ERIC

CASAS Objective 6.2.2 - Subtract decimal fractions
CASAS Objective 6.2.4 - Divide decimal fractions
CASAS Objective 1.9.3 - Compute mileage and gasoline consumption

FIGURING GAS MILEAGE

Gas mileage tells the number of miles a ca. can drive on one
gallon of gas. When a car engine is tuned up, it gets bigher
gas mileage than when it needs to be tuned.

Brett Lance keeps a record of his car’s gas mileage. He does

this by recording the reading on the odometer (mileage .

indicator) each time he buys gas. He also records the number

of gallons that he buys to refill the tank.

* By subtracting the previous odometer reading from the
present reading, Brett determines the number of miles

driven. N
* The amount of gas used is equal to the number of gallons
it now takes to refill the tank. .
et
Example: Here's how Brett figured his gas mileage for the
week of October 3: E
Present odometer reading 68,972.8
Previous odometer na@ing - 68,734.9 2530
Miles driven 23719 9 3)?3—@
. Miles Driven -188
Gas Mileage = G11ons Used 499
237.9 =410
= 54 290
4 - 282

= 25.3 miles per gallon 80
{roundiad 10 nearest tenth mie per gallon) -

S
¥ Practice

1. Determine the gas mileage of Brett's car during each of
the weeks shown on the table below:

Gas Mileage
Date Odometer Reading Gallons  (nearest tenth)
9/26 68,7349 ) 8.65 249
10/3 68,972.8 9.4 253
10/10 69,272.8 11.85
10717 69,492.2 128
10/24 69,6740 10

2. Brett's mechanic discovered that a spark plug was broken
in the engine of Brett's car. During which week did this
plug most likely break? What is the clue?

> 66 '
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CASAS Objective 6.2.2 - Subtract decimal fractions .
CASAS Objective 6.2.4 - Divide decimal fractions
CASAS Objective 1.9.3 - Compute mileage and gasoline consumption

My husband makes us keep mileage records in our cars. Each time we buy gas we record the
mileage and how much gas we bought. We save ourselves some work by using the trip meters
on the cars, so the subtraction is done for us.

1. Thenexttime you fill your vehicle with gas, record your mileage at that time on a piece
of paper ( including the tenths).

2. The second time you fill your vehicle for this assignment, record your mileage to that
point, and write down how much gas you bought, including the tenths.

3.  Bring the two mileage numbers and the amount of gas you purchased to class.
4.  Subtract your two mileage numbers.

5. Divide the answer from number 4 by the amount of gas you purchased. Your answer is
how many miles per gallon you are getting in your vehicle.

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions

CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting to
criticism

CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social
interaction for keeping a job and getting a promotion

QUARTERLY PERFORMANCE APPRAISAL

NAME Last First TInitial

Shop/Crew Quarter/Year

Please read the Bases for Performance Appraisal (on SATISFACTORY | UNSATISFACTORY

back) before completing this form. Check in the (Heets or (Below

appropriate box the level of performance with respect exceeds acceptable
to each of the following factors which are applicable performance| performance
to the work of this employee. standards) | standards)

1. Quality of Work

Quantity of Work

Work Habits

Work Attitudes

Relationship with Others

Personal Qualities

-~ o 5] -~ w ~
. N N . . .

Supervisory Ability (if applicable)

Comments: Ratings of “Unsatisfactory” must be explained by a statement of facts
supporting said rating. Suggestions to aid employee in improving
performance MUST be made. Comments relative special commendation
should be made also.

Signature of Rater Title Date

Signature of Reviewer Title Date

This appraisal has been
discussed with me. My
signature does not
{ndicate ] agree with
all ratings.

Signature of Employee - Date

DISTRIBUTION: Original to Plant Maintenance Personnel File. Copy to Emplovee
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting to
criticism

CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social
interaction for keeping a job and geiting a promotion

BASES FOR PERFORMANCE APPRAISAL

Quality of Work

a. Demonstrates satisfactory knowledge of the job.
b. Performs work with acceptable accuracy.

c. Work is neat and presentable.

d. Is thorough in the work done.

' 2. Quantity of Work

a. Completes an acceptable amount of work on time.
b. Does extra work when asked.

3. Work Habits

is regular in attendance at work.

Observes established working hours.

Carries out tasks in an orderly and diligent manner,

Demonstrates the ability to work without {mmediate supervision.
Complies with instructions, rules and regulations, including health and
safety precautions.

" aAaN oo

4. Work Attitudes

Endeavors to improve work techniques.
Accepts new ideas and procedures.
Accepts criticism and suggestions.
Accepts responsibility willingly.
Demonstrates interest in work.

M a0 o>

5. Relationship with Others

Gains the respect of co-workers.

Helps others cheerfully.

Cooperates with supervisors and fellow workers.

Understands and respects pupils, teachers and other adults.
Observes established channels of communication.

" aAanNnUon

6. Personal Qualities

Acts with good judgement.

Demonstrates initiative and drive.

Is adaptable to emergencies and new situations.

Is physically fit, appears healthy and energetic.

Is careful of appearance; dress and grooming are appropriate.
Possesses a good sense of humor.

Demonstrates loyalty to organization and co-workers.

O 4P OO Te

7. Supervisory Ability

Demonstrates effective teadership.

Is fair and impartial in relationships with subordinates.
Makes good and timely decisions.

Trains and instructs subordinates effectively.

Plans, schedules and makes assignments successfully.
Evaluates performance of subordinates effectively.
M2intains a high degree of discipline among employees.

a -4% a0 o
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting to
criticism

CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social
interaction for keeping a job and getting a promotion

This is a copy of your Quarterly Performance Appraisal form. We are going to use it and the
information on page 4.35 to think about ourselves and how we do our jobs.

Use a pencil to mark items 1-7 the way you would rate yourself.
Use a pen to mark the items 1-7 the way you think your supervisor will rate you.

For theitems you yourself marked unsatisfactory (if any ), tell how you can improve your
ratings. ( Use the back of the sheet to help you think of things.)

For theitems you think your supervisor would mark unsatisfactory (if any), tell what you
could do to change his/her mind on your next evaluation.

What are the two thing that determine your evaluation for quality of work?

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

7 1/4- INCH

« Fit of the side gear on the axle shaftw.
« Differantal case for cricks and scofing.
* Replace ati worn parts.

PINON AND RING GEAR

] e

« Pinion and ring gear testh for cracking, chipping.
8CONNG, Of GXCASEive wear.

+ Pinion gplines for wear.

« Pinion flange spiines for wear.

« Fit of the pinion on the pnion flange.

* Sealing surface of the pinion {lange for nicks,
burrs. or rough too! marks which would cause
damage 1o the seals’ insi3e diameter and resuft
on oil leak.

* Replace all wom or broken parns

« Ring and pinon gears are Maiched sets and are
both repiaced any ume & replacement of either is
necessary.

SEARINGS
Inepect

+ Bearings visually and by feel. The bearings should
feel smooth when oiled and rotated while applying
as much hand pressure as possibie

+ The large end of the bearing rollers for wear. This
s where tapered rolier beanng wear is most evi
gent.

¢« Beanng cups for wear. cracks. brineling ang 8cor-
ing

« Beanngs and cups are only replaced as sets.

ASSEMBLY
DIFFERENTIAL CASE ASSEMBLY

B Inetail or Connect (Figures 1, 2 and 16}

Yool Required.
J 33790 Side Bearing Incualier

1. Theust washers (53) and side gears (54) (o the
differenual case (35).

+ i the same gears and washers are being used,
insiall them on the seme eide os they were
removed from.

2 Pinion gears (56).

+ Positon one pinon gear (56) between the side
0ears ang rotate the gears uni! the prnion gear
Is directly opposite the opeming In the cass

* Place the other prnion gear (56) between the
$108 Qears, makng sure the hole in both punion
gears kne up

3 Thrust washers (55).

RING GEAR

«4f the {ront axle was operated for an extended
penod of sme with very ioose bearings, the ring
gear and drive pinion will also require replace: |
ment.

+ Low mileage bearings may have minute scraiches
and pits on the roliers and the bearing cups from
the irvial pre1oad. Do not replace a bearing for this
reason.

» Beanng caps for cracks of chips.

THRUST WASHERS, $HIMS AND ADJUSTER
SLEEVES

] o

« Shims and thrust washers for Cracks and chips
Damaged shims shouid be replaced with an equai-
ly sized service shim.

« Agjuster sieeves for damaged threads. Repiace if
reQuired.

SHIFT MECHANISM
E nepect (Figures 1 and 2)

« Carrier connector () for damaped splines and
taeth. Replace as required.

« Shift fork (17) for wear, scoring. and damage ©
thrust surtaces. Repiace if needed.

+ Sleeve (22) and inner output shaft (23) for dam-
aged splines and teeth. Repiace it necessary.

» Spang (16) for breakage.

m important

o Lubricate ali the seal Eps, beanngs. gears. and
bearing surfaces with axie lubricant prior to
assembly. ’

OF AXLE

« Rotate the pinion gears Dward the 0PENING just
enough 1 permit the sliding in of the thrust
washers.

4 Snat (52) and bott (36).
5 Ring gear (37) onto the ditterertat case (35)

NOTICE: See Notice on page 4C3-1 of thie
aection.

« Always Insiail new bolts Never reuse the ok
bolts.

Tighten

« Bohs (34) alternatng (n prograssi-» sieps o 80
Nm(60h 1bs).

7. Side beanngs (33). using J 33790 (fpure 16).

National Workplace Literacy Program
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4C3-2 7 1M4-INCH RING GEAR

-l

Figure 1—Axie Components
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4C3-3

¢ Va-ireo ik Gean By

|

—
1. Shatt ¥. Spring 31 insen 6. Nut S
2. Deflector 17. Shift Shatt and Forx 32 Sieeve 47. Pig
J. Sea 18 8ot 2. Sige Searing 4 Bushing
4. Baaring 9. Lock Tab 4. st 40. Vont Hose
5. Tube 20. Thruat Washer 35, om.nmw&u 80. Vent
6. Boit 21. Difterential Pilot Bearing 3s. Boit 81. Fitting
7. Theust Washer 2. Sleevey 37. Ring ang Pinlon Gears 82. Shett
& laining Ring 3. Output Shatt 38 sm 83. Theust Waaher
8. r Connector 24 Washer 0 Searing 84. 8ige Gear
0. Shift Catie 25. Py 40. $pacer S5. Thruat Washer
1. Shift Cagie Housing 2e. Washer 4. Bearing $0. Ditferentiy Pinion
12. Gasket 27. Pin 42. Sou : Gear
. indicator Switch 28 Boit 4. Detisctor 87. Cover
W, Spring 29. Camer Case 44. Fiange 88 Bon

. 15. Sea 30. 8aaring 45. Washer 86. Shatt
Fi388
Figurs 2—ax5 Components

DISASSEMBLY OF AXLE

€ Right seal (3) ang bearing (4), using 4 23369-2 ang
J 22307

7. Seal (15) trom e ye (5). Pty out with a screw.

N driver,

1. Remove the gy Plug from the axie and drain the

&xie lubricant Into & suitabie container : ;:r:'n:g)h:;ém) ! ahatt (23 .

2 Check the ring gear backiash. Refer 1o “gackiggn output .

Adjustmenm Thig information can be used 1 ———

determing the Cause of the axie Problem. 1t wijf y
20 heip when Seting Up the ahim Packs for locet-

ing ang pmtolding the differentg; Case.

1 Inspect the Case anc oil for meta/ chips. Determing
Where the mera ¢hips come from, such ag o bro-
ken gear o bearing cage.

4. Delerming the cause of the axie probiem before
OIS2550mbly H possibie,

DISASSEMBLY

@ Oisassempia (Figure through 13)

1. Bohs (6). ghin cabie housing (11), ang 8pang (14).
2 Tube (5) ang thrust washer (7).
a Spring (16) ang ahify shaft and fork (7.
4 Shaft (1) witn Gefiecior (2).
* Clamp the axie fube (5) in a vige. Clamp ONLY
on the Mounting fiange. F5786
* Strike the Ing,ge of the ahaft flange with o
f

$ hammer 1 disioage ihe anat Figure 3—Removing the axse Wde Bewring ang
§ Camer connecior (9) with rewining fing (8). Sea;
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7 1/4-INCH RING GEAR 4C3-5

30 Beanng
32. Sieeve
J-21551
32
F1782

Figure $—Remove ths Sieeve Bearing

F5788
Figure 10—Removing the Pinlon Nut

* Mount the left camer case haif in J 338371
(figure 11).
2 Flange (44) and deflecwor (43) using J 33837-1 and
J 33837-3 {figure 11).
& Pinion (37), with spaoer (40). pinion beanng (39)
and ghim {38)
3 Spacer (40) trom the pnion.
5. Bearing (39) trom the pion Use J 2291201 and
a press (figure 12).
8. Shim (38).
. 8Bearing and cup {41) end eea! (42), using
J 3837-1, J 33837-3. and J 338376,

National Workplace Literacy Program
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37. Pinlon Gesr
44. Flange
. F1783

. Figure t11—Remove the Pinlon Fiangs

F4696
Figure 12—Removing the Pinion Bearing

« incert J 33837-6 intc the pinion bore.
« Thread the forcing screw {J 33837-3) into
J 338376.

* Turn the forcing screw 1o pull the parts from the
case,

28 Inner bearing cup by pushing it vutl using
J 33837-1, J 33837-3, and J 338376 (figurs 13).

29 Carrier Case
39 Beanng Cuo

F1784
Figum 13—Removing the inner Pinion Bearing Cup

RESTCOPY AVAILABLE

0

=
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Aruitoxt provided by Eic:

4C3-6 7 1/4-INCH RING GEAR

2 Boh (36) and shaft (52) from the differentia! case
(35).

X Dittersntial pinion gears (56) and thrust washers
(55).

3. Side gears (54) and thrust washers (53).

* Mark the side geers and case 80 they can be
instatied in their original tocaton,
R Bofts (34).

2. Ring goar (37). 3

« Do not pry between the ring gear and the
Drive the gear off with a brass drft and

mer.

M. Sndo bearings {33), using J 2201201 (31} «

14).
3. Bu‘hmm (48). Use J 33791 (figure 15).

CLEANING AND INSPECTION

CLEANING

Do not eteam cleen drive parts having ground and
pokshed surfaces such as gears, bearings. and shahs.
These parts shouid be cleaned in a suitabie sotvent. All
pars should be disassembied before cleaning

Parts should be thoroughly dried Immediately after
Cisaning Use soft, Clean, kntiess rags. Pans may be
dried with compressed air. Do not aliow the beanngs %
spin while drying them with compressed air.

INSPECTION
It is very important 1o carelully and thoroughly
inspect all drve unit parts before assembly.
Thorough inspection of the drive parts for wear of
stress and subsequent meplacement of wom parts will
eiminate costly dnve component fepair afier reassem-

AXLE HOUSING

E inspect

« Carrier bore for nicks or burrs that would prevent
the outer diamelsr of the pinion seal from sealing
Remove any burrs that are found

* Beanng cup surfaces for micks of burrs. Remove
any burrs that are found.

* Housing for cracks Replace the housing If any
cracks are found

* Housing for foregn matenial such as metal chips.
dirl, or rust. Refer 0 “Cieaning” in this section.

F4759

DIFFERENTIAL

] e

« Pinion pgear shaft for unususl wear

+ Pinion gear and s:0e gear teelh - wear
8COTINgG. spaling.

* Thrust washers for wear

* The 1 of the differential side Qears in the
tal case

REMOVAL

J-337911

INSTALLATION
J:33791-3
J-33791:2

J-337911

95 Camer Assembly

Figure 15—Repiacing the Cese |

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

Disassembly of axle.
1.  Whatis step #3 under inspection?
2.  For disassembly, which tool is J33837?
3.  Whatis the label for figure 5?
4. Infigure 7, what are parts 19 and 20?
5. List the steps for step #27.
6. List 3 steps for cleaning parts.
7.

Why is it necessary to inspect drive parts before assembly?
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions

4B4-11

10 1/2-INCH RING GEAR 4B4-11

SPECIFICATIONS

Festener Nm Ft. Lbe.
Ring Geer Bom 163 120
Beering Cap 8ol 183 125
Axie Cover Boms Py 20

Adjusting Nut Lock Bohs b ] S

‘ Specer and Shim Sizee Slae
Pinion Bearing Shimne 0.006-Inch

0.007-inch
0.008-inch

0.0104nch
0.0114nch
0.0124nch
0.0134inch
.014-inch
0.018-inch
0.018-inch
0.017-inch
0.018-inch
0.019-nch
0.0204nch
0.021-nch
0.0224nch
0.023-nch
0.024-inch
8S0W-90 GL-S
T2511

Lubrican

SPECIAL TOOLS

1. %E% J 8814.01

J 8092

J 24433

] (D - . \ J 24429

. Pinion Fiange Remover

. Side Bearing Remover

. Reer Pinion Bearing Cup Insteller

Driver Handle

. Reer Pinion Bearing Cone instelter

. Gide Besring Adjustment Spenner T
. Rasr Pinion Besring Cone Removar

. Pinion Pliot Besring Insteliar (NOt Nivetrated)

&S
2. \i& J 22888 . Q
iy |

J 2291201

BUORAALN -

F4062
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and wriiten directions

Answer the following questions.

1.

2.

What is part ] 8092?

What does Ft. Lbs. stand for?
What is part 8?

What is tool number ] 24429?

When you use any of these tools, what are you repairing or replacing?
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CASAS Objective 6.5.2 - Recognize or evaluate simple geometric formulas
CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
[ geometric shapes, or angles

SHEET METAL IV

REVIEW ITEMS - Plane Figures

Match the lettered items in Column I with the numbered ftems in Column 1.

Place the letter indicating your choice in Column ! in the blank opposite the
corresponding number.

Column 1 Column 11

a. Three sides of unequal length

D Square b. Four sides of equal length

¢. Contains two 45° angles

Isosceles
2. : | Right Triangle d. Each inciuded angle contains 72°

e. Eight sides of equal length
Equilateral

T.iangle f. Two sides of equal length
g. Eacii included angle contains 40°

. 4 O Circle h. Contains three 60° angles

. Contains 360°

S, D Rhombus j. Contains three 45° angies

k. Opposite sides are paraliel

6. —— D Rectangle 1. Each side equal to radius of
circumscribing circle
m. Contains four 90° angles
7 — A Scalene
Triangle n. Contains 180°

8 — D Parallelogram

9. O Hexagon
10, — O Pentagon

52
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® CINTAS

Site: Cafeteria of Cintas Uniform Company
Landover, MD.

Instructor: Susan Dolan

Time: - Volunteer
November 11, 1991 - January 28, 1992
Monday andTuesday .
3:30 - 5:30 PM
Studenf: Newly immigrated Asians whose workplace tasks were involved with the

sorting, cleaning, pressing and mending of uniforms.

Instructor Summary:

Cintas Corporation is a uniform cleaning company in Landover, Maryland. There is a large
immigrant population that performs entry level operational duties: cleaning, tagging, and
’ folding of clothes.

Classes, totalling 40 hours - 10 weeks, were held from November, 1991 to February, 1992.

The students were from Vietnam with the exception of one man from Ethiopia. Most of them
were at beginning level English, having been in the country an average of five months. The
Vietnamese students were mothers of Amerasians with little education.

They were a wonderful group of employees, hard working and attentive. The major difficulty
attimes was thelack of a classroom. Theresult was that the class was often held in the company
cafeteria which had no blackboard. People kept coming in and out, using vending machines.
The teacher had to compete with constant public address system announcements.

Lessons were geared to beginning level English proficiency. Vocabulary (5-10 words a day),
forming questions and answers based on personal information, and simple discussions

modeled and repeated on Cintas, its operations and employee specific duties were the basis of
instruction.-

Besides day to day English, siudents practiced calling in sick and communicating with co-
workers and superiors. This was the underpinning of the course - Better Communication. This
was practiced a great deal. By the end of the course, the personnel director and the supervisors

. reported improved communication.
]
/
: National Workplace Literacy Program G




We discussed uniform dress, the meaning of the company newsletters, and company rules to
be followed (no eating or drinking in the plant, smoking only in the lunchroom).

It must be reiterated that these were beginning English students. Gains were there, but they
came slowly. We occasionally used a text called Expressways. Each class the teacher placed
a simple paragraph on the board to be copied. The paragraph referred to work at Cintas and
activities from daily life. One paragraph was how to write a letter to their children’s teachers.
This was a great lesson. The students learned punctuation, capitalization, indentation, and
vocabulary. When they were finished each student read the paragraph. The teacher thenasked

simple questions based on the paragraph. Each studentkepta log of all-the paragraphs which
were read and reread.

To summarize, the course was divided between work-place communication and performance
and basic English skill building - oral and written.

The students asked the teacher if she was coming back, and a new course was arranged, but
company layoffs prevented resumption of the class.

Certificates and personal letters of commendation from the teacher were awarded at a
“graduation party”.
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. CASAS Objective 0.1.4 - Identify or use a variety of affective language
functions (e.g. apologize, congratulate, complain,
disagree, express pleasure, sympathy,
disappointment and regret)

HELLO

‘ . Hello. My name is Carlos.
. Hi. m Kim. Nice to meet you.

. Nice meeting you, too.

: Stal R 1 2t/ A
; 2
Wilson

Doris X\m\ Jane Tom Karen "Warner

~

J
W7
" n|IA
Richard HEL‘-'O
Srnon Smith
4. S. Now present your own
l ° . . conversalions
National Workplace Literacy Program @
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CASAS Objective 0.1.3 - Identify or use appropriate language in general
conversation

INTRODUCE

- ' I'd Like to Introduce.. . .

t
)

) p .

fah =~ o -.f

. »

my husband Michael A. Hi' How are you? o

B. Fine. And you? v
A. Fine, thanks. 1'd like to introduce you ‘:
to my husband, Michael. z
B. Nice to meet you. S
—

4. my brother, George 5. my sister, Irene Now present your own

conversalions

National Workplace Literacy Program
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10.

CASAS Objective 4.2.4 - Interpret employee handbooks

Be on time!
7:00 ~production
8:00 - stockroom
Be in uniform
If you are sick, call your supervisor - 927-2424
Punch your own time clock.
Employee must meet standards.
Wear uniform properly.
Keep lunchroom, washroom, and work area clean.
Do not eat or drink in plant.
Smoke in lunchroom or outside only.

Personal phone calls during break only, except in an emergency.

No personal visitors.




ON-THE-JOB POLICIES: @

PRODUCTION AND STOCKROOM DEPARTMENTS

1. Starting Time: Production 7:00 AM, Stockroom 8:00 AM. You must be in uniform and
at your joh by this time. If you are late 3 times in month or 5 times in 3 months you will
be put on "final notice."

2. Attendance: If you are unable to report, you or someone you can trust should call your
Supervisor prior to the start of your scheduled shift. The reason and probable length of
the absence must be given. Verification may be required. Frequent absences cannot to
tolerated, and an employee with continuing absenteeism will be terminated.

3. Time Clock: Each person is responsible for punching their own card - no exceptions!

4. Standards: Most jobs have minimum acceptable quantity and quality requirements
called "standards." New employees will have 30 days to achieve the standards for their
job. If standards are not met the employee may be assigned to another job if one is
available that they might be qualified for - otherwise they will be released.

5. Uniforms must be worn properly at all times on the job: clean, neat, buttoned, tucked in,
etc. Spare uniforms and/or personal garments must be kept in your locker.

6. Housekeeping: Please assist by keeping the lunchroom, washroom, and your work area
clean and picked up throughout the day.

7. Eating and Drinking is not allowed in the plant.
8. Smoking is allowed in the lunchroom or outside during breaks only.

9. Personal phone calls must be made during breaks from the employee phones only,
except in the case of an emergency.

10. Personal visitors are discouraged. If a visit is essential, the visitor must check in with the
office receptionist and remain in the lobby. Your Supervisor may direct you to meet with
them there. No unauthorized people are allowed in the plant or office.




CASAS Objective 2.3.1 ~ Interpret clock time.

WRITE THE TIME




PRODUCTION DEPT. GUIDELINES

Safety Precaution # 1: Smoking is not allowed in the plant production areas.
Smoking is only allowed in the lunchroom and restrooms during breaks.

Safety Precaution # 2: Visitors are not allowed in plant production work areas. They
must remain in the lunchroom or outside.

Be on time to work. If you know you are going to be absent or late, notify a
Supervisor as soon as possible at 927-2424.

Cintas will provide you with uniforms. Please be sure to wear them while at work.
Do not alter your uniforms. Sizes changes are available.

Personal telephone calls should be brief and be made during your breaks only.

Please advise your family and friends that they should call you only in the case of an
emergency.

Eating at work stations is strictly prohibited. You may eat in the lunchroom or
outside the building during breaks.

Personal business should be conducted on your own time. Your Supervisor should
be notified of any event causing you to leave work. When leaving work, please be
sure you punch your time card. Missed work time cart be made up only with your
supervisor's approval.

£
-~
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. CASAS Objective 2.3.2 - Identify the months of the year and the days of the
week.

AUXILIARY PLANT CLEANINGS
Eugene Washington

Time

ftem _
7:00 aM Report to Wash Alley
8:00 AM Monday - Remove and replace rugs from stockroom.
Sweep and dust-mop stockroom.
Tuesday - Remove and replace rugs from 2 side sorts.
Sweep and dust-mop stockroom.
~
Wednesday - Remove and replace rugs from hanging area,
route sort area, and both repair stations.
Sweep and dust-mop stockroom.
Thursday - Remove and replace rugs from #1 side sorts.
Sweep and dust-mop stockroom.

. Firiday - Remove and replace rugs from office and
lunchroom hallway. Sweep and dust-mop
stockroom.

9:15 AM Break
9:30 AM Return to Wash Alley

12:00 Noon Lunch

12:30 PH Clean entire lunch room. {Wipe down tables and chairs,

sweep and mop floors, throw out garbage, wipe down a}l
counters, vending machines, refrigerator, sink, etc.

1:30 PM Clean supply room or special project
2:00 PM Return to Wash Alley
3:15 PHM 60 Home

{AFullToxt Provided by ERIC




CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, forms,
and written directions.

HOUSEKEEPING DAILY CHECKLIST

PLANT CUSTODIAN - NATE CHAPMAN
HOUSEXKEEPING DAILY CHECKLISTY

TIME ITEM

7:00 AM Remove garbage from plant and place fnto disposal container
9:00 AM Dust-mop loading area

9:15 AN Break

$:30 AM Clean outside front

10:30 AM Dust-mop entire plant

11:30 Sand designated floor areas

12:00 Noon Clean both plant bathrooms

12:30 PM Sweep and mop lunchroom hallway

1:00 PM Lunch

1:30 PH Clean outside loading lot

2:15 PM Remove garbage from plant and place into disposal
container

3:15 PM 6o home

National Workplace Literacy Program
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CASAS Objectived.4.1 - Identify appropriate behavior, attitudes, and social
interaction for keeping a job and getting a promotion

~

- REPORTING A ABSENCE

1 THINK 1 HAVE THE FLU

Look and Listen

Mr. Carter: Hello. Central Plating This is Mr. Carter speaking.
Juan: This is Juan Torres I'm sorry. I can’t come to work today.
My, Carter: Oh? What's the matter?

Juan: | have a fever and a bad headache. I think I have the flu.
Mr. Carter: That's too bad Get some rest. 1 hope you fecl better.

Juan: Thank you

86 eighty-sin
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I

Check Your Understanding

Circle the correct answer. .

1. Who is talking to Juan on the phone?
a coworker ' his boss

2. Where does Juan work?

in a hospital  at Central Plating

3. What’s the matter with Juan? (You may choose more than one word.)
cough backache earache headache  stomachache fever
4. What does Juan’s boss tell him to do?
'get some rest  go to a doctor
5. Is Juan going to work today?

yes no

Practice

Write the words below in the blanks.

work call
speak  sick

Juan: Hello. May 1 to Mr. Carter?
Mr. Carter: This is Mr. Carter.
Juan: This is Juan Torres. I'm . I can’t come to
today. .
Mr. Carter: Thanks for calling. Please ' me tomorrow if

you're still sick.
Juan: OK. I will.

National Workplace Literacy Program
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I'M GOING TO BE LATE

Look and Listen

Bob: Central Plating. This is Bob
speaking.

Juan: This is Juan Torres. May 1
speak to Mr. Carter?

Bob: I'm sorry, Juan. He isn’t here
right now.

Juan: Could I leave a message,
please? Tell him I'm going to be
late to work today because my
daughter broke her arm.

Bob: I'm sorry to hear that. Could
you spell your last name, please?

Juan: T-or-r-e-s.

Bob: OK. I've got it. I'l] give him
the message.
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Practice
Match the pictures with the correct words.
a. 4.
b. e.
/ 4 *
&
:/l 5 —_
Ell
C. f.
— 1. She has a fever. — 4. He has an earache.
—— 2. He has a backache. — B. He's leaving a message
— 6. She's calling in sick.

— 3. He has a stomachache

National Workplace Literacy Program




VOCABULARY

Match each phrase to the correct picture.

—_—

My car broke down.

I have to go to a funeral.

I have to go to court.

1 have to go to the airport.

I have a doctor's appointment.

'm sick.
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TALKING TOGETHER

Make a conversation reporting a need to leave work early. Use the
questions and sentences below or make up your own. Then practice
with a partner.

Juan Mr. Carter
No, I couldn’t. But I can come in Yes, Juan. What is it?
early tomorrow morning.
I have a doctor’s appointment OK. That would be fine.
tomorrow at 3 p.M. I have to leave
early.
Thank you, Mr. Carter. Oh? You couldn’t get an

appointment on your day off?

Juan: My, Car'('er may 1 SDeak o ou
for a mome_\f\‘\* o\ease 7

Mr. Carter:
Juan:

Mr. Carter:
Juan:

Mr. Carter:
Juan:
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WORDS FOR WORK

Part 1 .

Which word does not belong? Cross out the word.
1. headache earache backache message

speak stomachache rest come

. spell leave call ~earache

. stomachache flu headache backache

. come break coworker get

oA W N

Part 2

Write each word below in the correct list.

coworker  earache come flu
speak boss get siomachache
spell headache break leave
Action Words Illnesses People
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SPEAKING PRACTICE

Complete the conversations. Then practice in pairs. Use your real
names. Give a variety of reasons for being absent or late.

1. Worker: This is .I’'m sorry. I can'i come to
work today.
Boss: Oh? What's ?

Worker: I have
Boss: Thats .1 hope you
Worker: Thanks.

2. Worker: This is . I’'m going to be late to work ‘
today.
Boss: Oh? What’s ?

Worker: I have

Boss: That’s OK. Thanks for calling.

3. Worker: This is .MayIspeakto__ 2
Coworker:I'm . HeorSheisnt________ right now.
Worker: Could ] leave a , please? Tell him or

her]l __ come to work today because

Coworker: Could you spell yourlast ____  please?
Worker:

Coworker: OK.I've ____it. I'll give him or her the message.

National Workplace Literacy Program
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SPEAKING PRACTICE S

Part 1

Read or listen to each reason. Write A if it is a reason for absence
from work. Write L if it is a reason for being late. Explain your
answers.

—— 1. My car won't start.

—— 2. 1 have the flu.

— 3. I have to take my son to the dentist.

—— 4. My daughter cut her head. I have to take her to the doctor.
—— 5. My mother passed away.

—— 6. A burglar broke into my house.

—— 7. My sink is leaking. A plumber is coming.

—— 8. T have to go to court.

Part 2

Complete the statement below with a reason for being late or absent.
Then give a time or date you'll be in to work. Practice with a
partner.

Example: I'l] be late to work today because my car won't start. I'll be in at
11:00.
OR
I can’t come to work today because my grandmother passed
away. I'll be in on Thursday.

Worker: I'l] be late.

- 1 can’t come to work today because

I'll be in
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STRUCTURE WORK

Part 1

Choose the correct word to complete each sentence.

has is  have am

Example: He _bai a headache.

1.1 a temperature and & bad headache.

2. This ___ Juan Torres.

3. He ___to go to the dentist.

4.1 _____ in bed resting.

5. He _ a backache.

6. She _____ calling in sick.

7. Tthink 1 ______ theflu

8. He____ leaving a message.

9. She ______ taking her son to the doctor.
10. She _ an earache.
Part 2

LY

Work with a partner. Ask your partner to leave a message for your
boss saying that you won't be in to work. Give the reason. Say when
you'll come back to work.

Message
To:
From:
] AM.
Date: Time: P.M.
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PROBLEM SOLVING

Ahead or Same Day?

Some reasons for being late or absent can be reported ahead of time.

Some must be reported the same day. Check ahead or same day next
to each reason below.

Ahead Same day

1. 1 have a dentist’s appointment at 2 P.m. on Thursday.

2. My mother is in the hospital. 1 need to leave early to
see her.

3. My car broke down.

4. My daughter has the measies.

5. My alarm didn’t go off.

6. I have to take my daughter to the eye doctor on
Monday.

7. 1 have a fever and a sore throat.

8. 1 have to leave early to pick up my car at the shop.

8. My brother is arriving from Mexico.

10. I'm moving to a new apartment.




GRACE CULINARY SYSTEMS

Site: Conference room located in the Grace Culinary Systems Facility in Laurel,
MD.

Instructor: Dona Pao

Time: - Volunteer
Class 1 - September 30, 1991 - December 26, 1991
Monday and Wednesday -
. 3:00-4:00PM '

Class 2 - September 30, 1991 - December 26, 1991
Monday and Wednesday
4:00 - 5:00 PM

Class 3 - September 30, 1991 - December 26, 1991
Tuesday and Thursday
3:00 - 4:00 PM

Class 4 - September 30, 1991 - December 26, 1991
Tuesday and Thursday
4:00 - 5:00 PM

Class 5 - October 1, 1991 - December 26, 1991
Tuesday and Thursday
6:30 - 7:30 AM

Student: Newly immigrated Hispanics whose work tasks included loading and
unloading food from trucks, cleaning and processing produce, following
recipes, cooking, packaging, and quick freezing food.

Instructor Summary:

Grace Culinary Systems is a food service company, located in Laurel, Maryland. This
company prepares menu items for distribution to restaurants, airlines, and other food-serving
locations. The majority of the employees are Hispanic immigrants, and, therefore, a
communication problem was evident between English-speaking, and Spanish-speaking
employees. The employees needed to have at least a minimal working knowledge of English
to follow safety regulations throughout the plaat, and to be able to precisely follow food-
preparation and sanitation instructions. Management was enthusiastic about the idea of
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having Englishclasses at the plant, and this enthusiasm was conveyed to the employees. When
registration tcok place, 62 students enrolled. These students were placed in five different
classes held twice a week. A difficulty arose when students with different skill levels had to
be placed in the same classes because of their work shifts. They were not given work release
time. Classes were held in the conference room and sometimes in the cafeteria when the
conference room was in use. Attendance declined rather quickly and nothing was done by the
company to identify and resolve the problem of lagging attendance. After the first month,
attendance had dropped to a steady eight dedicated students. The initial five classes were
merged into two. Unfortunately, lack of management supportand dedication became a prime
factor in deciding to terminate the program. The following paragraphs are the teacher’s
commentsregarding the students, the management, and the program itself.

THE ESL STUDENTS

Thestudents worked at the plant cleaning vegetables, making soups, baking breads and cakes,

packaging food, cleaning facilities, and performing other jobs related to food preparation and
packaging.

All of the students were from Latin America - the majority from El Salvador and Mexico, with
a few from Honduras ard South America. They were mostly young men who had come to the
United States looking for work to send money home to their families. A large portion of them,
as is true for many Hispanic immigrants, had very little formal education. The average
educational level seemed to be équivalent to middle school or beginning high school. This
posed a difficult issue in how to teach them English when many didn’t have the knowledge or
skills in Spanish. At times it was necessary to briefly teach in their native language in order
for them to grasp a concept in English. These circumstances made it necessary to teach partly
in Spanish for understanding to be achieved. It was soon evident that many of the students
dropped class because they were embarrassed by their illiteracy in front of the other students.
These students had come from agriculturally-based homes whereschooling wasnota priority.
Some students didn’t see English as a need since they had worked and lived in this country
without having been forced to use it. Those students that did commit their time to the classes
were very enthusiastic and ready to learn. Two books were selected as the main source of
instruction, Expressways and Working in English, but as withany source, they were notsufficient
alone. Therefore, supporting materials were selected from other sources. It was especiaily
difficult since some students had a working knowledge of English and could have been placed
inanintermediate oradvanced-intermediatelevel. But due toshifts at the company, they were
mixed in witha class of beginners. Therefore, many other materials needed to be selected from
more advanced texts to challenge them.

Unfortunately, because of the drop in class attendance, classes were ended after only three

months. The students who consistently attended class and had a great desire to learn English
were referred to existing ABE classes.
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THE MANAGEMENT

For the first two or three classes, the management (mainly the vice-president and two
managers) took an interest in the classes and were happy to see that so many of the employees
had registered for the English classes. However, once the classes were in effect, management
as a whole withdrew its support and relied upon the teacher and a Hispanic manager to deal
with problems and concerns. There appeared to be very little interest in the success of the
program, which was quickly noted by the employees. They were able to sense that there was
a lack of commitment from their supervisors and managers, and tiie employees followed the
lead in the attitude that the classes weren’t very important. However, this shouid not discredit
two of the managers (one Caucasian and one Hispanic) who encouraged and assisted those
students under'their supervision. Two Hispanicmanagers madeit possible forcommunication
between management and subordinates, but it was very inconvenient since they needed to be
tracked down in certain situations to act as translators. Itis truly believed that if management
had taken more of an interest in the classes and placed greater importance on them, that the
program would have been more successful.

THE PROGRAM

The course design/curriculum was left to the discretion of the teacher. At first she began
teaching introductions and greetings to initiate basic conversation; later adding supporting
material such aslikes and dislikes, family members, the verbs “to be”, etc. From there, she went
to workplace vocabulary such as fruits and vegetables, meats, and other products used in the
plant. Workplace documents were also used such asrecipes and quality control sheets torelate
English to the students’ work. For those students who were more advanced, she moved on to
the past tense, utilizing both regular and irregular past tense forms. Other topics of lesser

emphasis were also addressed such as weather, the date, months of the year, days of the week,
colors, etc.
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response
from oral cues

1 quart saucepzn

rolling pln potato masher

Gﬁ# s g —
\._J coffeepot

clock

tong-handled spoon

measuring cup P e e

long-tiandled fork

wire strainer

can opener
double boiler
paring knife
ST S

slicing knife




. CASAS Objective 0.3.0 - Identify the correct picture or appropriate response
from oral cues

C
. pie pan casserole mixing bowls

cake pans cookie sheet

rossting pan




CASAS Objective 0.3.0 - Identify the correct picture or appropriate response .
from oral cues

sauté

sift

7

e
rv-\
-




. CASAS Objective 0.3.0 - Identify the correct picture or appropriate response
from oral cues

cube
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ERIC

gl A FuliText Provided by ERiC [

CASAS Objective 0.3.0 - Identify the correct picture or appropriate response ’

from oral cues
CASAS Objective 1.1.5 - Interpret temperatures

I.

Your recipe says to use a very slow
oven. Set the temperature between

450° and 500°

350° and 375°

250° and 275°

. To boil water in a burry, set the

burner knob at

High
Medium

Low

. Your recipe says to use a moderate

oven. Set the temperature between

250° and 275°

e 350° and 375°

— 450° and 500°

Put an X in front of the right answer. Use the chart below for oven tempEratures.

OVEN TEMPERATURES

Very Stow Oven 250° ta 275¢

Stow Owen AUH° 1o 1287
Muaderate Oven IS0 a 37>
Hot Oven 400° 10 425°

Very Hot Oven 450° 10 5uu

4. To keep cooked food warm, set the
burmner knob at

——— High
Medium

— Low

S. To melt butter without burning it, set
the burmer knob at

—  High
Medium

_ Low

’(J
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CASAS Objective 0.3.0 - Identify the correct pictur- or appropriate response

from oral cues

CASAS Objective 8.1.3 - Recognize and/or demonstrate dining skills and

manners

TABLE SETTINGS

S 0O

Butter knife and butter plate: The butter

plate belongs at the tip of the fork. Put
the butter knife on the butter plate.

Soup bowl and spoon: Put the soup bowl
on the plate. Put the soup spoon on the

far right.

Juice glass: When you serve juice, place

the juice glass to the right of the water
glass.

.

Salad plate and fork: The salad plate goes
on the far ieft. Put the salad fork berween
the salad plate and the dinner fork. If there
isnoroom for “he napkin, put it on the piate.

D@‘

Cup and saucer: Put the coffee (or tea)
cup on the far right. The handie of the
cup points to the right.




CASAS Obijective 0.3.0 - Identify the correct picture or appropriate response .

from oral cues

CASAS Objective 8.1.3 - Recognize and/or demonstrate dining skills and
manners

TABLE SETTINGS 2

3 1 s .
- 2 _ 6
’ ) 7
1
8
7 9
13 ) I

; 10

o

There are 14 cating utensils in this picture. Write the name of each utensil beside
its number below.

1. 8.
2. 9.
3 10.
4 11
5. 12.
6. 13.
7 . B
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CASAS Objective 0.3.0 - Identify the correct picture or appropriate response
from oral cues
CASAS Objective 6.6.4 - Use measurement instruments

) MEASURING SPOONS

4 of these make 1 teaspoon

2 of these make 1 teaspoon

AN

e
3 of these make 1 tablespoon \ i ))\

4 of these make Y% cup
8 of these make %2 cup

National Workplace Literacy Program




CASAS Objective 0.3.0 - Identify the correct picture or appropriate response .
from oral cues
CASAS Objective 1.1.7 - Interpret product container weight-and volume

SCALE

=

4 sticks make I stick makes 1 stick makes 2 sticks make
1 pound 8 tablespoons % cup 1 cup

You don't need a measuring cup to measure butter or marga-
rine. You can measure it by the stick. There are 8 tablespoons
in each stick of butter. Eight tablespoons make % cup If you
need % cup of butter, use one stick. If you need % cup of
butter, cut the stick in two.

TP

]

2 cups make 1 pint 4 cups make I quart 4 quarts make I gallon
: 2 pints make I quart 8 pints make I galion
16 cups make I gallon

Many recipes use abbreviations 10 save room. An abbreviation
is a short way of naming something. You should know these
abbreviations.

teaspoon t. or tsp. pound Ib.
tablespoon  T. or ibsp. pint pt.
cup c. quart qt
ounce oz. gallon  gal

Sometimes a recipe calis for “a pinch™ or “a dash*” of some ingre-

A dierit Use a tiny hitle bir.
D A dash 1s less than % teaspoon
\@l A pinch is ¢s much as you can hold berween fingertip and thumb

MEASURING INGREDIENTS 27




. CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions

: RECIPE

©. 777 SuHare is acrecipe-for aatmeal ceakiss. Use it 1o learn about
. enokicg terms. Think shout the utensils you would need to
bake cookiss. How would you follow this recipe?,

OATMEA] COOKIES

I eup flour 1 cup qatmeal. uncooked
| wampoan buking powder & eup vegetable oil
¥ waspooe salt 2 tablespoons milk
% teaspoon Gamamon © ] 8,
" % waspoon sutmeg % eup chopped nuts
I cup brown sugar ¥ cup rausns

. L. Set owen a1 375°,
" 2. Combine the four, haking powder, salt, cianamon, and nuimeg
o s bowl
3, Add the brown sugar aad caumeal. Mix everything together.

4. Add the vegouble oll, milk, and egg Mix well.
§. Sur im the aus and raisns.

6. Grease & osakic sheel
. 7. Drop teaspoans of the dough on the cookie sheet. Each teaspoan
of dough should be about two inches from the nexi one.
§. Piace in the even. Bake at 375° for 10 munutes.
Makes three dozen cookies

<

1. Find four eooking terms in the recipe for catmeal cookies. Write the terms
in the blanks pn the left On the right, tell what the terms mean.

ERI

S A1 ext Provided by ric [FS




2. What ingredients do you need to make oatmeal cookies? Write them in the
blanks. )

3. What utensils do you need to make oatmeal cookies? Write them in the blanks.

4. How many cookies does this recipe make?

s. How hot should the oven be?

6. How much milk do you use in this recipe?

7. Do you cook the oatmeal before you put it in the cookies?

8. What kind of sugar do you use in these cookies?

9. How much nutmeg do you usc in these cookies?

10. How long do you bake the cookics?

A

Here are three measuring cups. One is for flour. One is for vegetable cil, and
one is for chopped nuts. Use these pictures to show how much of each ingredient
is used in oatmeal cookics. Draw a line through each cup at the right mark. Then
color the cup below the line you have made.

National Workplace Literacy Program
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Aruitoxt provided by Eic:

CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions

ERIC

INVENTORY

* NAME OF PRODUCT: INTERNAL TEMPERATURE :
DAYE OF PRODUCTION: TIME: -
CODE DATE: INITIAL:

WEIGHT PER PACKAGE ({LBS.)

SAMPLE NO. 1 2 3 4 5
1

2

3

4

5

6

7

g

TOTAL YIELD: Please weigh 5 of every 20 packages.
NAME OF PRODUCT: INTERNAL TEMPERATUKE:

DATE OF PRODUCTION: TIME:

CODE DATE: INITIAL:

WEIGHT PER PACKAGE {LBS.)

SAMPLE NO. 1 2 3 4 5
1

2

3

4

5

6

7

8

TOTAL YIELD: Please weiyh 5 of every 20 packages.

National Workplace Literacy Program

€y

e o e g e




Aruitoxt provided by Eic:

CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions '

WEIGHT CONTROL CHART

Nete: VWefgh (5) Bags for every (20) dags, pump &nd enter the weight ta pounds for each tample starting fros jeft to right.

--o-----------.nx---z---------.-------------------------.--..---------;--;--.-----------------.-----------;--..------«.---.

PRODUCT NAXE: EQPT CAL: PAOOUCT NAKE: . EQPT CAL:

KETTLE MO.: .STICK YIELD: ACTUAL YIELD KETTLE ND.: STiCK YIELD ACTUAL YIELD

CODE DATE: puNpy TEXP CHILL TENMP, CODE DATE: pumrp TENXP CHILL TExP

------------------------.....----.------------.--.---------.---------------------------.--n_«.---;---------.----------.-----.--

SANPLE 1 2 3 4 5 REXARKS SAKPLE 1 2 3 4 5 RENARKS

NEIGHY

YEIGHT

NEIGHT

VETGHT

|
LGHT ‘

PRODUCT WAME: EQPT CAL: PRODUCT NWAXE: EQPT CAL:

KETTLE NOD.: STICK YIELO: ACTUAL YLIELD KETTLE ND.: STICK YIELD ACTUAL YIELD

CODE DATE: PUKP TEXP CHILL TEMP, CO0E BATE: PuNp TEXP CHILL TEXP

.--------------.-----...----------------.--..--------.-.-.-.--.---.-.-..------------.----.---...-----.--.--------------.---..

SANPLE 1 2 3 4 5 REMARKS SAKPLE \ 2 3 4 s RENARKS

EEIGHT

WEIGHT -

NEIGKT

NEICHT

YEIGHT L ‘

National Workplace Literacy Program
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‘ CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions

WORK ORDER

o:};d’ 10/ 25751 GRACE CULINARY SYSTEZNS WORK O DER: 45507
rhkGE 1 - JOz NUFRZR:
. w0 DATE  :  10/257
FACILITY: 1 :RACE CULINARY SYSTEMS : . DATE ®EQ : (/237
SHIFT : 1
FRODUCT : 'OCC12500 SEQUENCE = 1

30UP, VEGETASLE VECGETAELE

FODEL NO: 0CC133500 DEFARTFENT: CI1CO

50LP, VEGETAZLE VEGETAELE SECTION R £/
COMM:ENTS:
BATCH @7Y: 1.u0CC YLC: 7030 STy o¢30: 70.C0.20  CGaAL.
cove ¢ lechzolaNt SHIFT  exTenceo clavtty

110383011 WATZ R 1
. 12300755  SASE, CnICKEN, NO MSG MIN 1
0G6C0o1 INIL%e 1/7e¢" DICED 1
.0560c21 Czlz™Y, 172" DICED 1
L1015320C CAr_.IC, CHCPPED/MIMNZES 1
£13507002 Tov,TcEsg, 74740, FILLETS 1 7.00  Cens whoS9 2
Léyda713 Tale T, TAZASCU, MACILFENWE 1
Cel035cu? SAUC 5+ wORCZSTERSHIRKSE, L& 1
7005808 SALYT , TaSLE 1
1
1

1.20 L
(231102 FINS #» LEMCA &S T.07 L&
11L01303 CINC SNTRATE, LEMON (VITA- Tz Lz
I006.240  IofiHINIs 1727 DICED A TTTTTTTTITTTITTTIITTTTIILRLTS L
20360181 Yol_GCw SQUASH, 1/c" DiCsd 1 49,75 Lit
R S R T B S S - B DA Y
Ca317800 STaxCr, NATL 150 1 L.2%  L=¢
R T R U L L AR L A i R Y R T
C1010655 SFINAGCH, CHUPFEDS, IGF 1

C130:%¢5 PAR;LeY ,CCARSE, cHCPPEE, 10 1

D R e Rk X R i e e T I PV P Y
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, ‘
forms, and written directions

WORK ORDER

Ll 1tesia GPACE CULINARY SYSTZNS WORK QR DE3: 41527
JErR JNE nUKF2zR:
w0 DATE s Wres
FACILITY: 1 GeoaCEZ CuULINAny SYSTELS DATE 283 ¢ /¢Sy
SUlFY - 1
PRODUCT : 0GC12500 SECUENCE @ 1
. SO0L®, VEGETAoLE VEGETAGLE -

MODEL NO: 0QUC1350C DEPARTFENT: C(1Cu

30LP, VEGETADBLE VEGETAELE SECTION T 10¢

COMMENTS:

ROUTING:  00013500-70 HLOREENTFR
PREP TIME: o ____ e—een oo MFG APFALVALY o ___--- cemme——a
COOK T1re:  _____ e mmcomc———— ————— QA ApPROVAL: mecccccacaceaaa cm———
PACK & CRILL: oo e REZO APFRLVAL: - IR
EQUIPMENT: 80 GALLCN KETTLE

PACKAGING:S

- = =~ - = = m = = = = = = - ———— - - - -

LPRATION DESCRIPTICH

010 STEP COnE 1
1) PLACE WATER (1ST), CHICK=N 2a3Z, CNIORS,
CELERY, GARLIC, P4/4L°'S, TaEASCLY SAULE,
WwCRCESTERSHIRE SALCE, SALT, LEMON ~TuD ANS LEFON
CCNCeNTRATE INTO KETTLE. nSaT TC 193 LECGREZS Fo

€020 " STEP TwO 1
2) ADD ZTuCCHINI AMD YELLCW SLUASE TC ¥iTTLZ.
KEAT TO 155 DEGREES F ANL CZCK FCR € #_N(Tcs.

€030 sT- P TnoEE 1

1) IN A STAINLESS EOsl RLEND WATER (cAI) £ND
5TARCH TOQGETHER USING A wlif wWnlie LSIHE A FINE
ChIWA CAP, GRADUALLY 20D SLUR?Y TC YeTTLE. PEAT
TC 150 DECRELS F AND COSk FOR & FINUTEZS.

£040 STEP FOUR 1
%4) ADD SCALLIONS, SPINACH wNC PARSLEY 10 ¥&TTLZ.
RERT TG 185 DEGRELES F.

050 SIZP FlVE 1
$) CHECK YIELD WITK a3TICK AANC ADJILST YO 71
GAMLCNS IF LOW. TAKE PORTIAON TO LaB F(R

vi> CCSITY ANE COLCR LWECKe T2ST: TC Cn3(X FLEVOR
AV TEATLRE.

National Workplace Literacy Program
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
‘ forms, and written directions

JEr 10725791 GRACE CULINAAY. SYSTENMS AORK DRDEE:T  Loeul
AcE:s 2 JNE NUpEzog
. 4 w0 DATE ¢o1072¢
FACILITY: 4 GRACE CULIMARY SYSTERS DATE ReG 3 1C/:¢
SHIFT - : 1
FRODUCT : 3(Cs0240 , - SEGQUENCE : 1
ZUCCHINI, 1/2" DICED
MODEL NO: 3CC60240 ’ DEPARTMENT: C1CC
ZUCCHINI, 1/2" DiCED ' SECTION : 102

COMMENTS:

PROCESS IN URSCHELL DICER.

ROUTING: SGLASH WCAIKCENTER
PREP TIME: . o o e e e e MFG APFROVAL: o oo
C00K TIME: e - QA APPRCOVAL: o mmmme__
PACK & CHILL: o ___ RED APPOOVAL: o cmmmmmmmee.

" EQUIFPMENT:
PACKAGING?
CPERATION DES CRIFTICN FACILITY/DeeT/aeg”
€010 STEP ONE ' 1

1) PLACE SQUASH CASE ON wA3HER CnUTS AND CPZN.

AS SQUASH GO INTO wWASHER RIMVec ALL THAT AARZ SAD.
(RZCCRD WASTES) wASH SIUASR wITH CunsTANT

AGI TATION.

6020 ST:P TwO ' 1
2) 2EGIN CONVEYOR BILT AND REMOVE SOLASH INTC
CRYIN SASKETS. TRIM ZOTH zNLS AND DROCESS
ACCORCING TG FORMULA SPECIrICATICAS.

chC. CF WC3KDaDzFP  L3¢4(
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts, ‘
forms, and written directions

TEMPERATURE CONTROL CHART

TR .:::;';}j;rzrﬂ:@m?.uki CORTROL CHART J..7:0 o ¥.i.v '-“‘-.112“55.':\1*"."’." ¥ ]
; ) ' ISR | 4 © - TOMBLE CHILLER °
g |u
EQUIPIT v TIME SET TENP OUT
TEKP |T |2
SET fL In [coow 100 | 200 | 190 | 2c0
TRODLCT COTE TATE {POINT|e |8 |TINE |I1ST | GAL | GAL | GaL | GAL

s S ! p o P

. DR e e FORM 3 Rav 12/%4 /192 »
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CASAS Objective 4.4.3 - Recognize and use occupational signs, charts,
forms, and written directions

CHICKEN CHART )
YYPE OF W0, OF CICKEN] POUNDS | WEIGHY OF INGREDIENTS ADDED:
DATE CHICKEN CASES USED | PER CASE | PHOSPRATE [SALE [WATER ] GELCARIN

e o ————

l
S

- a—— am .

USRS Soteuny P

National Workplace Literacy Program
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® LAUREL RACE COURSE/ESOL

Site: Multipurpose room located in a dormitory of the International Village at
Laurel Race Course.

Instructors: Belinda Elmer - ES.L.
"~ Lud Holmberg - ES.L.

Time: T Volunteer
ESL.I
Class 1 - May 13, 1991 - August 7, 1991
Monday
1:00 -3:00 PM
Wednesday
4:00 - 6:00 PM

ESL.II

Class 2 - May 13, 1991 - August 7, 1991
Monday

4:00 -6:00 PM

‘ Wednesday
1:00 - 3:00 PM

ES.L.1

Class 3- November 4, 1991 - January 29, 1992
Monday

4:00 -6:00 PM

Wednesday

1:00 - 3:00 PM

ESL.II

Class 4 - November 4, 1991 - January 29, 1992
Monday

1:00 -3:00 PM

Wednesday

4:00 - 6:00 PM

National Workplace Literacy Program




ESL.1 o

Class 5- February 3, 1992 - April 6, 1992

Monday -
4:00 -6:00 PM

Wednesday

1:00 - 3:00 PM

. ESL.II
~Class 6 - February 3, 1992 - April 6, 1992
"~ Monday
1:00 -3:00 PM -
" Wednesday ’
-4:00 - 6:00 PM

ESLI&II

Class 7- April 10, 1992 - June 16, 1992
Tuesday and Friday
7:00 - 9:00 PM

Student: Newly immigrated Hispanicemployees whose work tasksincluding walking
and grooming horses.

n mary.:

The class met at the race course in the small multi-purpose room which is also used for A.A.

meetings, Bible study, etc. Although all are Spanish speakers, slightly different forms of
Spanish were spoken.

In one class there were all combinations of non Spanish readers/non English speakers to non

Spanish readers/fair English speakers to English readers/speakers and all combinations in
between.

A volunteer came in for 2 months to help individuals learn to read.

Students ranged in age from 18 years to 45 years.

Class attendance was encouraged by giving each attendee a “coupon” to redeem for asoda and
hot dog at PeeWee’s snack bar on the track.

National Workplace Literacy Program




Various people have sent in bags of clothes (especially helpful in winter) which were speedily
requisitioned and used. The workers, most of whom came from the warmer climate of Mexico,
had no appropriate clothing.

Everyone in the class wanted more than just speaking and reading workplace vocabulary.
They wanted to be able to communicate in English. And, they wanted to see every word! We
accomplished that goal for many of our students. One of the trainers commented that he saw
the difference between “night and day” with a couple of his workers who were in class.

Most class rﬁe’mbers obtained an Anne Arundel County library card. As a part of class every
three weeks the students went to the library. Members discovered books with tapes and easy
to read books.

Some members of the class obtained drivers' licenses.

National Workplace Literacy Program




eeeeTeTaTTTaLSL——————

enrolled in an automotive course.

Larry was a substance abuser and many times came to class smelling of alcohol. He had a
learning disability in math and would frequently get frustrated with some of the work. The
group was very supportive of him and at the end of our sessions he was going to A.A. meetings
and was about to earn his one month sobriety token.

“Bones” took advantage of contacts within the class. He would attemptto “con” food coupons,
rides homeand sometimes money. He only needed a review of his basicskills and talked about
taking the GED examination. '

Byronas barely able toread, write, or do any math computation abgve adding or subtracting.
He was primarily taught one-on-one by Bob Griffith, the recreation director at the race course.
This special attention and “male bonding” was particularly beneficial to Byron.

Our second ten week session added Susan and J.J. to our group. Susan graduated from college
in Animal Husbandry and wanted to pursue a career change while J.J. wanted a career in the
health field. Both needed to upgrade their skills prir :arily in math.

Because their workplace tasks were so menial and because they lived such cloistered lives,
much of our time together was spent reviewing their basic skills and preparing them for goals
they set for themselves. They learned to write business letters, responded to employment ads,

practiced job interview techniques, and wrote resumes (two are included). The teachers and . |
students became an extremely close group. |

As aresultof our encounter, J.J. was actively pursuing a job by sending out her resume, Susan
was planning on going to the counselor at the Multi Service Community Center at Bladensburg
High School to consider her career options, Byron became a better reader and was using a
calculator for math, Francis seems happier and had more self confidence in herself, Bones was

still “conning,” Larry was on the road to sobriety, and Harold may just go into business for
himself.

The Maryland Thoroughbred Horsemen’s Association (MTHA) decided to continue the
program and contracted for a new class. The basic skills students decided that they wanted to
learn to speak Spanish next so that they could learn to communicate with the large Hispanic

population at the Racecourse. MTHA contracted for the class and the majority of the students
enrolled.

National Workplace Literacy Program
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CASAS

Objective 4.1.6 - Interpret general work-related vocabularyl(e.g.
experience, swing shift)

Gait - way a horse moves

Four natural gaits

walk - four beat gait
trot - two beat gait
B 1. right forefoot and left hindfoot

2. left forefoot and right hindfoot

Posting - way to ride a horse while trotting
1st beat - raisebody  2nd beat - down

caror - three beat gait, comfortable

1. one forefoot strikes the ground

2. other forefoot and opposite hind leg

3. other hind leg
gallop - work

Artificial gaits

Tools

rake
pliers

hay
alfalfa

sweet feed - mix of crushed oats, corn with protein supplement and molasses
bran mash - 4 gts. wheat bran and hot water plus 1-2 oz. salt

pace - used in harness racing
slow gait - slow four beat

rack - fast smooth four beat gait
breezing - fast running

pitchfork shovel bucket trough
hammer broom mop sponge

National Workplace Literacy Program




CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g. .
experience,swing shift)

- IDENTIFY THE FOLLOWING:

National Workplace Literacy Program




. CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g.
experience,swing shift)

Name the following grooming equipment. Give the use or uses of each tool.

IRA

2.
3.
>
QT R
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary(e.g.
experience,swing shift)

GROOMING EQUIPMENT AND HOW TO USE

GROOMING EGUIPMENT AND HOW TO USE 1T

TABLE 173

Ancw

wha s
How o Use 1

Uses et

Groommg Procedwe Mow % Do

Nool pick

<

A mela: Dk 10r cleaning
ihe loel

1o clean ous the leet

To assyre (hat ihe horse will Do
G1o0med (ROrOURtly 8RO Thal Mo
DOGy PaNg will DE Mis3cd WHOW
a gennite orger This may Oier
according 10 INdivigud! preter-
ance bui Ing 10NOwRG proCeowre
11 MO COMMOn

Crear ot Ine feel—Use the hool
pics Wore {rom the (i 10wer0
the 108 Ciear IMOughty the O9-
£rastions DRtweer the r0g 9nd
he bars Inspect 1or Iwush 800
1003¢ BhO8ES

Qurry
-y
(’UDD" or
mall)

[t

Use geally anc  smaut
cucies rather 1han wiih
Blessure end 10 johg
stiohes

Do not use the metsl curry
COMO DEOw the xnees
or hocks aooul the
resd o Over bory [re-
somnences No should
" be used On horses
1ha1 have been clipped
recenlly o lhal have &
then coal of ey

To groom horses that Rave
long 1hiCh Cosls

To rerrove caked mud

To toosen matied scurt
and 61 «n Ine haw

To can Ihe drush

- — e =,

Soey
Brush

The body bruth 13 ihe
o1neipa’ 100 vIed for
grooming

To brusk the enlire
e

—F\’\(\\ -l“

2

Y A
Jooh?

2 Groom ine POy —HOi0 The Culry
comb i Ine nQh! hathd 8nd the
Drush 1n 1he leN hang #nd PO~
ceed as lollows
2 St win the 101 5:0¢
b Follow this o/0e" the nach
Oreasl winers $houloe!s oty
down 10 It hage Dach 3¢ Dei-
y Croup anG hind Wgs Gown 10
the hoch

Then Deush trom the anee end hock
Cown 10wa( 0 1he hooh

Al tequent rtervais clesh Ihe dust
And hav from (he bash wil ihe
curmy COMD N0 kAOCk 1 Cutry
cOmb 8p8INSt YOUr hast Of tha
DaCs Of he ruih  free & Wom
omn

Curry genily byt Drush vgorautly

Brush ine Nau (R the Gueciion Of 43
natua’ isy

B:ush wath Care in the reQiOng O the
hanus Deiween (ne 10 @nd hand
#0s a1l Ine DOt Of Wu S1DOWS
ANG N the 1EIIOCRS

Afer grooming Ihe Wt Side trangie!
the Druth 10 The «ghl hand and
the curry comd © e Weh hard
(hen Qr00™ the HGh' $.0¢ 1 Ine
same Or0e’ #5 OescnDed BbOve

3 8sush the heao cOMD #N0 DrUSH
(he mane 400 18 —Use W DOCY
Brusn 0n ihe head

G/00T the mane 200 il 83 1ollows
2 Brush COwWNwers utng erlnet
ihe DOGy brush o1 Ine candy
drush
b Chesr Ibe 181 Dy

(1 Brusnong upward @ fow

e lvme Of Dy

€08 LND Ou' 8

ot a ime Oy nanc

Dandy The 0810y Drush % made | To remove Lght G from
ol sull fiber viuvahy fne shin To brush the
—_ about 2 inches n mane and il
wngin
Mens and Ute 85 Cuecied in tagt v
Wil comb cowma ADG A
— 1
. eV ’ ° ?‘( W ow
. 1
i e reees
Swaey A ma. o wooS 9crepe! | To (emove rcess perio-
scrapes 10t MOV Swa)i OF {aLON (1O hgpiel wel
= et &0 SwRBING BNWTE'L
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. CASAS Objective 3.0 - Recognize pictures or demonstrate aural comprehension
associated with health

PARTS OF BODY
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CASAS Objective 3.0- Recognize pictures or demonstrate aural
comprehension associated with health

PARTS OF FACE

hair

forehead

eyebrow

eyelashes —

eye
nose
moustache jaw
paimn "'?‘1: thumb
lip
‘e « wrist
teeth « /
g Sy
knuckle ( 7 '
O /
tinger /
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of

application

CASAS Objective 2.5.6 - Use library resources

LIBRARY CARD APPLICATION

ANNE ARUNDEL COUNTY PUBLIC LIBRARY
REGISTRATION FORM

- PLEASE PRESENT this form with VALID MD DRIVER'S LICENSE or M.VA.1D. showing current address.
PRINT ONE character in each box. SKIP ONE SPACE between requested information.

LAST NAME FIRST NAME (No nicknames) MIDDLE NAME - JR.SR.etc.

LI I T T I T T T TP I T I T I T T I ITT]
MAILING ADDRESS (Please give number, street, apartment number, P.O. Box #, etc.)

L LT T T I TP I T T I T I I I TT]

BIRTH

cny 2IP CODE TELEPHONE Month & Dey SEX
LI T T T T T T T T T T e e j
ervers tease« (][] -1 1] -(T1]-1 1]

THE FOLLOWING INFORMATION 15 CONFIDENTIAL and is not required to get your library card.
We will use it to better plan your library services.

AGE - Please check one. EDUCATION - Check block for highest level of education gompleted.
1 0-5 0 No formal schooling
{ 2 6-12 1 Nursery/Kindergarten

3 13-18 2 Grades1-6

4 19-25 3 Grades7-11

5 26-54 4 High Scheol or Equivalency

6 55+ 5 Technical School, Commuruty College, 1- 3 years of College
6 4 years College
7

5 or more years College (Graduate/Professional School}

THE UNDERSIGNED is responsible for materials borrowed and fines charged. (if under 16, signature of parent, adult
responsible for child, or guardian required. Both child and adult must be present. )
FOR YOUR PROTECTION, IT IS NOT ADVISABLE TO LEND YOUR LIBRARY CARD.

SIGNATURE DATE

Relation to child: ] Mother [ ] Father [ Other

FOR LIBRARY USE ONLY

New Registration
Rename

PZ# APATID{ ]—I l [T l ]

' SCAT’E:D STATUSI ! NSLC IDENTIFICATION. E Mait
‘ m/F G A E Not Available

ADDATA OLD PZ#

- STAFF INITIALS AGENCY o D C INPUT BY VIDEO P2#

9OF119
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Aruitoxt provided by Eic:

CASAS Objective 2.3.1 - Interpret clock time

CASAS Objective 2.3.2 - Identify the months of the year and the days of

the week

_ LIBRARY HOUR

ANNATOLIS . 1410 Wat SL 212-1750
AROADHECK . 1775 Green Hinlly Dy, 227.1908

PROOKLYN FARK - 1 Eatt 1th Ave off Ritchie 1y . 20 6200
CARF-A-VAN . 1010 Eastwoy, Clen Burnie, 222-6270

CROFTON . 1657 Crofton Centre, 227.7915 or GO1I261.3600
FASITORT-ANNATOLSS NECK - 249 Hiflamere 11, 227 1070, 104 263 1366
FDCTWATCR . 25 Stepmeys Lane. 277 1538 '

Lt 1- 400 Shipley Rd., 722.6265
T ——

M-Th9.9: P8 9-5:%un1.8§
MITTh 1-9:. Ws 9.8 F1.8
MIITh1-9: WS 9.5, F1.3
Call for Delivery

M-Th9-9. FS 9.5:5un1-8
MTTh 1-9: WS 0.5 F1.X
MITh1-9;, WS9.5. F1.%
MITh1-9; W8 9.5:F1.8

“LARYLAND CIT Y- 3421-23 Ft Meade RA. R 198). 111725 7990

MITh 19 WS- STT

NOR 111 COUNTY . 1010 Fastway, Clen Burnle, X2.6270, TDD 7370206
ODINION. 1770 Odenton RA, 222 €777

TROVINCTS. 202¢ Annspolia Rd Py 175), 212 fmr

PIVITRA RTACTE. 110 Tvvaft They , 727 698

SFATANATARK . 88 McKin~ey Rd . 700290

SOUTIT COUHITY - 5010 Deate-Clusichton Rd., Deale, 227 1926 o 8674164

M.Th9-9 FS9.58%n1.8
MTITh 1.9, WS 9.8 F1.8
MLIR t-$: WS .5 T 1.8
MIIh 1.9: WS 9.8 F 1.8
M-Th9-9 T8 0.88n1-%&
MTIh1-9; WS 9.5 T 1.8
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary (e.g.,
experience, swing shift)

PARTS OF A HORSE )

o \]
/) /o hH
~ Oo oo '_' 0 \
o\ @

0 Q¢
o] °
o . 8 0 ‘
-

POINTS Of THE HORSE

¥ Mozrie 2¢ Sihe
2  Nos:u 25 Hont
3 Jow 26  Sheoh
4 Chaal 27 Undertem
S foce 2 Gosta
6 Eye 2 Pomt of hecl
7. Forehead ond forsoct X Hoxt
- Pl 3t Moof or foot
? tor 2 Coronar
10 Mane B Posten keel
1t Crer M Fetoct e n Bk
12 Nea 35 Comon
13 Thogtores or theome 3 Kree
o Waden 3 foreorm
15 Back ¥ Pomt of elbow
16 low P Am
17 Crouw 40 Porr of shoudser
18 HMp 41 s
19 Couwetng 42 Meon gomh
X TYou 4 Sodder
21 Pouni of bumocks 4 Crapnsy
2 Thg S Dot
23 Quone-

PAFulToxt Provided by ERIC
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CASAS Objective 2.7.2 - Interpret information about ethnic groups, cultural .
groups, and language groups

CASAS Objective 2.7.5 - Interpret literary materials such as poetry
and literature )

The article on the following pages was discussed in class. This article was about the working
conditions of our students.

National Workplace Literacy Program
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LERIC ...

Aruitoxt provided by Exic:

Working anenymously and often

licing (n wqualor, grooms arc the

uncung heroco of thoroughbred racing

THEIR NAMES

PHOTOCRAFPHS BRY Ju3IN (VNSO

National Workplace Literacy Program




Aruitoxt provided by Eic:

Only aaytbat borue: adl aut v if you st there an? ap.ad tos with em Shou em that yeu re
1 "t belr em Love o Talk to eni Get tokitoe eor Mot thot s wbat wour ata o

Yowdvc enm and they U bie you. b People agbe cal’ an crazy boot thst o the wov i o Lhern
oot eauttead 39 war-ond ] acnt ever gonna gne ap Ftbori they U taly ms te my ¢tove awh a

pichforl in my band and a rud cag in my bael pscler — Eiod ars SUTAT. Grovar

EN STUBES STRETCHED Mis
nech over the rail by the
winner's circle, adpusted the
‘lue wool hat on his head
and squinted up the home-
streich 1award the staning gate A Hound
of the Bashenlles fog had clung all day 1o

Laurel Race Course obwunng all but the
tate stretch runs. and now the horses 1n
the 10:h race were dancing like shadows
in the distance. loaking ghostlike in their
gallopcinthe gate

Stubby flipped his eigarettc inte the
mud of the racetrack and vomped his

and a Triple Crowrn

duck boots m the cold I was almost
4 15p.m.on Dec 29 andite even horses
were neaning the stairng gate for the
$100.000 Congrestional Handicap. a
1%-mile charge along the dead rail of
winler racing in Manland It had snowed
the day before, tuming the racetrack into
mire, but 12,474 horseplarers had shown
up and were betting more than $250.000
on the Congressional afone malung Run.
away Stream the tepid favonie a1 82 4010
$1 Now the seven hores” grooms, who
had walked their charges ftorm the harn to

the padi-st fer saddiing

were gathenieg an small

Swent, here crowds Nu«t Ine wenner’s Cir-
rubbing fer treiner €6 Siubhe 37 3 genam for
RetardDesusie LV N
ot Setrnont Park, shank inh«< hand

wen his second He looked up the race
Kentucky Derby track " Cant sec much ™

he sai2 S'ov% v look.ng
for his h.roe Chas Whim

with Secretariot the betiore thicd chince In
Geft)in 1973, the Corgress ore ot neatly
4] The Yoo - o choanu
geldimg Pt emerged

A

BEST CGPY AVAILABLE
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$Siubbs’s reward for
muching out statly
vr et el Mot popa.at 1anncers on the
Momandariar One .tk host horses
bever put s hande o Stubbs said as
the horses i adedirte ing gote “He can
nur ond hu Lan run e g7 cthing —grass,
dirt mua b this N mgtier Calm as 8
lamP 1o Arcarma hees,

Al stahe for S1ghne wgs $SAO0 or 1%
o the Cengrosseng! winnyr ¢ share of

SEor Pl Lt e pay

atlaurelis s hittie
afection from his
horses. barely
enough money {0
support his tamily,
and quarters
scarcely betier
e pre o o b il gooears have than s barn
A nar e ooy o the hing whep thear
hoteioron masc ohop. R aathat ex

[ vhandae N ek e
LA W e e s gl or
DU IRC o et Ry rakes Whodese ot te s wathtbagh By aid o AL BRI 3
LIt ret avctwdethe mINT e p oLty R AN e
ar et e waos that o over potiabes W fae TR Bl res e [N
Moot e et St whe peratutes p o oot tod s b AR R I [N LU R
I O AT O LB LT N T LFE TN BN TN T S O N T .l'.--- Lol SR T O S
[ M R e gr o, A thewrr o wt oo R 7
[ R mad ans ot b s e e N
et oo w Y .o w iy ' B
. L T (O -7
Vo . . . . N t
. . - v [ AN y Ta B
. S . . '
] - e . - !
LU , (1)

bel'Y AYAILABLE
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ble area. Stubbe patsed avtern
of Jim Spcars. the groam of
Reputed Testumeny 3 6
shot 1n the race ond Spuais
hollered “I'm gonnu hick siour
buri on Saturday’

"You ain’t gt 3 chanec'”
Stubbs yelled back

The nest dav with ke coan
ing the bran-hes of trees and
with snow gusting groom Wil
hie Kee was suung 1in g smyll
r00om 1n the detentan bam nn
the backarcich waictmge the
races with other stehl buar 1
including Sauni Jones
horaaddber feonn Chas Whie o
bam “"Well Im ponee wir
the Congresuiona! tomatsow
Kee announced loud'. 1!
be laughtn at em el e b,
winner's circle ' Koo was 1k
groom of Leaened Jab. wt
hadplaced inhis Jass twaoroens
at Laure! botk vrabys

“Egot the fies boes,
sctupforme ctowcd K
dont dn oy thos o

there’s ploan, o' ypave v 0L

ofl the pa.

70

A ST EARNIWIL N § FRUTIR TTN
said Cheswiliwin
Chay » =t on the hoard 1emor-
sard Koo The spudd wi nnsh

Junes

e
hir
Jones laorhad

[TEVREEN BRI

Horse b rons, | ber

Hoescarasm e Recsa 2 Hew
Mo

Boryeo o
Jakegert G

Theu.

she sad

suloeessw AR

cose of andy

Lafl o2 Rl e mess witk Chas

Bownding fraes the gate the B Seattle
Dawn hookid upwinb Chas Whimon the
lead and ihe fwe were huad ond head as
1hey raced thraueh the stretch the first

Learncd Jube 1l hadk
mostly in the et AL e de

Agroom's work is num.

PO
hands washing !

horses’ legs.

wrapping them in Co v
dandages iecured P
wilh salely pins and |

holding the lead |

shank on walks

gnooms

dashing across an English moos, and Chas
was 1n front by three, with Stacy 1n red
sitks setting him down

“Come on with him. Allen'’ yelled
Stubbs

The chestnut raced on the lead through
the stretch, finally winning by alengih and
threc-quaners over Jet Stream and 2
lengths “over Reputed Testamony The
tumer fitshed a final time of 2701 %, only a
tich-off the teack's 10-furlong record
Stubbs lcapt for the winner's aurcle “Hey,
1 knew they weren't going (o beat um to-
day," he said “Iknew it"”

On the racetrack in front of the circle,
Stubbs spotted his frendly antagomist,
Spears, and pointed to him.
“Turn.your hors¢ out to pas-
ture."” said Stubbs. " told you.
Give him a break He needs a
rest'”

Stubbs warted for Stacy to
gallop Chasto the circle. “This
is the best horse | ever had my
hands on,” Stubbs said He
made a thumbs-up gesture
as Stacy approached Then
Stubbs led Chas” Whim into
the circle 1o get their picture
taken, and finaly he walked
the gelding down the raceirack toward
the bamns The chestnut, hus legs and belly
speckled with mud. his eyes wide and nos-
trils flaring. strode off wih his groom
Stubbs slapped the horse on his neck and
whispered into his ear “it's all nght, you
did good ... It's all over now, you win
agawm, it's all nght now

Stubbs smiled and nodded ar the
grandstand fans who yelled to him
Grooms shouted. “"Attaway, Stur p'” A
pony girl reached out a hand and gave
Stubbs a high five "Waire to wire'” she
cned “"Waytogo ™

The groom angled hi horse through 2
gapinthe fence and toward the barn a1ca
kecping up a constant patter in Chas’s lefi
car. which s100d up and twirled a¢ he i
tened “You don 1 belong here.” Stubhs
told im “You're toc gond for these
horses heret Hear me” You should be
California, or New York You e a good

norse You gotfa o where the money is

The man and hi horse strode teium-

phantly 1o the siable atea A hand!ul of
<1able worhers. most of ther grooms ap
plauded a« the two swept pasi. heading
for lhc'lcumg bam Acroscthe ruad from
the bamn. Kee was alreads prang Leamed
Jabe 3 bath and winaing 2t the sourd of

¥
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eape Junis Hurcact o2 cut hit haad

Tor Boram ot Stubh wae g

MR A 7 ot Provided by ERIC [EpAebvabe s s

QRooms

Pt * a2 b who
s saa dune
. ~vapucof
< Torthar wour

Thats

Tauk radion”

e g St

Vet mwet L

ARSI BN
ks Thaes «

what Like 1 omm rag

i¥] Tda

Sarcde a o m ok ey etrack has
= moratle pa-
Soatar, halk

Apashutame oL L

tade abarae,

And there was Sloan ( Duch Butter) Pnce,
so nicknamed. ke once explained. after he
successfully duched a fiying stick of butter
in a racetrack cafctena fight ~

The names are tamer nowadays Down
at Gulfstream Park, workung side by side.
are South Carolina Jimmy and his cousin,
Willie Green “Bili for short,” says Wille.
Tumes have changed 100 In the first half
of this centuny most of the grooms like
Slow ‘n* Easy. and Duch Buner, were
black Many of them came¢ 1o the race-
track from horse farms wmn Kentucky,
South Carolina and Virginia, and they
traveled lke vagabonds from track to
farm 1o track. The most celebrated groom
1n the first half of the 201h centurny was
Wil! Harbut, the black handlcr of the 1m-
wortal Man o' War, the greatest Amen-
can racehore of his day Thousands of
pecple went to wisit the stallion each year
at Faraway Farm in Lewington, Ky . where
Harbut would stand in front of the horse’s
stall and regale bis rapt audiences with
stories of Man o° War's exploits, some-
times ending with a theatrical fiounsh:
“He beat ali de hosses. and there was
nothin’lefi for himto dc He was de most-
esthoss Stand still, Red ”

Not 20 yeass afier Harbui and Man o'
War died. a month apart. in 1947, the era
of the predomnamily black groom was
disappeaning as rural Southern blacks mi-
grated 10 the industrial North and sought
higher-paying union jobs in factones
Racetracks began opeming jobs in their
stable areas o women—female grooms
or exercise nders had been wirtually un-

heard of since ih&dawn of

straich gr T South Careling Amencan racing—who were
[l T T PR G S IS Jimemy is used 4o joned by an increasing num-
Binoand Noot Sacat Hoss ber of Latin Amencans. par-
and Sl W L HLed Ty, Beftngnuzziessnd oo Mexicans at Califor-
whow S tlam  dos-eyed leeks ma racetracks an.d Cudans and
m o - tromhus chargesat  Puerio Ricany at tracks 1n

b Gulistream Poark, Flond.
o Today there are female
[SELEEIR v « tor  grooms. piuchforks n hand. mucking
L - « and  stally a1 all the venues of the spont They
" 1. ! | e 151" come from everywhere, from farms and
0 PRI N = Nmen owhe towns, often wath years of expenence in
! . satto « v, 10 nding and grooming pleasure horses
LR N n tornn Anita Lichienberg. 23, of Mankato,
' - Minn , began niding a< a child, broke thor-
} I =t oughbred yeathng+ av a teenager and
! ! . T spent a summer working as a groom at
! e L «=¢  Canterbury Downs outside of Minneapo-
' t.% hs That expenence with racchorses
ARD changed het bl To the dismay of her fa
I thet. a retired Mankate polivcman—"My

A}




———

father wanted me 10 go to college,” Lich-
tenberg says ~she chose 1o make a hfe for
hesselfl on the racetrack as a full-ume
groom This winter, at Belmont Park 1n
New Yorh. she was up every working day
at445am and off to Bully Mott's barn,
coffee 1n hand. to begin the care and han-
diing of three of his expensive fur coats
She takes home $2303 week.

Tias not soft work, Wfung muck tubs and
€arning them 10 the manure bin. shinging
bucacts of waler from the spigots to the
stal’s. hauling bales and foriduls of hzy
and straw, getung stepped on and pushed
aroond by 1,000-pound amimals in their
s1alls “But | enjoy my job,” Lichtenberg
$2ys "] lke women at the track. 1 thunk
we're more conscientious about taking
care of a horse, we pay more atiention to
detal 1t's kund of bike taking care of kids
You gotta know when to spank them and
when 10 school them The racetrack gets
in your blood Peop  + 1o leave, but it
sceme hke they abways come back 11 pulls
You. like an addiction **

Nothing pulls like the yanqui dollar
Mexico, and the opportuniry to earm more

than $1,000 a month—and, with luck, a
good deal more than that—has filled
the sheds of Amencan racetracks with
grooms from south of the Rio Grande.
Many of the Meucan grooms were famm:
ers back home, or farmers’ sons who were
raised around horses Numerous trainers
say the Meucan grooms bnng 1o thew
jobs a practiced skill with horses, a feel for
the animals So it comes as no surprise
that Meocans are handhing several of the
most prominent 3-year-old horses this
year. including Fly So Free. an carly fa-
vorite for the Kentucky Derby who ran 2
disappownting fifth at Churchill Downs,
and 8 striking California colt named Ex-
cavate, a son of Mr. Prospector.
Francisco Ramirez, 20, the groom of
Fly So Free, grew up the founth of nine
children of a farmer in Zamora, in central
Mexico, where borses were a part of his
carly years "1 think 1 was bom on a
horse,” Ramirez says "1 was raised with
them 1 loved them ever since 1 was a
young boy.”™ At 16. be followed his older
brothers north to racetracks in the US..
first to New Jersey and finally to New

York trainer Scotty Schulhofer's bam
Last August, seeing coough in Ramirez's
horsemanship to justify the ulumate vote
of confidence, Schulhofér made him the
groom of Fly So Free, the 1990 2-year-old

hampion "He s hing 1 love, ke a
car,” Ramirez says of the colt. ™| take care
of him like he is famiy.”

Early n February, Francisco Solis of
Guadalupe. Meuco, stepped into stall 24
of trainer Charles Whiniingham's bamn at
Sama Anna. took Excavate by his halier
and turned the big colt in a half circle. "A
good-looking horse, mo? Strong, very
strong.” Solis s2id “But very kuind. And
the coat' You ought to sec it when the
sunshwne hits it. His coat 1s like a murror ™

“You are always hopin' that every
horse you rub will be the top one,” says
Green. "1 lay down at aight and 1 think
about my horses How can | make them
better? Oh, I'd Jove to wan the Derby. 1
think about it every time 1 get a young
horse 1 never even been to the Derby.
Can you imagine walkin' the Kentucky
Derby winner back to the barmn? It would
be like walkin' to beaven and back.”
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Aruitoxt provided by Eic:

Eddic Sweat has been there and back,
not once but twice, and the memones still
drive him at age 52 In 1973, Sweat
achieved a kund of celebnty unmatched
since the days of Will Harbut He rubbed
the 1972 Derby winner. Riva Ridge. and
the next year came back to Churchill
Downs with Secrctariat That first Satur-
day 1n May 1973, Sweat became the first
£room in memon 1o have rubbed back-
to-back Kentucks Derby winners. and five
weeks later he became the firsiin 25 years
to burmish a Triple Crown champion He
nearly won a third Derby with Chief's
Crown, who finished third in 1985 Today.
Sweat is Tike the old fighter who wants
one more dance 1n the lights

“Just one more Derby.” he says. “and
Il be the happiest little ol black man you
ever want 1o see Just one more Derdy
That'sall Jusione

Solin. 35, has been there 100 He was
raiced niding horses leaming 3t the knee
of his caballero grandfather But nothing
prepared him for the shock he gotin 1982,
shorily afier he had bridled a 21-1 long
shot Gato Del $al and watked him 1o the
paddock for the Derty Sohs waiched by
the outside rail as the field came charging
past the stands thy first umce. with Galo
floundenng. 19th and fact Tt was lhc «
dream.” savs Selin [ was at the rail with
all the other greoms and when he came
by. al: the dirt was flying up 1n s face
ond 1 remember thinking a< his groom
He hasn i run g gquaner of o mile ond ol
read hesdim '] couldn ¢ sce himbecavw

74

of the infieldcrowd, and then ] Clay lod Sunday

heard bim called fifth at the
far tum They came into the
streich, and 1 coutd sec him |

from idyihic Back in the 19205,

SHence tovictores  53ys Rodger Gill. trainer of
inthe Derby. the

Chas” Whim. “grooms were
tike slaves They slept in 2

could see the silks He was Proaknessandthe  43)) The pnwvy was outside,

running toward me. on the Breeders’ Cup
Classic In 1989,

lead. 1 had both fingers
crossed and 1 was praying
There are some things you remember for-
ever For me. the day | graduated from
high school And ms first home run in L.
tle League in Mexico—1t hil the roof of 2
two-story house. right center And the
stretch run of the Derby They are things
you remember foreser

Off to the side of Excavate's stall Solis
ts paring wedges from a large carvol and
adding them 10 the colt s twb of oats and
sweet feed The horse comeswide-eyed to
his door, sniffing. lcohing for the groom
“After you taste 1t once.” Sohis says of his
Derby victory, “you want 1o taste 1t
again "

Of course. tasting from that julep cup hav
been reserved for only a shm crowd of
racetrack swipes who woke up one mom
ing 10 find them<elves through the whims
of chance, leading the sacchorse of the
moment 10 the horse race of the year
Moect grooms have ncscr made 11 1o the
padduck for the Durby and never wili ard
for many of them nuthing will ever taste
sweeter than cofice and doughnuis a
tam Asfolka o he madc bis corner of
the world seem witk bus homespun dial
ané charm Harhul < eucience wa for

and they 531 on & rail 1o go !
to the bathroom They were
abuved by work They got up
at 3am, and the stalls were mueked out
and the horses brushed off before the
trainer ever stepped into the bam ™

Al many racetracks today, the ving
concitions for grooms and horw alkers are
not much better. In New York, the cradle
of Amencan raciag and the citadel of the
sport’s eastemn establishment. some of the
houeing for backstretch workers 15 a scan-
da! 1r May 1989. Charles Clay. the Cali-
formia-based groom of Kentucky Derhy
and Preakness winner Sunday Silence, ac-
companied his coli to Belmont Park 10
begin training for the Belmont Stahes in
hiv quest 10 become the 32th Triple
Crown winner The coll was racing’s
reigning ster. s0 he ended up in a barn
with far eleaner quariers than the race-
track ger ¢ 10Clay The groom found him-
self in 2 room that would have shamed 2
Bronx slumlord

“Filthiest place 10 huc | ever saw in my
Ie's " Clay sad “First thing 1did 18 1
¢leanvd the whale placc with Clorox
¢hoanser Scrubbed 1t down Then lcetoff
twe fugch bomhs Thea 1 set our 31 hnie
taa h 1rape along the watls They expect
poeph telncmthathind of filth " Tiwav g
denpracy




QA i Toxt provided by i [

gnooms

Not far from the hole-in-the-wall
where Clay lived for three weeks is & sin-
gle-stony stone building contaiung room
C-61, which 15 shared by five Mexcan na-
tionals One of the cots in C-61 1s rolled
up each mormung so that the men bave
100m 10 move around Like most Mexi-
cams who work backstretches 1n Amencs.
they are wiling 1o endure the cramped
Quarters because racetrack housing 1s
free. enabling them to send the bull of
their earmungs home to their famihes.
Rpom C-61, entered through a knobless
door with one lock. s spare Initarea 13-
inch TV atop a small refngerator. 2 hot
plate and stove for cooking frjoles and
wrullas, and a four-door wooden closet.
A tattered maroon blanket hangs across
the window. Groom Antonio Amezcua,
30, sends $800 of the $1,000 bc makes a
month 10 his wafe and son in the Rtate of
Michoacén, west of Meuco City. Amez-
cua has pot been home since last spring.
His 15 a lonely hfe, a routine bracketed by
sleep and hours of tedium.

“We don't go out much.” says Amez.
cua “We amuse ourselves here in the
room, tallung and looking at television.
Sometimes, wher 1t gets warm, we find an
opeo space and play soccer, kuck the ball
around We miss our families We wmite a
lot Once 3 month we may make a call. but
mostl) we wnte My lfe 1n Mexico has
changed much since 1 started working
bere Tlive & bitle bit better than before 1
think my life wall get even better if 1 con-
tinue to work hard *

There 15 no running water 1n the room.
po bathtoom, no private shower In the
winter the men dress against the cold be-
fore heading out to the washroom, 25 feet
away If there 18 a savang grace for the five
amigos lving cheek by yowl in C61~
“hke cigarettes 10 a package.” ome of
them savi =1t 15 tha: they do not have 1o
endure the eye-waiening odors and dis-
charges that befoul life 1n C-40W', & two-
story redbnck dormuory for grooms and
other track employees across from the
Frenchman's Kitchen, the cafetena in the
stable area

One day in February, the dorm’s first-
floor bathroom was awash in the rank
overfiow from stopped-up toillets An ag-
ing lump of human excrement lay 1n a
back corner of the shower The murrors
above the sink« had been shattered. and
the room was httcred with used bathroom
ussues In the hall ourside. sand and mud
caked the wet wooden ficor Upsiairs and

National Workplace Literacy Program




down. throughout the comdors and the
stairwell. 2 monkey-house reck penaded
the a.r Down the firsi-floor hall, tnone of
the 11- by 14-foor rooms. groom Gary
Prau. who rubbed New York stakes star
Champagneforashley last year, before be-
ing disabled by a bernea. was hng in bis
bed. watching television and listening to
the hum of the fan blowing out the win-
dow Hisroommate was out

Pra‘t has loved his life on the racetrack.
workng with the horees ' ve made goed
money, and | get along with horses.” he
said "I hike 10 spend ume with mune Hey.
they're 1n thewr stalls 22 hours a day, and
that's rough. bonng duny Butits wonth
the exira work 1)ust hke the way they run,
the way a good thoroughbred moves. hke
Champagneforashley Boy, 1t's exciung
whenyou have a good one ™

For Prant. 35, one of the pnces he has
been willing to pay 18 living 1n C-40W
“It's embarrassing to live here.” he said
“You carn't bring anybody here because of
the fumes [ use the upstairs bathroom—1
bave 1 key 10 1t—because there 1s noway
I'd ever 1ake a shower on this first floor.
You'd shower in there and come out
stinking worse than when you went in
You get people who don't lise here wan-
dering in all the ume, and they don't care
what they leave behind

Pratt glanced around the room "1 did
all this decorauing.” he sad “Put up
sheives for clothes Put in the ceiling fan 1
painted it all It was really durty when |
moved in. Dint on the walls It 100k e
about 24 weeks, little by little, to make 1t
livable 1 don't much like hving in this
building It's not only the fumes. You
don't have any privacy. The rooms are

gno

noiss No aiscondiioning The whole
buitding 15 boding in the summer. But it's
been my home here ™

Set againsi the grandeur of Belmont's
clubhouse and grandstand. these back-
stretch rooms provide the most vimd ex-
ample of substandard hving conditions at
Amencan racetracks. but they are not
alone Hollywood Park in Californiz has
been promising for years to tear down its
leaky wooden tack rooms (this 1s the year,
the traclk say<) and last summer at Del
Mar. just nonh of San Diego, some
grooms wete suli bving in detached cubi-
cles 50 small that they looked lde priv-
1es—wooden boxes $0 confining that one
Mexican joked that he had to step outside
hi« room to change his mind At Gull-
stream. meanwhile, some of the back-
stretch living quarters are “a disaster,”
says traner PG Johnson. “In some
rooms you have to run an extension cord
n from the tack room to bight the place.
No outtets Cement floors ~ And 1n Mary.
land, hiving quarters at Laurel and Prmlico
are from another age

“It's very prumitive living,” says James
Rouse. the developer of Columbia, Md.,
and Balumore's Inner Harbor. whose En-
terprise Foundaton raises funds to build
low-income houstng and 1s helping to de-
velop plans for three new dormitones at
Laurel “It's surprising with so much
weahth involved in the sport.

OMS ~

Sweat—have labored in anonymity,
lated from and largely unseen by the pu
bic At even the Jughest levels, no one
knows the grooms’ names *They are the
unsung heroes of the sport.” says East
Coast trainer Sonny Hine Four years ago,
when Chrysler Corporation began spon-
sonng the Tnple Crown Challenge, com-
pany executives decided 1o give away 3
new car to the winning jockey of each
event To give a new Lebaron to a nder
with & seven-figyre ncome 13 1o throw
gold dust at Solomon Afier the jockey.
trainer. owner and breeder take their
bows for the cameras, the one who truly
knows the horse best—the one who has
put in all the hours on his knees. apphng
ointment to the ammal’s legs and wrap-
ping and pinning the bandages. holding
the open safety pins between his teeth—
dnves to a diner io 2 banterelChevy with
expired plates.

"Grooms spend more tune with the
horses than the trawners do, but what do
they have to look forward 107" asks Hune.
“Another racetrack. another b They
are like pomads. going from track to
track lnadequate medical programs No
retirement (

Walter Love, one of trainer Woody
Stephens's grooms, has just finished dig-
ging up the bard dirt floor In front of hus
three horses’ stalls at Gulfstream and 1s
carefully levelng 1t with a

People 1n black Cadillacs For Lichtenbarg, wooden rake “1 love horses,
come 1o see ther horses run, thelayingen sl and ! like my job.” says Love,
and they don't sec how the  pands includes the 53-year-0ld son of Arkan-
people hve.” sas sharecroppers “Nobody

Fgr decades the workers in foyering en messes with you St this1s no
shedrow—except for the rare  Simtmernt s heip kund of ife. When you get sick
celebrity, such as Harbut or  reduce swelling. on some of these tracks, you

just die There's noprotection,
no secunty I've known grooms who
worked on the racetrack 50 years and they
reured with no place to stay No home
Nofamily Ne placetogo
Love shokes his head stays low and
keeps on raking I was makin' $70 a week
grooming in 1961." he says “Clear No
taxes The man ] wasworkun’ for gaveus a
$50 bill and a 320 bil Every Saturday
Thirty years later 1 bnng home 3170 3
week after taxes You can't live outside
the track for thet kind of money —and eat,
too And you better not have any bad hab-
its You barely make it from pascheck to
paycheck The only ones 1o make money
back here are the trainers and jockeys
Owners already are nch No one back
here gives amvahing away ©
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of

application

" Fraxcis X

RESUMES

ENT
c/0 LaureL Race COuRSE N
LAUREL, Mp. 20707
Epucation
SEPTEMBER 1991 - PRESENT: AuToBODY CLASS - ADuLT YOCA-
TIONAL EDUCATION, WESTMINISTERL, Mp.
]‘TT ¥ : Ryper TECkNICAL ScHooOL
1961 - 1965: Aviation ELectronIcaL Scuoor - U.S. Navy
1957 - 1962: DusLin Hieu Scuoor., DusLin, Mp.
¥Yorx EXPERIENCE:
1976 - PRESENT: HOT WALKER AND GROOM FOR THE
FOLLOWING TRAINERS: CHARLES HADRY, RON CARTWRIGHT.
Rocer GiLL, JOHN BOSLEY, RONALD ALFANZO AND
Lenzin, Gino.
1986 - PRESEHT: SELF-EMPLOYED AS A SHEEP SHEARER AND
HORSESHOER.
1975 - 1976: Fagrm Hanp I1, University oF MARYLAND BEEF
ResearcH FarM, SkysviLLE. Mp.
1974 - 1975: GrooM aND FOALER, MARSH FARM
1874 ~ 1975: UPS TRacTOR/TRAILER DRr1VER
1971 - 1974: Skeep Manacer., Day Betr’s Farm. DuBLIin. Va.
1920 Mam 2oive Selsl o s b
1965 - 1971: LATHE OPERATOR. CORNING GLASS WORXS, CORNING:

New Yorx.

SpecIaL SKILLS

SHEAR SHEEP, SHOE HORSES, WELDING, AUTO BODY
REPAIR, CAR MECHANIC, TRUCK DRIVER (B LICENSE)
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CASAS Objective - Recognize and use occupational signs, charts, forms, and

written directions.

REQUEST FOR ASSISTANCE

] HORSEMEN'S ASSISTANCE FUND, INC,
- 6314 Windsor Mill Road
Balumore, Marylang 21207
301-265.7008

Reguest For Assistance

Name Soc. Sec. No.
Address

Home 2ip Code
Age { ) Male { ) Female () Marned { ) Swngle No Dependents
Nearest Relative Telephone No.

Relative’s Address

Do You Rent Own _Monthly Payments

Track Occupation TRPB NO.

Current Md. Lic. ¢ Prior Yrs in Md. J—
Whnat Insurance Do You Carry? Name of Co.

Employer. FullTime ( )Yes { }No

Date of Employment . Position Salary

Type of Assistance Needed

Explanation:

AMOUNT Payable To:

AMOUNT. Payable To: .

AMOUNT Payatle To:

Date ____ Signed

Request Taken By

National Workplace Literacy Program
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‘ of the participants shared their fears of being RIFed with each other and the instructor.

LITTON - AMECON

Site: Conference room at Litton-Amecon

Instructor: ) Audrey Parsons

Time: ~ Work Release
' " May 29, 1991 - August 26, 1991
° Monday and Wednesday

'11:30 AM - 1.00 PM

Student: Non-English speakers who needed to take the MIL standard 2000 test to be
certified in their jobs.

Instructor Summary:

The Litton Workplace class was comprised of 8 employees (3 women and 5 men). They were

allnon-native English speakers. (1Indian male, 1 Asian male, 1 Vietnamese female, 3 Hispanic
males and 2 Hispanic females.)

The educational levels of the participants varied from completion of high school with some
technical training beyond, to one Hispanic female who could barely read and write English.

She admitted that she copied otiiers' answers on previous tests because she didn’t understand
English.

The class was conducted during their lunch hour with Litton providing work release time to
make the class one and a half hours twice a week. The 40 hour course ran from May 29th
through August 28th, 1991.

Management was very cooperative in arranging work release time and in providing feedback
on the employees' progress and problems. Management also was very specific in setting
goals/needs of the employees. They felt these employees needed extra help in reading and
writing English. They especially wanted these employees to be able to understand and take

standardized tests required for certification in their jobs. The specific test of concern was the
MIL Standard 2000.

The motivation of all the participants was very high. All wanted to pass the upcoming
standardized test and were afraid they might lose their jobs if they didn’t. The company was
downsizing from approximately 2,000 employees to 600 employees. The fear of being RIFed
was very motivating. The participants were hopeful thatimproving their English skills would
help them maintain their jobs. The class provided a support system during this time and most

National Workplace Literacy Program

g SO U U A "**‘Ffl'f" AT e me e dee i e C e e e e el oce e el e e o e

3

4




Time and location were convenient. Litton is housed in several buildings with entrances and
exits via security badges. Therefore, the employees seldom left the campus for lunch and were
happy to bring their lunches to class. .

As the course progressed, some of the participants expressed that they were receiving negative
comments from co-workers. Their co-workers felt they were receiving favoritism because they
were studying for the MIL Standard 2000. Other co-workers stated if the participants had to
take a class-ealled Workplace Literacy that they must be unable to read and write and should
possibly beRIFed. The ability to discuss these feelings with each other and the instructor
helped alleviate their anxieties. Tim Edwards, the Division Director of Employee Relations,
discussed these problems with the teacher and was very supportive.

By course completion, all studentshad studied the material covered by the MIL Standard 2000;

used contextual clues and an index to find specific workplace information; summarized
government issued text materials; read and discussed unfamiliar parts of the employee
handbook; written a job application letter; read want ads; filled out sample job applications;
written a simple resume; written a letter of complaint; and written a request - for - information
letter. Each employee also participated in brainstorming the topics “WhatI'd do if I lost my
job” and “What job would I want if Ilost my job.” This exercise allowed us to talk about future
education goals and life-long learning. All participants showed an improved and positive
attitude at the end of the class. All stated they felt they were better prepared to get another job
if the need arose.

This was a very successful and rewarding class because:

1. The students were highly motivated.

2. The management was supportive with release time, and they provided easy teacher
access into the secured building.

3. Tim Edwards, the company contact, was exceptionally supportive of the students and
teacher. He always returned phone calls or memos promptly, and he provided guidance
when any concerns arose from the students.

4. Litton readily provided copies of materials like Employee Handbooks, memos, and
standardized tests for all students.

5.  The students truly had needs that could be met by this Workplace Literacy class.

6. The students gained knowledge, but more importantly, gained self-esteem.
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CASAS Objective 4.4 - Understand materials and concepts related to job

training, employment, keeping a job and getting
a promotion.

e.

ST

-~ -

(2)

MIL-STD-2000 THEORY

Solder joint formation theory

Set-up

(a)

(b)

(c)

Flux

(a)

Materials to be joined must be cleaned of
all contaminants otherwise weak spots will
be formed in the connection :

Work station arrangement

1) Solder, tools, irons, and any other
equipment should be arranged for
maximum ease and comfort during the
actual operation

2) Any materials which do not conform to
MIL-STD-2000 should not be at the
work station v

An important part of the soldering
operation is the comfort of the operator.
Hand rests, as well as the paths used to
apply tools and materials during the
operatior. should be tested in advance

As already discussed, flux is used to
remove light oxidation from a connection
prior to soldering

1) Internal flux is that which is applied
by flowing out of flux cored solder

2) Fluxed cored solder should be placed
in such a position as will allow the
flux to flow out over the connection

3) External flux is applied separately

4) when using external flux, the amount
should be limited, and should be
restricted to the area being soldered

5) As stated previously, whenever both
fluxes are used together, they must
be compatible

National Workplace Literacy Program
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. MIL-STD-2000 .

THEORY

; ;zzrzm:ucs 2000: Ppara. 5.5.6 (pg.136)

(3) Solder

(a) One of the keys to successful soldering is
= the proper use of the heat bridge
1) The purpose of the heat bridge is to
transfer heat rapidiy to all parts oOf
the connection ’

a) Solder flows over metal only if
the temperature of the metal is
greater than the melting point
of solder. If the metal is not
hot enough, the heat will be
drawn out of the solder, cooling
the solder to the point where it
will stop flowing

b) The area of contact between the
iron and the connection is
critical to the amount of heat
transferred to the connection.

A heat bridge expands the amount
of contact by providing a layer
of liquid solder

g. 114 (pg.137) 2) The procedure for establishing a heat
bridge is simple. 1In general:

a) Lay the solder on the connection
so that it contacts all
elements of the connection

b} Bring the iron in on top of the
solder, so that as it melts
through, the iron tip rests
against all elements of the
connection

(b) Application points

1) The placement of the iron is critical
to the soldering process. Since
solder flows along properly heated
material only, the iron must be
placed so as to heat the whole

connection. 1In general the following
guidelines apply:
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(c)

(2)

MIL-STD-2000
THEORY

a)

b)

c)

d)

e)

The tip should be placed at a
point common to the surfaces
being joined

If the tip is chiseled, the
chisel should always have full
contact with the surfaces

‘A good angle for bfinging the

iron on or off is 45 degrees .

The tip should be away from the
solder feed point

The tip should generally be
towards the center of any
connectiong near the hole on a
plated-through hole, so that
heat will flow to all parts of
the connection

After the heat bridge has been made,
the solder should be fed at a point
away from the iron tip, though always
on the same side of the printed
wiring board '

Feed parameters
(1) Solder feed rate is affected several
ways
a) As the solder melts, the heat is
taken out of the connection.
The solder will flow more slowly
and unevenly. Poor wetting and
cold solder could result
b) Excess feed rate could also
result in too much solder
accumulating on the connection
c) A very slow feed rate causes the
whole connection to be completed
with more heat
d) An excess dwell time could be

required before an acceptable
amount of solder is flowed over
the connection
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MIL-STD-2000 .
THEORY

1 (2) The other parameter which works in
conjunction with feed rate, is dwell
- time. Scme important points to
| . remember about dwell time are .

a) A short dwell could result in ~
cold solder, poor wetting, or
insufficient solder, as the iron
does not have time to heat the
whole connection

b) An excess dwell time can result
in pad lifting, measling, or
overheated solder
(3) Both of these paramegers have to be
adjusted with respect to each other,
and with respect to
a) Solderability of the surfaces ‘
b) Flux utilized

c) Temperature being utilized

d) Heat transference to connection
elements

e) Amount of solder required on the
connection

£) Lead to hole ratio

g) Size and dispersion of
connection elements

(d) Flow characteristics of the solder

{1} Solder will flow across a solderable
surface until it encounters a less
solderable surface, or until the
temperature of the surface drops
below a certain point

164
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MIL-STD-2000
THEORY
" {(2) The important factors to consider are

a) Cleanliness/solderability of the
surface, including

4

-

1) Contamination
2) Oxidation
3) Porous surfaces

4) Unsolderable alloys in the
surface

b) Heat conduction

1) Radiawion of the heat from
the source

2) Cooling of the surface from
the melting action of the

‘ solder

{3) The adhesion of the solder is
important to the reliability of the
connection. Outward indications are
used to determine if the solder did
not adhere to one or both surfaces.
Some indications are

aj) Poor wetting

b) Disturbed connection {(feather
lines running in a pattern up a
connection)

c) Scolder not smooth and shiny.
Some connections will naturally
have a dull or grainy appearance
such as

1) High temperature solder

2) Solder connections made on
gold plated surfaces




I

(e)

MIL~-STD-2000
THEORY

(4) Wetting is one of the most important
characteristics of a solder
connection

&) Good wetting is when the solder
smoothly merges into the
surfaces being joined with a
small positive contact angle

b) Poor wetting is when the solder
stopped flowing at some point,
indicating a heat problem or
solderability problem

c) Dewetting is a condition seen
primarily on printed wiring
boards, where thawsolder flows
onto an area, then recedes
leaving a thin coating with
several mounds of solder

The removal of the soldering iron is alsoc
critical to the process. Points to
remember are .

(1) The iron should be removed at
approximately the same angle used in
its application, about 45 degrees

(2) The iron should be removed at the
same time that the solder is
withdrawn

a) If the solder is withdrawn
first, the solder on the
connection will tend to
overheat, and could follow the
iron as it is withdrawn, leaving
a spike

b) If the iron is withdrawn first,
the remaining solder will cool
quickly, and not flow out
properly. It is also possible
for the solder to stick in the
connection, requiring a reheat
(which would require inspection
and approval to remove)
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(f)

MIL-STD-2000
THEORY

(3) During the removal of the iron and
solder, the connection will pass
through the critical plastic phase.
Any motion during this phase could
result in a disturbed conneqpion

a) Using eutectic solder limits the
- plastic phase. However, due to
changes occurring to the .alloy
during the process, a small
plastic range may still exist

Step soldering is a process used for
interfacial connections on non-plated-
through holes. This is the only time a
solder connection would be soldered from
both sides of the bo#d. Each side of the
board is soldered independently

(1) When installing clinched wires in
plated-througch holes, step soldering
should not be used

REFERENCE 2000: Para. 5.4.19 (pg. 116)

(9)

Post solder cleaning

(1) when hand soldering, the time from
the completion of the connection
until the final cleaning is performed
may be extended by the use of interim
cleaning methods

a) Explain the interim cleaning
methods in use at the facility

(2) The final cleaning must be performed
within cne half hour of the soldering
operation, unless interim methods are
used. In the latter case, final

cleaning must be performed by the end of
the shift

a) Explain the cleaning preccess in
use at the facility

National Workplace Literacy Program
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MIL-STD-2000 .
THEORY

(h} The final inspection will be performed by
_ Category D personnel on the floor, but in
the classroom an inspection should be’
performed with the following characteris-
tics in mind. An awareness of these
defects on the line will also allow_the

operator to correct any bad habits as they
develop ’

.(.J

{1) Solder quantity

a) Toc much solder occurs when the
solder obscures the outlines of
the wire or lead, when it exceeds
the boundaries of the connection,
or when it has a convex appear-
ance »

b) Not encugh solder occurs when the
wetting does not extend to the
periphery of the pad, when the
fillet undercuts the lead or
wire, or when the solder
depresses into the plated-through
hole more than allowed

{2) Fillets

a) Solder fillets should extend out
over the entire connection, and
should not undercut the lead or
wire. The fillets should have a
concave appearance

(3) Wetting, as has already been
discussed, is a prime indication of
the guality of the connection

a) Good wetting is indicated by the
solder flowing over the entire
connection, with a small
positive contact angle between
the solder and the surface to be
joined

b) Poor wetting appears as an
irreqular solder flow, or a high
contact angle between the solder
and the surface being joined
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MIL-STD-2000
THEORY )

(4) Other defects which should be checked
for such as

a) Points, peaks, or icicles

N (.J

b) Pits, holes, or volids
c) ~Rosin connection’
d) Contaminated cﬁnnection
e) Dirty connection

(4) Solderability

REFERENCE 2000: Para. 5.4.4 (pg.107)

v
(a) Definition - the ability of a clean metal
surface to readily accept solder

(b) Acceptance criteria - 95% tinning coverage
after testing

1) MIL-STD-202, Method 208

2) MIL-STD-105, Inspection Level S5-2,
AQL 1.0% defective

(c) MIL-STD-2000 requirements

1) Component leads, terminations and end
caps must be solderability tested
within 30 days of receipt

2) If more than 120 days elapse before
use, the items shall be retested or
shall be hot solder dipped to provide
a fused coating with a minimum
thickness of 0.0001 inch (0.0025 mm)

3) Solderability shall be tested after
tinning using MIL-STD-202, Method 208
(including steam aging) and the same
sampling plan
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MIL-STD-2000
THEORY

-
-

3. Certification 5.2.1 (pg. 48)

a. Eligibility

(1) Must be certified prior to soldering or inspec-

tion according to the requirements listed in
MIL-STD-2000 para. 5.2.1 pg. 48

{2) Each individual must have a certification

visibly displayed at the work station or on
his/her person
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. CASAS Objective 4.4 - Understand materials and concepts related to job

training, employment, keeping a job and getting
a promotion.

MIL-STD-2000 MATERIALS

-
v OPIRATOR CIRTIFICATION COURSL
: MATIRIALS
RETERENCE 2000: Para. 4.10.1 (pg.9) i
- (1) Solder
(a) Background/theory
1) Soldering is a process which bonds
two metsls together with an alloy
which conducts electrically
2) Soldering is a chemical reaction
between the metals and the aolder
3) Soldering is an ideal process for
atandard electfical connections
because
a) The process is nondestructive of
. the slements of the ccnnection

b) The process temperatures can be
controlled to prevent damage to
components

c) A well-made connection is reliable
cver an extended period of time

{b) Eutectic aolders

1) A particular alloy is eutectic if it
melts and aolidifies at the aame
temperature

2) Most soldera pass through plastic,
interzediate range between solid and
liquid

3) It is in this region that movement
causes disturbed connections

4) fLutectic alloys limit disturbed
connections

{c) MNWIL-5TD-2000 requirements

1) The MIL-STD-2000 references another
document, QQ-S-371, for the regquire-
ments on aolder
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MIL-STD-2000
_ OPERATOR CERTIFICATION COURSE
MATERIALS

- (c) Applications

. "',

1) Soldered surfaces must be cleaned
within 30 minutes of solder solidifi-
cation :

5.4.19.1 (pg.1l16) 2) If interim cleaning methods are
utilized, then cleaning may be delayed
after soldering operations are completed,
provided that the final cleaning process
removes all contaminants

(d) MIL-STD-2000 requirements
1) Solvents or agqueous cleaners shall be
selected for their ¥bility to remove
both ionic and nonionic contamination

2) Solvents or cleaners shall not degrade '
the materials or parts being cleaned

3) Lists of approved solvents and clean-
ers are shown in Tables I and II

4) AOther solvents and cleaners shall be
approved by the Government Contracting
Qfficer

NOTE: DIRECT STUDENTS TO TABLES I AND 11 OF MIL-STD-2000-1 AND COVER
NOTES

(e) Precautions - review safety and handling
precaution particular to the company's
installation and cleaning methods utilized

REFERENCE 2000: Para. 5.3.4.,5.3.5, and 5.3.6 (pg.56)}
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‘ MIL-STD-2000
OPERATOR CERTIFICATION COURSE
MATERIALS

(b) MIL-STD-2000 requirements

1) The specification referenced for flux
requirements is MIL-F-14256

f: 2) The only fluxes allowed for general
_ soldering are type R and RMA
3) Other types may be used for tinning
with approval :

(c) If an external flux is used with a flux
cored solder, it should be of the same
type

REFERENCE 2000: Para. 4.10.4 (pg.10) A

(3) Solvents and cleaners
(a) Purpose
1) To remove ionic and nonionic
contaminants from soldered surfaces
. and to prevent corrosion
(b) Types
1) Polar

a) Removes ionic contaminants from
soldered surfaces

2) Nonpolar
a) Removes nonionic contaminants
3) Bipolar

a) Removes both ionic and nonionic
contaminants

b) Types
1) Blends
2) Azeotropes
c) The best cleaning process uti-

lizes a Bipolar vapor degreaser
with a deionized water rinse
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MIL-STD-2000 .
OPERATOR CERTIFICATION COURSE
MATERIALS

2) Normal temperature solders are Snég0,
62, and 63 for normal temperatures. High
temperature solders Sn5, 10, and 96

. may be used if the drawing specifies

- them

i

3) The form of the solder is optionail
i.e., wire, paste, p;etorm, etc.

4) The core of flux cored solder must be
type R or RMA

{d}) Precautions

1) Contamination

L 4
2) Personnel safety

a) Avoid inhalation of vapors from
the solder process

b) Avold contact with hot solder,
or solder splatter

REFERENCE 2000: Para. 4.10.2 (pg.9)
(2) Flux
(a) Background/theory

1) The primary purpose for using flux is
to remove light oxidation

2) Flux also prevents re-oxjdation and
aids the wetting action of the solder

3) Oxidation is a normal process which
occurs in metals exposed to the
atmosphere

4) The layer of oxidation does not bond
readily with the solder, and results
in poor solder connections

5) The heat from the iron activates the
flux, causing it to remove the
oxidation layer

6) Flux is not a general cleaner, and
should not be used in lieu of
pre-cleaning
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. CASAS Objective 4.4 - Understand materials and concepts related to job
training, employment, keeping a job and getting
a promotion.

%. The reason
tot

]

be:

HI-REL TEST

- HI-REL TEST S NAMES |
A NOVEMBER ¢,1969 DATE?S .
1. Rework of unsatisfactory connections shallt -
- a, Be performed only by iﬁlpcction personnel.
—_— b. Not be performed until inspection personnel have
documented the discrepancy.
—m c. Not be performed until MRE has determined the proper
mehtod of rework.
d. Be performed prior to inspection.

you are required to wear finger cots or cotton gQloves is

b.

C.

d.

.

C.

g.

Frotcct the fingers of the operator.
Frevent Jamage to the assenbly

Prevent physical contact betweeo the surfaces to be
soldered or coated, and the bare hinds.

Assure electrical (nsulation.

3. Magnification aids for other than soldered connections shall be:

X or greater
4X to 10X wmagnification power.
2X to 4X magnification power.

At least 20X.

4, The aagnification power used to inspect soldered connections must

2X to 4X magnification power.
4X to 10X magnification power.
a4x for inspectors and 10X for referee purposes.

Cf & focal length at least ZX the eye to lense
working distance.




=
~te

€.

&. The

inspecti

a.

7. Which of the
operator?

b.

Trainirg and certification of categories [, E, and R ic primarily
the concern of the:

Category A (contractor).
llesignated category BE.
Category C

Category H.

on after soldering is performed by: ’
The operator who performed the operation.

Any operator who was not i1nvolved in the :nitial
soldering.

An inspector certified as category [@.

An inspector who is authorized by the category D.

following situation(s) require recertification of the

Decline in proficiency.

Implementation of new techniques. ‘

12 months have passed since last certification.

Any of the above.

If you have already recieved your certificate, and you fail to meet
the vision requirements, the following will occur:

Recertification with less visually oriented
techniques.

Addition of Category R (restricted) designation to
certificate.

Revocation of certified status.

Review of performance and proficiency.

National Workplace Literacy Program
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“. Rework can be performed:

a. When the operator recognizes & defect which will
- lower reliability.

b. By inspection personnel only.
- c. After inspection personnel have documented a1t
™~ defects.
d. when the defect has beeﬁ documented by either the

operator or the inspector.

10. The proficiency of each operator is reviewed!

a. Feriodically.
- b. Continuously.
c. Quarteriliy.

d. Monthly.

11. As an operator, you will check your iron for the following
problems: Oxidation of the tip, corrosion, wrong type of i1ron or
tip, and poor performance. These checks must be made every:

a. Hour.
b. Day.
cC. Week.

d. Month.

1Z. Solvents and cleaners should be selected for the ability to remove:?

a. Light oxidation.

b. Ionic contamination.

c. Non~ionic contamination.

d. Both ionic and non-ionitc contamination.

National Workplace Literacy Program
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1%, On flatpacks the lead terminations shall:

a. Not have a fillet which extends up the lead beyond
the heel.
‘ be. Be positioned so the lead does not overhang the side

| of the pad.

| " c. Always be seated on the terminal  area for the full
length of the pad.

d. Re positioned so that the lead does not overhang the
toe of the pad.

14. When wraobing a wire to a turret terminal, the minimum amount of
wrap required is:d

a. /4 turn.
b. 1/2 turn.
c. 174 turn.

d. 1/78 turn.

S. The minimum inside bend radius on any formed lead shall be:

a. 1 1/2 times the lead diameter.
b. One lead diameter.

c. 1/€ inch.

d. 1/1& inch.

1&. Tools permitted for the removal of insulation from stranded wire

are:
&. Thermal or pretision mechanical strippers.
b. Round nose pliers.
C. Wicking twee:cers.

d. Shear type cutters.

National Workplace Literacy Program
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Aruitoxt provided by Eic:

17. Firdcaging of wire strands is:

~ a. Acceptable if there aré no broken stranos.
- b. Never acceptable.
~ c. Acceptable only if the wire is teflon coated.
N d. Acceptable if the insp;ctor clears it.
12, Wires or stramas shall not e-«hibit nicks, cuts, scrapes,
- stretching, or other observable damage in excess of:
- éte 10% of the original diameter of any strand.
b. 1% of the original diameter of any strand.
- c. S7 of the original wire diamete;.
d. 0% (No damage is acceptable).

19. When you are forming component leads,

you should not damage the
lead more than:

|

S% of the lead diameter.
b. «0&0 inch of the lead diameter.

c. 10%Z of the lead diameter.

|

<001 inch of the lead diameter.

Z0. When inspecting & prepared wire for damage to the insulation, which
of the following is not a cause for rejection?:

a. Gouges.
- b. Ragged edges.
_— c. Charred insulation.
—_— d. €light discoloration.
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I A v Provided by R

’

21. The minimum lead bend radius of manually formed component leads
shall be: T

a. ®0 degree bend.

b. 2 lead diameters.
2 c. 1 lead diameter.
. d. As required by application.

-
r AN

1. The ¢pace

hetween the 1nsulation &nd the solder connection shall

a. From flush to % times the diameter.
b. From one (1) wire diameter to C.wire diameters.
c. From visible clearance up to 2 wire diameters

(including insulation).

d. 1716 q 1732 of an inch.

the bend is:

a. 2 lead diameters or .030 inch.
b. 1/8 inch.
c. 1 lead diameter or .0Z0 inch.

d. 1/16 inch.

24, What is the allowed toe overhang when soldering

B ———

a. Flush to toe-end only.
b. 257 of the lead width.
c. One lead width.

d. « 030 inch maximum.

The minimum distance from the component end seal to the start of

a flatpack lead?




B ¢

=Z%. The maximum protrusion of a stud termination (type I1II clinpch) is equal {

a. The radius of the pad;
b. . 0A0 inch.
(= 17146 inch.

d. Twice the lead diameter.

N
o~

Axial leaded components, which are not supported, must be mounted
close to the board, withint

‘a. 0.00% inch.
b. 0.01% inch.
c. 0.001 inch.
d. Q. 050 inch.

‘ 27. When making a full clinch, the lead is bent over from the upright
position a total of:

a. 1% to 4% degrees.
b. © to 1S degrees.
y c. 75 to 90 degrees.
d. 4% to 90 degrees.

22. The length of a clinched lead must be at least:

a. One pad diameter.

b. 0.0460 inch.

c. One-half the pad diameter (the pad radius).

d. 2 lead diameters.
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Aruitoxt provided by Eic:

Eefore assembly, a printed wiring board must be: -

a. inspected.
- b. Pre-cleaned.
. Ce Oven-dried.

~ d. All of the above.

1f a component cannot be positioned such that all the markings are
visible, 'the first priority should be given ta markings which
indicate:

a. Fart value.

b. Fart type.

c. Polarity.

- d. Traceability code.

For solder to wet properly, the area to be soldered must be clean.
Foreign materials may ba removed by solvent cleaning. Light
oxidation on the surface is removed by the fluxing action:

a. TRUE

b. FALSE

Each solder connection should be completed in no more than 5 seconds:
a. TRUE

b. FALSE

The primary reason for tinning stranded wire is to minimite in-process
oxidation, improve solderability, and hold the strands together.
a. TRUE

b. FALSE
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MIL-STD-Z000 TEST 4 page ¥
(continued)

J. Wires or strands shall not exhibit nicks, cuts, scrapes,
stretching, or other observable damage in excess of

3% oF_$he original diameter of any strand,
True

Ve -

False

5. The end cap of the chip device shall extend onto the terminal
area a minimum of 0.00% inch.
True
. False
27.

Condensation reflow systems (vapor phase reflow) is a primary
way to solder SMT (surface mounted devices).

True
. False

38. Birdcaging of wire strands is acceptable only if the wire
is teflon coated.

/ True

False

3

Chip devices mounted on terminal areas with 15 to Z0% of their
width overhang is acceptable.

True

False

40. When forming component leads, no more than 10%Z of the lead surface
can be damaged:

_— True

Flase
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CASAS Objective 4.1.6 - Interpret general work-related vocabulary (e.g.

experience, swing shift)

STANDARDS )

.~ Terms and Definitions for
= Interconnecting and Packaging
o Electronic Circuits

NOTE Theterm ORIGINAL maybe used 10 preface 8ny Of the
gratiing or pholographic-100! 1erms used here:nto disLNGUISh
them {rom cop+s that mey be made the ORIGINAL & not
usullly used In menyteciuring procasses inthe evenla copy
s made tmysi be cf sutacnt 3CCUraCy Io meet the inienGed
Purpose fof ihe CoDy 1o Wake On the name of Ing deliniliong
oescnbed below Other adjeclives Mmay 8IS0 be uses 10 help
dascride the lund of copy. 1.8 . Nonstadble 1at generetion,
record etc

A

Acceptance Tests — Those lests Seemed necassary 10 G-
serming gccaptability of product end es sgreed o by pur-
cheser and vendor

Access Hoies — A hole or seres of holes tn BucCessive
Layes ci 8 muhuayer board These holes provide sccess to
the surtace of the iand 1n one of Ihe tayers of Ine board (See
Figure 1)

ACCESS WOLE

Figure 1. Acceas Hole

Activeting — A trgstmant that rendars noncondutlive mate-
ral reCeplive 10 gleciroless deposition. (Non-prefertad ayno-
nyms “Sesding” “Catalyzing” end "Sensitzing ™'}

Aditive Procass — A process for oblaining conduCive pat-
isrns Dy the selecirve deposition Of CONduclive matens! on
€i8d 0° unclad base matenal. (See ois0 “Semi-Additve Proc:
*aa0s” ond “Fuly.Addilive Process )

Adnhssion Prometion — The chemica! process of preparing
& DIBSNC Burtace 10 provida fot 8 uniform, well-bondes metal-
ke Overpiste or 101l

Ambient — The surrounding enviconmeni COMING Mo con-
WC: wilh the sysiem 07 COMPONent In Quesion

Anchoring Spurs — Extensions of 1he Iands on printed wir.
ng ex'end:ng Daneath 8 COve’ laye’ 10 85581 1N hOIO:ng the
ands ., the oass matere!

National Workplace Literacy Program

Figure 2. Lands with Anchorning Spurs

Annular Ring — That portion of cONduCtive Matansl com-
pletaly sucrounding 8 hols

Arc Resistence — The resstance of s matenal toIhe efects
of @ tigh voltage fow curten! arc {unoa: prescnbec cond.
1ions) passing aCross the surisce of the maierie! The resist-
ence i $181e0 o3 & measure of (018l 8ispsed ime ot thay
voltage tequired 10 form & conductive Psih On the surface
(materisl carbonized by the arc}

Artwork — An 8ccursiely-scaled conhiguration which s ussd
0 produce the Anwork Masier of Production Master (See
Figure J)

Artwork Master — Angccurately-scsied (usustly 1.1) pattern
which is used 1o produce the Production Masier (See Figure
3}

Aspect Ratio — A 1810 of the length or CEPIh Of 8 hole 10 s
prepisiad Siameter

Assembly — A number of pans or subassamblies Or eny
combingtion thareo! j01ned logather

NOTE When this 1erm i3 used 10 CONJUNCLION with OIhS! lermS
ks100 herain, the foliowing delinilions Shati pravad

printad wiring ssaembly — @ printed wirnng bosrd on
whiCh separeiely manufsciured components 8nd pans
havs basn edded

multileyer printed wiring sasembdly — @ muitlayer
printed wirng boad On whiCh 8808t8ie'y manulactured
€omponents anc pans have been edded




CASAS Objective 4.2.1 - Interpret wages, wage deductions, and benefits,

including wage informational charts, pamphlets,

and forms

WORK SCHEDULES

2 Work Schedules & Absences

2.4 QME CARDS

(Ref OV 302)

Amecom’s policy I thot ol employees choige thex ime
10 the job on which thzy work This s On obsolute
reuirermenl, without ony deviations Each empioyee
records ond chorges his of het ime 10 he Job or incirec!
occount code on which he of $he works ond signs the
fime corg 10 aftes! 10 the coneciness of Ihe enmes This s
done doily 08 the work progresses. not n advance
(excepl lor sslimotes of fiday hours) *

Inaccwaote 1abox chorging is o volahon of the iow The
U5 Govemment often rego:ds the signing of inconect
fime cords 08 O Federol crime constiiuting o false clodn
ogainst the govemment This con subjeci the empioyse
ond the Company 10 ciminal ond/or cMi chorges

Yiolations of this policy will result in discipiinaty action In
occordance with DV 105 ond DV 216

Ruperting Aeences rem Werk = § yut GDIONCE wag
not preatonged with your supevisor, you rmusi nolity your
supenisor no later than 30 minutes aler the beginning of
your work shilft that you witl be absenl ond the reason for
youw absence 1 you foll 10 compty with this requierment,
there may be o loss in youwr pay ¥ 8 & fepeoted ogoin,
disciplinoty action will ssutt Please 1eier 1o DV 216 tor
oadtional intormotion -

Poryday — Emplovess are poid eoch Thursday tor work
pertommed he Dievious week

_
2.3 INCLEMENT WEATHER & OTHER EMERGENCIES

(Ref DV 224)

Reguior wordng hows wifl be obse'ved excep! in coses
ol extremaly severe weather of othvar emeigency
stuations I o dechion 10 close the plont is madde before
700 AM, the Vice President of Humon Resoutces will
ononge 10 have onNOUNCeMents Made by radio slations
WMAL-AR (630). WIOP-AM (1500). FM (102 3). WASH-FM
(97.1); 0NG WGMS-AM (570). FM (103 5)

Dsiolis on how Io #li out hme cacds. with samOles. ore
I avoilobke fom you: supenvisor ond In DV 302 which your

sUpevsor wiil iel you read ond copy

24 OVERTIME PAY
D (Ref OV 209, 210)
Non-Exempt imploy - Al NN Pt employees
are required by law lo receive odditional pay for hours
worked beyond 40 houn In 0 work week (Monday
through Sunday) For most empioyees Saturday ond
HOURS OF WORK & PAYDAY Sunday ore thew nomal days of, bul $0Me employees
(Re! DV 223) hove other nommal days off from work In such coses.
Sundaiay reler 0 the 1CONd NomMal nonworking day

*Enon n the #31imated charges mus! be comected by
uting 0 Lobor Agjustment Cacd See Section 4 of Dv 302

oL

Hours of work ote determined kom Hme 1o time by the

Compony Al preseni. the hours of work o ot foiiows Tirmve ond one-hatl is paid for hours worked

¢ Inexcess of 40 hours In 0 $10NACId work week

¢ on a Company hotiday. rQardiess of folol houn
worked in 1he work week (in ocdtion 10 regulor
pay recehed for the holiday) This enly opplies 1o
Ri-me active employeses

ShiN 4 — the doy shit — i ony shit larting Detween
300 AM ond 10 59 AM The stondiord day shifl &
Amecom begins of ethe: 715 AM of 800 AM and ends
of enhet 400 PM or 500 PM. respectively

ShIt 2 — the swing st — 15 ony Shift slonNg between
1400 AM ond 6 59 PM A shit premium of 103 of bose
hourtty 10e Is paxd

Double pay is pokd 1or houns worked
¢ Inexcess of 12 consecutive houn (not Including

SN 3 — the Groveyord Shit — i Ony shif stoting wol berods)
between 700 PM ond 259 AM A ShI premvom of 15% of ¢ o0 Sunday. when the faliowing ihree conditions
bose hourly iote s pord are mel

All wok shifts ore e«ght hours plus meattime The 745 AM - :!::A‘:ut 3 ho:: octuolty edonthe
shift hag o 45minule lunch how. ond the §:00 AM shift 0 -a .

~ Mitysix hours we: ~.d during the nomat
60-munute lunch how. obou! midway through the day, in Wworking tays of the $10nJ0Id work week.
occordonce wih schedules estoblished by eoch o stondo :

rd
deponment in conjunction with HR in acamtion, oll shifts o -
ore entitied 10 two (@3l Partods of 10 minuies eoch, foken ~ 1010l houn worked duidng "« stondord work
trwaway ttkough each hall sht

weeh 06 Qreoter thon 44 hours
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Aruitoxt provided by Eic:

CASAS Objective 4.2 - Understand wages, benefits, and concept of
employee organizations

) PAID LEAVE

FOr 0adW ot your fest @ight yeors of coninuous servics ot
Amecom, you Wi be credited with § hours per month, o
twelve Aoy poid vacation o yeor (96 hours). From nine
Y9013 10 hwently YRan CONNNUOUS SHMVCS. YOU Wh! Oshe
1 houns D& month, o leen Aays poid vocolion o yeo!
1420 houns) foch yaar thereaher. you will receive (3.3
hours gef Month, of twenty days Poiks vaCOton O Yeor
(160 hours) The approprate number of hours is ackually
credied 1Q Yo vocation account each week and may
De used 08 300N 03 OMed, ¥ YOUr SUDSNSO! Ogrees.

The omount of vacation joove tme you have
occumulated wili be noled on each of your paychecks.
The maxmum omount of thne you may occumuice i
twice your yeory 1olal

You moy oronge ia have pert of your vacotion bokonce
In cosh when you toke o vacotion. In amounts equal fo
$0% of the vocation 1ime you 1ake SupPose. foc ezompie.
ot you have 80 hours accumuioted vocation leove.
you ioks 0 one-week vocation (40 houn ), you may
eqUes! 0 vOCOHo: payolt of 20 hours (50% of 40 hours)
This will lsave You on occumuioled vocation leave
talonce of 20 hours All requests for vocation poyoll
mus! cover weekly penods of vocation

Aher you hove reached your maximum omount of
occumulaled vocohon leave Hime. you outomaticalty
wit be pald of for one year's vacation ime ¥ you wish o
maintoln the maximum omount of vacation hourn, you
must notly ANONCE In withing ot eos! two weeiks In
advance of eoching the maximum amounl of leave.

28 PAID LEAVE — EXEMPT PERSONNEL
(Ref OV 222)

The sclory of o Nil-hme. octive #xemp! empioyes may be
moinioined, with the approval of the supevisor, during
QbIeNCes YoM work esulting fom the following

parsonol iliness o Injury. personal business. serous
Niness o« injury to o Member of the immedicaie fomity, o
witness duty

You 0re credhted with 64 hourt of pold lecve benefits the
aay you stoft on the payrolt ond an oaahono! 64 hours
Upon each annienory of your Lton Hire Dote (¥ ihe day
you start work ond your Litton Hire Date ore dfterent. 0
pro-taled pohon of the 64 hours will be credied when
YOU 310 work ) YOu mQy use YOWX lecve 08 300N oS X i
credied

Thete k no tim 10 the omount of leove hat you may
occumuiate There i ho Paymenl mode Ior unused
tecve

Exernpl emMpiCyees, nNder Catain conditions, may be
Qronted OvONCe PaKS leave when they hove used up
the ocCrued POid Ve, bist only when rquined o
personal Inets or injury. Requests for advance lecve
must be hanaied through your Supendsor Aty odvanced
isave must be repoid fom future occumulation o fom
ony vacation balance due You URoN termination

1 your absence kom work lor pensonal itiness of injury Is
longet than seven consecutive ColeNAOr days. you must
po 1o the Occupationat Health Nunse for clearonce
betore going bock 10 work. ¥ your absence kom work s
ionger thon fowteen colendar days, you must have
wittien ciearance 1o work fom yowr doclor of physiclan
You mus! give tfus to the Oc cupational Health Nune
when you mium,

_—_—
2.9 BICK LEAVE — NON-EXEMPT PERSONNEL

(Ref OV 22241)

Sick isave ollowance is provided fof non-exempt
SMPIoYees who Mus! be obsent becouse of hon-
occupational liness. occident. or medicol or dentot
trectment Sick lecve occumulotes o the role of one
hour per week starting with the frs! Ul week of
employment ond ks usoble os 300N of It Is cccumulioted

¥ your absence kom work is jonget than seven
consecutive colendor days, you must report to the
Occupationat Heatth Nure for clearance before going
back to work 1 your absence fom work 1§ ionger thon
fourteen cotendar days, you must, on your relum. piovde
the Occupational Health Nurse with o wittten clearance
fom your doctor of physician

¥ you accumulale more thon 104 hours of Sick Leave.
you wiil be pold for the excess hours at the end of eoch
calendar yeat

2.40 OTHER PAID LEAVE

(Ret DV 220)

Amecom may gronl (ecve 1o AHhMe. ocive $MPICYSes
for the following reosons. IN accordance with the
Hmdabons estabdlished below

Cause of Ab L Time Paid
Berecvement 3 days per occunence
Jury Duty 30 ooys evety 2 yeors (Hess
jury duty pay)

Miulttory Trolning 10 doys pe yeo! (less
miitaey pay)

Yoting 2 hours pef election




CASAS Objective 4.4.4 - Interpret job resp
reviews

onsibilities and performance

PERFORMANCE APPRAISAL-

PERFCRMANCE REVIEW FORM

Employee Name {Last, First. Midde) Employee No Title
" * Depaniment Locauon How fong has employee worked for you?
Rater's Name (Last. First, Middle) Title '
3

§s Superior
4 = Good
3 = Adequate
2= Poor

RATING SCALE

1 = Unsatistactory
NO = Not observed

Outstanding performance that greatly exceeds job requirements
Performance meets job expectations and generally exceeds them.
Basic job requirements are being met

Performance is below job requirements.

Performance s unacceptabte.

Performance not observed.

Circte the rating that most accurately describes the employee’s performance for each of the areas fisted.

RATING FACTORS RATING (Circle one.)
TECHNICAL FACTORS—Consider the level of skill or job 1 2 3 4 5 N
knowledge demonstrated by employee
WORK QUALITY—Consider neatness, accuracy. thoroughness, 1T 2 3 4 5 N
and how well employee grasps and follows snstructions
WORK QUANTITY-—Consider whether employee uses time 1 2 3 4 5 N
efficiently and effectively.
RELIABILITY-—Consider employee's timety completion of tasks Tt 2 3 4 5 KO
and {oliow-through on all tasks.
ATTENDANCE—Consider punctuality, number of work days 1 2 3 4 5 N0
missed.
COOPERATION—Consider employee’s ability to get afong and 1 2 3 4 5 N
work well with others.
PARTICIPATION-—Consider employee's overail interest. 1 2 3 4 5 NO
Initialive, and enthusiasm shown in work
COMMENTS
Comment on any rating that is Superior or Unsatisfactory These comments should give examples of the
employee's specific work performance and should iflustrate how 9000 or poor the performance is.
Rater's Signature Date

In this review form, the criteria for evaluation include technical factors,

work quality, work quantity, reliability, attendance, cooperation, and participation

Succeeding st Work m

Q

ERIC

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:

CASAS Objective 4.1.3 - Identify and use sources of information about job
opportunities such as job descriptions and job ads
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‘ CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of
application

JOB APPLICATION

. APPLICATION FOR EMPLOYMENT
) RAME  (LAST) {FRST) (MDOLE) SOCWL SECURTY NO
.| PRESENTADDRESS Cnv  SATE  2POOX AEA CODE TELEPHOHE NO
PERMANENT ADORESS (¥ DIFFERENT FROW ABOVE} AREA CODE TELEPHONE KO
POSITION APPUED FOR DATE AVALABLE .
 SALARY OR WAGE DESIRED Wil YOU RELOCATE? ] REFERRED BY
ARE YOUAUS CRZEN? FNOTAUS CITZEN, LIST VISA NAVBER AND EXPIRATION DATE
YES____ NO__ MMBER DTt
WITHIN THE LAST § YEARS ZOYES FYESGM HAVE YOU EVER BEENEMPLOYED BY OURCOMPANY?  _ YES
WAVE YOU BEENCONVCTED DETALS ON IF YES. GIVE DETAILS ON BAK PAGE _
OF AFELONY? D0 BACKPAGE T w
EDUCATION STAUTION KAME 0 You WAORFED TASS
AND ADORESS GRADUATE? OF STuDY STANDHG
HGH
S R B A R IR
COLLEGE OR
UNIVERSITY 1
GRADUATE
T SR D A I
®
ENCLOYMENT RECORD PLEASE LIST ALL EMPLOTMENT STARTH WITH WOST RECENT ACCOUNT FOR ALL PERIODS
{HCLUDING U'S ARMED FORCES PERIODS OF UNEMPLOYMENT, AND VOLUMTARY SERVICES!
UST YOUR MOST RECENT -
POSTTION HELD WAAY WE CONTACT YOUR PRESENT EMPLOYER? 0 ws “w
ENPLOYER S NAME NG DATES EWPLOYED POSTONTIILE
COMPETE ADDRESSPHONE FROM [0)
l WAME ANC TTTLE OF SUPERVISOR
SALARY
STAT L REASON FOR LEAVING
EMALOTER S HAMT AND DATES EMP.OVED POSTION TITLE
COMFETE ADDRESS PHONE Thow m .
l WAME ARG TITLE OF SUPEAVISOR
SALARY
START Ry REASON FOR LEAVIG
EMPLOYER S NAWE AND DATES EMPLOYED POSTON TILE
COM® (ETE ADDRE SSPHONE FROM 10 WASE RO TITLE OF SUPERVISOR
ARy
S i REASON FOR LEATING
* *
National Workplace Literacy Program
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CASAS Objective 4.1.3 - Identify and use sources of information about job .
opportunities such as job descriptions and job ads

CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of
application

GUIDELINES FOR APPLICATION LETTERS

> ' Use plain. white, 8-1/2b,
o 11-inch bond paper and
400 Mountsan Road write on only one side
Cross ¥1lls FL 33123 -
July 1. 199

® Type the letter single spaced
K1 James Rossi. Director . i
@ Route 2) Wealth Clud Leavea one-inch margin on
3720 noute 23 the right and left and at the

Crors wille. Fi 33224 top and boitom of each page.

® Osar mr Ros¥3:

1 vould lake tO apply for the position of lifegvard that you
adveitised 1n LOds, "B

1 have recertly gradvated fro- Cross Hidls HiQh SCHoO). where
1 s8¢ a menbe) O Lhe Suiw team 1 have wOrked part time {or
the past tao summers ar @ lifeguard ot the Cross Hills Country
Clut 1 heve recently becose & member of the Cross Halls
voluntee: Antulance Squad.

1 have Red Cross certifacataon in both Advenced Farat Aid and
tifesaving 1n the {221 1 wi]) be Leking evening Coutses Lo
becoae Certified @5 @n smergency sed:Cal) technicisn

Ky sChed.le 33 flexible 1 & w3lling to work days. ever)ngs.
ard weerends.

1 would l:he L0 mrel with you to Si1scuss my quilifications for
ttay job You can contect me ot 35Y 12%¢. or. i{ there (s no
anseer there, ydu can Jeave & ®esssge vilh my sister ar $55.

ST
@ Sincerely.
Kathirm 0'halt (9

® Katherine O'ke2ll

(D Type your address in the upper right corner. @ Within the main part of the letter, skup a lne
Use one line for your street address and the af.er each paragraph
next line for your city. state, and zip code.
(D Adter the main part of the letter, skip a line

@) Type the date under the address and type the closing. This is the word or
phrase that ends the letter. Closings to use
@ Leave two blank lines after the date. Then, in a business letter include “Sincerely,”
on the left side, type the employer’s name “Sincerely yours,” and “Truly yours ” The
and business address. Use one line for the closing should line up with your address
person’s name and title (or personnel and date.
department), the next line for the company
name, the next Line for the street address, ® Skip four lines after the closing. then type
and the next ine for the city, state, and zip your name so that it lines up with the
code closing
@ Skip two lines after the employer’s address (© Between the closing and your typed name.

neatly sign your name.
(® Then. at the left side, type the greeting

0] Section Three

- [ .
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ERIC 15w




CASAS Objective 4.1.5 - Recognize standards of behavior for job interviews
. and select appropriate questions and responses
during job interviews

FREQUENTLY ASKED INTERVIEW QUESTIONS

2 Bereis alist of frequently asked interview questions. In
preparing for an interview, it can be helpful to rehearse
the answers to these questions.

3. What jobs have you had? What were your
responsibilities in these jobs?

2. Why did you leave these jobs?
3. What are your vocational or professional goals?

4. How much schooling do you have? What subjects
did you like best?

8. How did you get along with your coworkers in
previous jobs?

6. What do you know about our company?

7. Why do you want to work here? Why do you want
this position?

8. Why do you think you're qualified for the job?
. 9. What kind of boss would you like to have?

10. Do you follow directions well?

11. Do you like working with others or by yourself?
12. What are your strengths and weaknesses at work?

13. Are you willing to work overtime? Are you willing
to work evenings and weekends?

14. What was your salary on your last iob? What
salary do you want to earn here?

15. Can you provide references?

1In addition, you should be prepared to answer questions
specific o the job you are applying for. For example, if
you are applying for a position as a receptionist, you may
be asked how well you get along with the public. If you

are applying for a data entry posmon you may be asked
how well you handle details.

. ¥ Practice

" On a separate sheet of paper, briefly write the answers to three questions from the list
above.

National Workplace thcracy Program
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LORAL - CSC

Site: Conference room at Computer Sciences Corporationin Beltsville, MD.

Instructors: TechnicalWriting - Claire McCann
: Phonetics - Audrey Parsons

Time: - ~- Volunteer
- September 26, 1991 - December 9, 1991
Monday and Wednesday iy
5:30-7:30 PM -

Instructor Summary:
Workplace Literacy at Loral - Computer Sciences Corporation was unique because the

employees were scientifically skilled and college educated. Their workplace needs went

beyond basic CASAS guidelines and centered around perfecting oral, aural and written
communication skills.

The first night of the course, twenty people came to explore the class. All of them were non-
native speakers of English. Most received college degrees in the United States, but indicated
a desire to perfect their English. After the first night, the instructors split the class into two
sections. On one night the students would work on writing/editing skills with Claire and on
the other night practice phonetics, spelling and vocabulary with Audrey.

Enrollment dropped sharply after the first two classes. Audrey and Claire worked together to
find out why this happened and discovered several reasons from the remaining students:

* Thefirstreason was thatall women dropped out because it was too difficult to work all day
and stay an extra 2 hours after work. They had too many familv and home obligations, and
though they wanted to improve their English, felt the gains were not worth the costs.

* A second reason was that classes were held on a Monday/Thursday schedule. Some
employees were already taking Tuesday/ Thursday or Monday /Wednesday college credit
classes. That meant they automatically missed one class a week, and they told us up front
that they would be absent. Soon they discovered they didn’t want to be out so many

evenings and the English class was dropped. The college classes were for credit, so the
decision to drop the literacy class was a logical one.

* Anotherreason was thatall of the employees were professionals who did not always finish

work in time for class. Many said they had to stay late for computer access time, team
meetings or telephone conferences.

Natlonal Workplace Lnteracy Program :
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* Asthegroup got smaller, a few others dropped because they felt taking the class indicated
they had a “problem”. The remaining students indicated that being a non-native speaker
of English wasinitself difficult in the workplace. They feltattending a class on communication
skills drew attention to their difficulties.

Theremainingstudents stayed with the class and seemed highly appreciative of the opportunity
to improve both spoken and written skills. Claire and Audrey designed the class to meet the
specific requests of these students. The class became unique because it was so individualized.
Attheir educational and professional level, these employees don’t get the opportunity to work
on pronunciation, idiomatic English usage or more concise and clear ways of writing. Both
teachers evaluated the class as productive and a learning experience for them as well. The job

required a lot of preparation and constant self-evaluation to make sure the teachers met the
employees’ nesds.

A technical problem arose during the class. On three different occasions the classroom was
previously in use. Since it was after hours for most staff, a contact person was not available to
help find another location or to inform the teacher of this conflict in advance. The teachers felt
they needed someone from Loral or CSC available for evening contact concerning room
assignments and to whom they could give and receive some feedback regarding the class.

The teachers learned from this experience and have the following suggestions for the future:
1. Provide as many incentives as possible and feasible. (Possibly work release
time around the lunch hour or after work. Rewards for attending class such as
memos of support, recognition at workplace meetings, an hour of release time on

a Friday afternoon, refreshments, supplies of paper, notebooks, and pencils, etc.

2. Survey potential students to determine the best day or time. Then the
instructors could be more flexible in matching that need.

3. Identify specific goals the employees and employer want to accomplish.

4. Have a specific person from management that solicits and gives feedback to the
instructors.

Insummary, this class proved that there is a need for workplace literacy skills for a population
beyond the basic level. There is a growing number of non-native speakers of English in the
workplace who are beyond the survival English skills level but who still need and want better
English skills. These employees want to advance in their jobs and know they must speak and
write better. Because their titneis limited, the workplace is anideal location for classes. Classes

for these employees are also beneficial to employers in maintaining a highly skilled and
productive workforce.

National Workplace Literacy Program




‘ CASAS Objective 0.1.3 - Identify or use appropriate language in general
conversation

ALL LESSONS - PHONETICS

All phonetiEs lessons were taken from PD’s in Depth by Edith Crowell Trager and
Essentials ofReadingand Writing English, Book Two. All lessons began with a targeted sound.
We discussed and demonstrated how to make the sound and then practiced pronouncing
word lists. .. After that we practiced sentences containing the sounds, and then did some
dictation with the same sounds. While practicing the word lists we also discussed the
definition and syntactical usage of the words. Idiomatic usages were also included.

Targeted sounds included:
i
ch
sh
bl - cl - fl blends

1
® £

b and v initial sounds

Workplace skill - Employees need to enunciate and speak clearly in workplace
presentations and with co-workers.

National Workplace Literacy Program .
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CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or .
providing feedback to instructions; and reacting
to criticism -

- LESSON 1 - WRITING

—y
T

Objective:
Student will be able to understand the 3 aspects of pre-writing:

1 - analyzing the audience
2 - brainstorming
3 - outlining

Lesson:

Give students “Audience and Purpose Checklist”. Discuss with students how often they
write, their audience, the purpose of their writing and problems they encounter in the writing

process ‘

Workplace skill:

Employees need to understand the process of writing in order to improve.

i Qi, ‘:i.;
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‘ CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting
to criticism

i LESSON 2 - WRITING
Objective: -
Student will be able to participate in a brainstorming session and convertideas generated

into an"outline.

Lesson:

Discuss and practiceoutlining in the technical writing process. Also discuss brainstorming
inateamworkplacesetting. Use practice21 and 22 from pages 60-62 of Writing Academic
English.

. Workplace skill:

Employees need to know how tobrainstormin a team setting to sclve problems and create
- new ideas. Employees need to know how to translate these ideas into a written outline
and from there into concrete actions.

National Workplace Literacy Program
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In this secticn you wiil learn to write 2 more detailed guthne. Whenr vou add
details to yvour basic outline. you follow the same principles as before:

1. Indent. ‘
2. Give equivalent details the same kind of number or letter.
3. Use parallel structures. ’

: If you add details to the simnple outline above. it will look like this:

Topi nce capital letters -

ig Sertence —_
AYXFirst mai orting point
1;3@#3?&&
2. Specific detail Arabic numbers
3. Sp‘?j_ﬁm -
a*Further specific detail small letters

b. Further specific detail

—B. Second mgin supporting point

Notice that each smaller
detail is indented farther
and farther to the right

1. Specific detail
2. Specific detail
Concluding Sentence

Notice that each group of points and details consists of at least two itemns: A ang
B:1and 2; 1.2 and 3:2 and b. The rules of formal outlining require that there b.
at least two items in & group in order to give them letters and numbers. In othe
words. there must be a B if there is an A: there mustbea 2 if thereisa 1 and soor

Practice 21: Detailed Paragraph Outlining 1

A. Complete the outline for the following composition.

Public Transportation in San Francisco

San Francisco has one of the worst public transportation systems in the United St:
The first problem is that the buses and streetcars are never on schedule. You often hay
to wait thirty minutes or more for your bus. Frequently. several buses going in the sar
direction arrive at the same time. and then another one may not come for thirty more
minutes. Second, maintenance is very poor. The buses and street cars often break dow
causing long delays. City officials admit that there is an average of five such break-
downs every day. Furthermore. the buses and streetcars are in terrible condition. The,
are always dirty. the windows are frequently broken. and the seats are torn. The thiro
problem is the poor attitude of many of the drivers. They refuse to give information
about transfer points, they drive like mad. and they show little consideration for the
comfort and safety of their passengers. Recently. a friend of mine was actuslly injurec
when the driver of a streetcar closed the doors on his fingers. When you are riding a
bus. you feel as if you are being tossed around-like a bowl of jello because of the sudd¢
stops and starts. A fourth. and by far the most serious problem is the increase in crim
A report from the San Francisco Police Department shows that thefts and assaults ha
increased forty-three percent over the three previous months. A few days ago. an old
man was killed when he tried to resist a thief. In conclusion, because of all these
problems. it is becoming increasingly inconvenient and even dangerous 1o ride public
transportation in San Francisco.

San Francisco has one of the worst public transportation systems in the Uni
States.
A. Schedule problems
1. Long waiting time
2. Simultaneous bus arrivals

National Workplace Literacy Program
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B. Maintenance problems
1. Breakdowns
8. Buses and streetcars -
b. Average of five breakdowns per day
2. Bad condition of buses and streetcars

a.
i * b

C.

@]

D,

1.
2.

In conclusion,

. B. Complete the sutline for the following composition.

The Confusing English Spelling System

1 One of the most difficult and confusing aspects of the English language is its spelling
svstem. There is often 8 discrepancy® between the pronunciation of a8 word and its
spelling. One cannot always tell how to spell a8 word by its pronunciation nor how to
pronounce it by its spelling. For example, there are twelve different ways to spell the

5 sound sk in English: shoe, nation, schist®, ocean. sure. mission. machine. special.
mansion, nauseous. conscious, and anxrious. To give an opposite example, the vowel
combination ou can be pronounced in at least five different ways, as in the words
through, although, thought, tough, and out.

In order to understand the discrepancies in the English spelling system, it is
10 good to know something about the history of the language. First, it is helpful to
realize that English was originally the spoken language of people in England who
could neither read nor write. While the uneducated people spoke English, the
,educated upper classes spoke in French and wrote in Latin. Later, when English
15 became a written language, there was no system for spelling English words.
Moreover, the first writers of English were French-speaking scribes® who knew
English only slightly; therefore. they carried many French spelling habits into
English. In addition, these scribes. who were used to writing in Latin, often inserted
letters into words even when they were not pronounced because the corresponding
20 word in Latin was spelled that way. The b in debt and doubt, for example, came from
Latin debitum and dubitare. Finally, the confusion incressed when the pronunciation
of certain words changed while the spelling remained the same. This is the case with
the words light and might, where the gh originally represented a distinct sound.
In conclusion. although it may not improve your spelling. it may soothe your
25 feeling of frustration to know that English spelling is just as difficult for native
speakers as it is for foreign learners.

discrepancy: difference schist: 8 crysialline roch
scribes. writers. copiers .

e
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CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting
to criticiszi §

LESSON 3 - WRITING
Objective: -

Student will be able to complete and understand exercises that will help them make their
own writing clearer, more comprehensive and more coherent.

Lesson:

Use handouts “Techniques for Revising”, “Wordy Phrases and Concise
Equivalents”,”Clear and Vague Sentences”, and “Fancy Words and Plain Equivalents”
from Technical Writing. Have studentsread and rewrite the examples from thehandouts.

Workplace skill:

Employees need to write technical reports clearly, comprehensively, and coherently.

=9
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AruiText Provided by eric [Eg

e
<

-~
.. Pereac your craft ana concerirate cn ine largest issues:

content and organization.

2. Recreate your outline py writing all ocf ryour headines in
5 liat. Ma<e sure the headgings are 1n 2 syear and log.ce.
craer: rCemember you are trying to meet the needs c¢f vycur

3. Reread your draft for accuracy. Have you provided all the
necessary data? Is the data correct? Check them against your
nctes.

4. Hae you wSed a iate leual of vooabulary
cuc.erce? Have YCu usSec CONSisStent eI N0LIOGY th
in;o proviced a gliossary £ defin.tiorns--1¢
JCuLT feacers W.:l neeg |

5. Have you varled vour gentences appropclateiy? Are the
sentences grammatically correct? Have you avoided awkward
cons:tructions? Are all the words spelled correctly?

G.ve your revised craft to someore else tc read. Chocse a
erson WhC Comes ciose TO your evertua:l seacer.as< them (o
point out the weak Ppoints, unciear passaeges. secticns that
need to be added, deletea or revised. If the aocument is a
set of instructions, see if the person can perform the task.

ALY,
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We beganour guabvas with a heacy spherival sample

K

.t

Following iv a ]l\l of some of the most commonhy used Wor
phrases and their concise equiv alents.

g Maonity of

4 nunber of

at anearlt date

at the conclusion of

at the present time

at this pointin time
based on the fact that
despite the fact that
due to the fact that
during the course of
during the time that
have the capability to
in connection w ith

in order to

inregard to

in the event that

fn view of the fact that
it is often the case that

it is our opinion tha:

it is our understanding that
itis our recommendation that

make reference to

of the opinion that

on a dail\ basis

on the grounds that
prior to

relative to

$o asto

subsequent to

take into consideration

until such time as

Nt

SeHLe 1 dle

i

after. fullowing
now

now

because

although

because

during

during. while

can

about. concerning
to

regarding. about
if

because

often

we think that

we understand that
we recommend that
refer to

think that

daily

because

before

regarding. about
to

after

consider

until

!




.. BE SPECIFIC

VAGLE ~

e
LU P

vaclz .

Tre 1es.it8 “on t Ce avallan'e $ar [R5

C.ear

.

Y

- VAGUE
The fire In the laboratory caused extens!ve carage.

Ciear

2. FOCUS ON THE REAL SUBJECT

WEAX

The use of this method would sliminate the prodbiem of motor
Qamage .

Strong

WEAL
The presence ©f-a.slx-menberea dactone.ring yas aetected.

S.t £ong

RT3

WEAK .
. There are many problens that st be porked put,
Strong

WEAK
it s aith grest pleasure that 1 welcome you 20 our annual
deve)opment eeminarc. ot

Strong

3.FOCUS ON THE REAL VERB
WEAK .
Each preparetlion of the solutlon is Oone twice.

str ong

VEAK

An investigation of alj possibie alternatives uas
gendertaken. :

Strong

‘WEAK
Considgeration shoulo be piven to an acquisition.of the

sproperties.
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Following is a list of some of the most commonly used 4.
words and their plain equivalents:

advise tell

ascertain learn. find out
attempt (verb) try

sommence start, begin
demonstrate show

employ use

endeavor (verb) try

eventuate (verb) happen
evidence (verb) show

finalize end. settle, agree
furnish provide. gine
impact (verb) affect

initiate begin
manifest (verb) show
parameters variables. conditions
perform do

priontize rank

procure get. buy
quantify measure
terminate end, stop
utilize use

Aruitoxt provided by Eic:
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Aruitoxt provided by Eic:
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The following example shows how a writer addressing a gen.
eral audience divided one long paragraph into two:

High-tech companies have been moving their operations to the sub.
urbs for two main reasons- cheaper. more modern space and a better |a.
bor pool. A new office complex 1n the suburbs will charge anyw hete from
half to two-thirds of the rent charged for the same square footage in the
city. And that money goes a lot further. too. The new office complexes
are bright and airy . with picture windows looking out on lush landstap.
ing. New office space is already wired for the computers: and gxei'mse
clubs. shopping centers. and even libraries are often on-site.

The second major factor attracting high-tech companies to the sub.
urbs 15 the availabilitv of experienced iabor. Office workers and rmiddle
managers are abundant: many suburbanites. especiaily women returning
to the labor force after their children start school. are higkly trained and
willing to make the short trip to the office complex. In addition. the eng.
neers and executines. who tend to live in the suburbs anvway . are happ:
to forgo the commuting. the city wage taxes. and the noise and stress of
city hife

A strict approach to paragraphing would have required one
paragraph. not two. because all the information presented sup-
ports the topic sentence that opens the first paragraph. Mans
readers. in fact. could easilv understand a one-paragraph version
Howeer. the writer found a logical place to create a second para.
graph and thereby increased the effectiveness of his communica:
tion.

Another writer might have approached the pr .lem differ.
ently. making each “reason for moving to the suburbs™ a separate
paragraph.

High-tech companies have been moving their operations to the sub
urbs for two main reasons cheaper. more modern space and a better i
bor pool.

Office space is a bargain 1n the suburbs. A new office compley wii
charge anyw here from half to tw o-thirds of the rent charged for the same
square footage tn the city. And that mones goes a lot further. too The
new office complexes are brighi and airy. with picture windows lookir:
out on lush landscaping. New office space is already wired for the cor
puters: and exercise clubs. shopping centers. and even libraries are ofte”
on-site.

The second major factor attracting high-tech companies to the wh
urbs is the availability of experienced labor. Office workers and midcie
managers are abundant: many suburbanites. especially wamen retur”
to the labor force after their children start schaol. are hughly trained 4~
willing to make the short trip to the office complex In addition. theers
neers and executives. who tend to live 1n the suburbs anvway . are hai”

to forgo the commuting. the city wage taxes. and the noise and stress of
city life.

2004
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Transitional words and phrases help the reader understand a
discussion by pointing out the direction the thoughts are follow-
ing. Here is a list of the most common logical relationships be-

tween two thoughts and some of the common transitions that ex-
press those relationships:

HE{ 2 THIONSNHIP TRANSITIONS

addition also. and, finally. first {second. etc ), furthermore.
in addition. likew ise. moreover. similarly -

comparison in the same wav, likewise, similarly

contrast although. but. however. in contrast. nesertheless. o5
the other hand. vet

illustration for example. for instance. in other words. toillus- *
trate

cause-effect as a result. because. consequentls. hence. so.
therefore. thus

time or space above. around. earlier. later. next. to the right left
west. etc.). soon. then

summary or at last. finally | in conclusion. to conclude. to

conclusion summarize

In the following examples. the first versions contain no trans:.
tional words and phrases. Notice how much clearer the second
versions are.

Wi AR

Neurons are not the only kind of cell in the brain. Blood cells suppls ox.
gen and nutrients.

nrrovtn

Neurons are not the only kind of cell in the brain For example. blooc
cells supply ox: gen and nutrients

Wik

The project was originalls expected to cost $300.000 The final cost was
$450,000.

INPROVED

The project w as originally expected to cost $300.000 Hou ever. the fire
cost was $450.000.

WiE AR

The manatee population of Florida has been stricken by an unknown g
ease. Manne biologists from across the nation have come to Flornda to«
sist in manatee-disease research

IMPRONLD

The manatee population of Florida has been stricken by an unknown dr
ease. As a result. manine biologists from across the nation have come’
Florida to assist in manatee-disease research




{
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Aruitoxt provided by Eic:

NG AL

ew screening techniques are being dex eloped to combat v iral \nfections
These are the subject of a new research effort 1n California -

N1 an

The task force could not complete its study of the mine accident This was
the subject of a scathing editorial 1n the union newsletter

TNCTT A

For months the project leaders carefullv planned their research. The cost
of the work was estimated to be over $200.000 (What is the work. the

planning or the research




CASAS Objective 4.4.5 - Interpret tasks related to clarifying, giving or
providing feedback to instructions; and reacting
to criticism -

LESSON 4 - WRITING

~x

Objective: - .

Student will be able to write clear, precise directions to enable sceone to recreate the
drawing they were given. :

Lesson:

Usehandout "Geometric Design" and handout “Prepositions” Appendix 2 from Building
English Structures. All studentshad a copy of the picture except the student at theboard.
Each student had to give one specific verbal direction so the student at the board could

recreate the drawing. Then students wrote a set of clear, precise directions for someone
else to follow.

Workplace skill:

Employees need to write directions in a team setting.
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APPENDIX 2
-PREPOSITION COMBINATIONS

¥

*~ - The choice of a preposition is often determined by the verb. adjective, or noun that

- tomes before or after it. In the following sentences the words that determine the prepositions
are underlined and in alphabetical order. Use this appendix to test your.skllls with using
these common preposition combinations. .

Directions: Cover the answers on the right. Write the prepositions in the blanks. Then check
your answers.-An X means that no preposition should follow the underlined we:d. Practice
the preposition combinations in the sentences until they become automatic far vem

How many students were absent class vesterday?

Wearing jeans to a wedding is not acceptable most people.

The parents of Stan accused him neglecting his studies.

Mieko is still not accustomed driving on the right side of the street.
In addition the numerous gifts I won. I also received ter thousand dollars
She is applying for admission that university.

You should take advantage living close to the mountains.

Your laziness does not affect me, but it does affect _ your grades.
You shouldnt blindly agree everything the professor says.

I know that my sister will like my idea: we agree everything.
Twasamazed ~  the weightlifter’s strength.

Why are you angry me?

My father used to get annoyed my behavior very often.

You must apologize what you said.

She is applying admission to that university.

The candidate appreciates all the support that he can get.

He doesn’t approve smoking.

It is useless to argue a policeman when he stops you f{or speeding.
arrived this country two weeks ago.

She arrived the airport 10 minutes ago.

Let'sask _ Charlie if he is sure of his answer.

I will ask your advice when I need it.




My wife couldn’t attend the party because she 1s working late this evening

Only a few seats were available the general public

He was late because he wasn't aware the time.

Do you believe ghosts?

Whenever she can’t find he: clothes. she blames her roommate.
—PJon't always put the blame others for things that go wrong.
“The children were blamed breaking the lamp. -

" The two-year-old quickly became bored her new puppet.

The teacher knew that Mike was capable doing much better work.

‘I don’t care spaghetti. Could I have something else? -

He do'esn't seem to care his bad grades.

Try to take care your health.

There is little chance seeing him today.

I will come back your question after I finish this topic.

Her grades are better compared what she received last year.

The man felt compassion his neighbor after she was robbed.

Some people think it is useless to complain bureaucracy

' Water consists oxygen and hvdrogen.

They have been considering moving to North Carolina.

I will contact you for an interview next week.

After graduation, she kept in contact her best friend.
She is not content the progress she is making.
Andrea contributed her ideas the discussion.

Do you promise to come? I'm counting vou to be there.

Harry solved the problem in the course doing his research.

Jose is crazy soccer: he plays almost every day.

The doctor told him to cut down cigarettes and alcohol.

With all the extra cargo. the ship was in danger sinking.
1 have never had to deal such a disagreeable person.

Have you decided a meeting time yet?

The soldiers must be ready to defend the country one day.

The lawyer spoke eloquently in defense her client.

Marcie received a degree sociology last spring.
You can’t depend your instincts when you drive on the highways.

The twins differ each other in many ways.
9 -
®
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NEW CARROLLTON PUBLIC WORKS

Site: -Multipurpose, conference and physical therapy rooms at New Carrollton
City Hall.

Instructors:  ~Phyllis Oarr
~ Christine Jones
_;Mary Ellen Butlak
-« Work Release - 1 1/2 hours
Volunteer - 1/2 hours -
.Class 1 & 3 -Apiil 25, 1991 - July 18, 1991 '
Thursday and Friday
2:00 - 4:00 PM

=
2
®

Class 4 & 5 - July 19, 1991 - September 27, 1991
Thursday and Friday
2:00 - 4:00 PM

Student: Male employees of the City of New Carroliton who perform various services
pioy ty pe
for the city (trash collection, street cleaning, vehicle and building maintenance,
pest control, and minor construction).

NEW CARROLLTON PUBLIC WORKS/
High Level Basic Skills

Instructor's Summary:

The upper level skills class was made up of students whose tasks included grass cutting, street
repair, trash removal, small scale construction, pest control, work order writing, phone
message writing, form completion, and town vehicle maintenance and operation. Skills
required to complete these tasks included map reading, giving directions, measurement and

the ability to use fractions and decimals and the formulas for perimeter, area, volume, and
circumference.

It was imperative for many of the men receive their Commercial Driver's License. We obtained

copies of the Maryland Commercial Driver's License Manual and read and discussed sample
tests. We also invited a Prince George’s County Policeman to present and discuss videos about
materials on the test.

National Workplace Literacy Program
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Personally, the students wanted more knowledge about banking, budgeting, and borrowing
money. A representative from Sovran Bank did a seminar on opening bank accounts, writing ‘
checks, and balancing a checkbook and understanding a monthly statement.

Some of the students had health problems. We invited the Health Department to monitor

students' blood pressure and talk about preventative medicine. Health Department brochures
provided classroom reading material.

Mr. Robbins,ithe Public Works Director , is extremely interested in promoting three of his men
to supervisopy positions. He is generously offering to pay for their tuition at Prince George’s
Community College provided they maintain a “C” in their courses.

Students came to class with the ability to add and subtract whole numbers. A review was
needed of multiplication and division facts. Fractions, decimals, percents, and all measurement
functions had to be introduced and reinforced. Because of the large amount of “core” material
to be taught, most of the curriculum came from “workplace” texts. -

From the worksite, we wrote sample business letters, and work orders, and filied in forms.
Map skills were practiced using a map of New Carrollton and other maps.

We used hazardous material worksheets as reading material.

The three men who were slated for Prince George’s Community College were more confident
after the class.

S5
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NEW CARROLLTON PUBLIC WORKS/
Low LevelBasic Skills

Instructor Summary:

This was a heterogeneous class comprised of male adults with varying basic skill competencies,
each with a persenal goal for self-improvement in reading, writing, spelling, and math skills,
and each hoping to enhance both job performance and self esteem. -Students followed an
individualized learning plan, progressed at their own pace and used a variety of materials
(teacher-made, printed, audio-visual) and techniques appropriate for.skill levels and job-
related needs. Guest speakers added another dimension to the curriculum. Students enjoyed
the oral presentations and the opportunity to participate in a question/answer session with
“an expert on the topic” as well as to receive written information on banking, health, and the
CDL Test (Commercial Driver’s License - a job requirement for some of them).

During each class, students worked on improving reading, writing, spelling, and math skills
relative to their respective jobs. Two students needed to learn to read the names of the streets
they travelled daily on their trash pick-up routes. They recognized their routes by landmarks
but could not read street signs and could easily become lost. Often they simply drove through
the neighborhood until they found what they were looking for and recognized where they
were. Directions for them were “this way or that way” and “up the hill” or “down the hill”
rather than right or left or north, south, east and west. Thus, these students worked on learning

the names of New Carrollton City streets, recognition and understanding of road signs, and
map skills.

Students also wanted to learn to read and write names of “special pick-up items” (sofa, T.V.,
stove, sink) and words telling where these items would be located (on the curb, beside the
garage, in front of the house). In addition, they wanted to learn to read and write memos
related to “special pick-up “ assignments. When they could demonstrate the ability to do this,
they might get a job promotion and salary increase.

Some students worked on studying and reviewing information they needed to know to pass
the CDL Test in order to obtain their Commercial Driver’s License. These students were greatly
helped in this area by a County policeman who spoke to them, showed video tapes, answered
questions, and offered tips on how and what to study.

Some students needed to learn to read, add, subtract, and record numbers so they could keep
records of truck mileage and the amount of gasoline used each day. Other students worked
on improving skills in multiplication, division, fractions, decimals, and percents and applied
them in solving job related problems. A new and satisfying experience for all of the students

()‘.4/'
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was learning how to use a calculator. They had always been afraid to try and didn’t want tc
ask anyone to show them to use one. One man bought a calculator the day after we worked .
on it in class and he showed others how to use it.

Students also worked on activities related to time management, completing and interpreting
various forms, health benefits, utilizing community resources, attltudes, and what it takes to
be a good employee.

Attendanceqi&'hs good and by the end of classes students were pleased with their progress, and
felt good abeut themselves, but were disappointed classes were ending. They were given

information and encouraged to enroll in Prince George’s County Adult Basic Education classes
to continue 1mprov1ng their skills. :

210
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CASAS Objective 1.1.3 - Interpret maps and graphs
CASAS Objective 2.2.5 - Use maps relating to travel nceds
CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions

' NEW CARROLLTON MAP ROUTE

-3
S
:\

NEW CARROLLTON

PRINCE GEORGE $ COUNTY
MARYLAND

INCORPORATED IN 1953
1970 POPULATION 14,870

-~
-

city Of

1973

o o N
/10

" CONMICY tady sam 180y
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. CASAS Objective 1.1.3 - Interpret maps and graphs

CASAS Objective 2.2.5 - Use maps relating to travel needs
CASAS Objective 1.9.4 - Interpret maps
CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions

) REVIEWING DIRECTIONS

Use your map e£ New Carrollton that shows your Tuesday/Friday route. Write the direction
word in the bla}:'tk.

north east south west North (abqve)

West (left) East (right)
South (below)
1. Charles Carroll Junior High School is of Lamont Elementary School.
. 2. OakLaneParkis____of the Boys Club property.
- 3. Lamont Drive goes and

4. BeallsPointis of the Public Works Dept.
5. Longbranch Drive is of Good Luck Road.
6. Moravian Church is of Leahy Road.
7. Miitchell Tract is of Charles Carroll Junior High School.
8. Longbranc;h Drive and Farmcrest Drive go and

9. If you turn onto Adrian Street from Good Luck Road, you are traveling

10. If you turn left on to Lamont Drive from Carrollton Parkway, you are going

National Workplace Literacy Program
215




CASAS Objective 1.1.3 - Interpret maps and graphs .
CASAS Objective 2.2.5 - Use maps relating to travel needs
CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify dxrectlons

~%

I.  Write the names for the 4 directions.

I.  Write the direction word in the sentence. Use your map of New Carrollton.

1. Westbrook Drive is of Riverdale Road.

2. Your “shop” is of Lamont Drive.

3. Lamont Drive goes and

4. Legation Road goes and

5. Thelibrary is of Westbrook Drive.

6. New Carrollton Recreation Centeris __ of Mentana Drive.

7. New Carrollton Mall is of Legation Road.

8.  Carrollton Terrace Apts. are of the New Carrollton Mall.

9. Carrollton Elementary School is of Charles Carroll Junior High

School.




CASAS Objective 1.1.3 - Interpret maps and graphs

CASAS Objective 2.2.5 - Use maps relating to travel needs
CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify dlrectlons

TUESDAY/FRIDAY ROUTE

~%
g

Write in ABC order

Westbrook Drive

Lamont Drive

Verona Drive

Larchwood Street

Carrollton Parkway

Ravenswood Road

Stanwood Street

Quintana Street

0N RN

Fremont

Fairbanks Street 10.

Sprague Place 11.

Caswell Place 12.

Cathedral Avenue 13.

Malissa Street 14.

Donoghue Drive 15.

Good Luck Road 16.

Write the abbreviation

Road

Street

Avenue

Drive _
Court -
Parkway

Place

ABCDEFGHI!I]J]KLMNOPQRSTUVWXYZ
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CASAS Objective 1.1.3 - Interpret maps and graphs .
CASAS Objective 2.2.5 - Use maps relating to travel needs

CASAS Objective 1.9.4 - Interpret maps

CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions

MAP

l'llll‘ii!lllll x

CiTY OFf

NEW CARROLLTON

- PRINCE GEORGE § COUNTY
’ MARYLAND

INCORPORATED IN 1053
1970 POPULATION 14 8§70

ase CORICH sory w191y




. CASAS Opbijective 1.1.3 - Interpret maps and graphs

CASAS Obijective 2.2.5 - Use maps relating to travel needs
CASAS Objective 1.9.4 - Interpret maps
CASAS Objective 2.2.1 - Ask for, give, follow, or clarify directions

Objective:  To become familiar with the streets on a refuse collecting route.

LNl

1. Usinga ﬁanSparency of the map of New Carrollton highlight refuse collection
routes. '

2. Have each student highlight individual maps.

3.  Write the directions from the Public Works Facility.




MATERIAL SAFETY DATA SHEET,

11097
AND SAFE HANDLING AND DISPOSAL. INFORMATION PaRE 1 OF
' Ouse/90  LEP KLEAR

[

2EP MANUFACTURING COMPANY

PR GETES . AT 1D, DG . . -

4 AST IN MAINTENANCE PRODUCTS R e SAee PRODUCT NUMBER: O.é'“q
_?:i.:i-:!--':'..l'l!_'r!f;if. ¢ C ¥ T ONT ACT S

SRR ORSNUF S U§Tha CUF Ay TELEPHONE (323 390~1580 BETWEEN B8 00 AM-5: 00 Pi1 (EST -

- 0 EOY 2015 MGMN-OFFICE KOURS. WEELKENDE, AMND HCGLIDAYS: AREA CODE 4C4

STLANTA, JUuDRD IL ZNEOL 4392-2G73E, W9A-NR0W, AR1-05D2, 9F1-2347,. 432- 3702

. Goal. PCISON CORTROLL CENTER ... .. T
TEANRSEOFRT &7 TON EMERTCSY CHEMTREC TOLL I'REE 1-200- zu—9°00 nLL LALLC RCCDRDED
DISTRICT LF COLUMRBIA {(2023483-7416& ALL CALLS RECORDED
SECTIGNII-—HAZARDGUS INGREDIENTS
TV EFFECTS wOIN
DESICNATIGNS {PFM) (SEE REVERSD) PROD.
@ud PITTHRANDL, ##% methyl &litchol, wood alcatol, celiuvmkbia 200 TOX IRR FBL > §C
spitTits: CAB#H &7-5&-i: RTEIS#% FC14T0GOC. OSRA PEL-
200 PFM, GESHA/ACGIH STEL-Z250 FPM

@ IDENTIFIES CHEMICALS LISTED UNDER SARA-SECTION 313 FOR RELEASE REPORTING.
SFECIAL MNGTE: ADVERSE KEALTH EFFECTS WGULD NOT EE EXFECTED UNDER RECCMMENCED
CGDITIONS OF USE SO LONG AS PRESCRIBED S&FETY PRECAUTIONS ARE PRACTICED.

o o e o e = o —— = o o = e o . e o T o o o S i 4 i ot i S . T ™ s S e S T L T e S e e e S SRS T

SECTIONII!-’HEALTH.HAZARD DATA

ACUTE EFFECTS pF OVEREXPOSURE.

THIS PRODUCT IS TOXIC VIA INHALATTOH, INGCSTION. AND SKIN ABSORPTION POIGONING
OCCURS BY CENTRAL MNERVOUS SYSTEM (CNS) DEFRESSICM. SYMPTOMS OF CNS DEPRESSIONM
1ISGLUDE: STUPOR, DRUNKENNESS, HEADACHE., AND ULTIMATELY RESPIRATORY ARREST AND |
4y INSCIDUSNESS. 7..MPORARY OR PERMANENT ULINDNESS MAY FOLLOW IN 2-6 DAYS. TDEIC
S ZENTRATIGNS MAY ACCUMULATE WITHOUTY WARNING SINCE EYE IRRITATION AMND ODCR -
Be FECTION ONLY OCCUR AT VERY HIGH CONCENTRATIONS

National Workplace Literacy Program

\- .

T e by ERIC

22 T BESTCOPY AVAILABLF




® Z€P)  MATERIAL SAFETY DATA SHEET

AND SAFE HANDLING AND DISPOSAL INFORMATION T4 D OF T

LEELRD LSTE R E3SNE JER GLERR
ZEP MANUFACTURING COMPANY NEEKEzU S PRODUCT NUMRER: 062S
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( JION 1T - H L AL T oK nAal e kD DA ¥ & (IGRTIRNUVEDR)

\ CHEROVIC EYFLIIES, OF GUESRT»FISUSE

TERCGNIC AND SUGBACUTE E2FDSORE TQ T MATERIAL FRUDSHINARTLY AFFECTS ThE
TENTRAL TeE V518N Nk DA VL M ER THE EAME AT THOSE FOR £CUTE
DVEREYPOSURE T AND MAY Vg DISTUREBELY ATAYIA, - STAGGERIMNG GAl1T.
WEAKNESG. FRMREF S, VFEF T OWRTE TR LR ERSONALYTY CHANZES,

DITFIQULTY Il SFRETH. AWL BLURREL: - Giv *#RIG : T COMFLETE BLINDNEST
o EYNMTTING MAY DD DECAYVED T DIEET adD st S.TINDE FOR SOME VINME AFIER
L-FLOZURL HAS. STOPFED
FIEETHANDL 18 FELIMINATELD FPIv
HAVE CMULATIVE ESFLCS

YCEORTL OVERY SLINCLY TRIVEFOFE- DAILY EXFOSUSRT CAR
TG GV TIS NERVE LAMaRE

C S UL

WUNE OF THE HATARLOUS INFREDIENTS AFE LISTED AT CAFCIKRGGENS BY IARC, KTF. & OSH:
EST'D FEL/TLV. Z00 BFN FRIMARY ROUTES OF ENTRY® INH, B8XIN, IND

H1S5 COLES HEALTIL 2, FLAY 4, REACY G FEFS FROTECT B, CHRGONIC HAZ. YES

FIRET AID FRDOCEDURES:

SHIN ! IMMEDIATELY FLUSH CONTAMINATED SKRIN WITH FLENTY OF WATER FOR AT LEAST 1%

MINUTEES. GET MEDICAL ATTELTION IMSEDIATELN
EYES : IMMEDJIATELY FLUSH EYES W1TH FLENTY DF WATER FGR AT LEAST 15 MINUTLS., OC-

CASTONALLY LIFTING UPFEF AL LLOWER LIDS EGET MUDICAL ATTENTION AT DHCE.
INHALE: MOVE EXFOSED PERSON TG FEESS ALK AT ONCE  IF EREATHINS HAS STOPFEL, PER-

FORM ARTIFICIAL FRESFIFATIUM GET MEDICAL ATTONTIOGN IMIMEDIATELY.
‘ 'x" -ST. IF SWLLLOWEDR. INDUCE VO%IT G EY GIvIiis TRT GLASSES OF WATER &RE
( STICKING FINGER DOWN THROAT. CALL A& PHYZICIAN IFRMEDIATELY.

SECTICN IV - S PEC I AL FROTECTICH IRNRFORMATICGHN

FROTECTIVE CLOTHING : WEAR NEOPRENE. NITRILE. OF RATURAL FURBER GLOVES DR
GLOVES WITH PROVEN REZISTANCE TU THE INGREDIENTE LISTED.
EYE PROTECYION T USE TIGHT-FITTING, SPLASH-PROOF SAFETY GOGGLES. COMTACT

LENSES SHOU.D NOT BE WOFN WHEN HANDLING THIS MATECRIAL.
HESPIRATORY FROTECTION: IF VENTILATION 1S INADEGUATE, WEAR 4 PROPERLY FITTING
MSHA OR OSHA-APPROVED RESPIRATOR.
VENTILATION : VENTILATION SHOULD BE EGUIVALENT TO OUTDOORE USE EX-
HAUST FANE AND DPEN WINLIWS IN ENCLOSED SPACES

BOILING POINT (F) 1 1S0F SPECIFIC GFRAVITY : 0 80
VAPUR FRESSURE(FIHGT: APFROY. G&MM PERCENT VOiL.ATILE EY VOLUME (%) €5. 9%
VAPGR DENSITY(AIR=1): 1.11 EVAPURATION RATE(N-BUTYL ACETAT =1): 3. 5.
SOLUBILITY IN WATER : COMPLETE PH(CONCENTRATE) . N/&

PH{USE DILUTION OF )y: 8 £-9.5
APPEARANCE AND ODDR :A THIN, ZPLUE LTQUIL WITH A FAINT ODOR

SECTIGN VI - F 1 R E A ND EXFLOSIOWN DATA

F' °H POINT(F) (METHOD USED): 6&!F (TOC ) :
F{ MABLE LIMiTS LEL 7 3 UEL B. 6 -
E. .NGUISHING MEDIA : WATER, €Oz

SPECIAL FIRE FIGHTING. FIRE EXPUSED DRUMS SHOULD LE COOLED WITH STREAM OF WATEPR
‘ UNUSUAL FIRE MAZARDS : SEE AROVF

National Workplace Literacy Program
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Aruitoxt provided by Eic:

ERIC

MATERIAL SAFETY DATASHEET

AND SAFE HANDLING AND DISPOSAL INFORMATION PAGE 3 v % .

7ep)

CESUE NETE OASZDANT ZER WLUAR
MANUFACTURING COMPAN Y SUFERBELES D /1i/8%  PRODUCT NUMBER: 5527
ST IN MAINTENANCE PRODUCTS
TIBN VIL - R EACT !V I TY DaTA

SRILITY STaBLE
TOMEATIMILITY(AVQIDY | HEAT, SURLIGHT. STRONG 0xIDIZERS, AND ACIDS
AMERIZATIONG ™ WlLL NOT ¥ CUR.

TARDIOUYS DECGYPOSITIGH  {ARICN DI IDE AND CARBION MONOX IDE

JTION VIIT - 8 P I L L AT D 1 s8POS AL PROTEDURESTS

IFS TO BE TAKEM JN CASE MATERTAL TS PEILVANRED R JF ILLED:

MEDIATELY ELIMINATE ALL FoATE- 1SGITIGN AhD 3I3H-KEAT SOURCES ABSORR SPILL
INERT ABSORBENT MATEFI=L ‘eq ZEF-0-I0KD). PiCk UF AND PL.ACE RESIDUE IN A
EAN, D O T. SPECIFICATIOH CONTATNR FOR DUSEFOZAL WASH AREA THOROUGHLY WITH A

TERGENT STOLUTION AND RINSE WELL WITH WATER.

3TE DISPOSAL METHOD :

AUIDS CANNOT BE SENT TO LAMIFILLS UNLESS SOL:IDIFIED. UNUSAFLE FPRODUCT ~AND
LLECTED., SPENT MATERIAL 4y REQUIFE DISHFOSAL AS A HAZARDOUS WASTE AT A FERMIT-/
D TREATHENT/STORAGE /DISF RAL FACILITY SOLYENT WASTES MAY REQUIRE TREATHMENT
MEET THE APPROFRIATE STANDARDS LEFORE CTISPTSAL I A THEMICAL OR INDUSTHIAL
STE LANDFILL. CONSULT LUCAL, STATE. ANC FEDEFAL AGENCIES FOR PROPER DISPCSAL
THOD IN YOUR AREA.

14

RA HAZ. WASTE NOS.: DCC1 {(SEE ABOVE)

ECAUTIONS TO BE TAKEN WHEN HANDLING AND STOR ING:

AMMABLE! STORE AND USE AWAY FROM HEAT, SPARKS, GPEN FLAME, AND ANY SOURCE OF
NITION.

ORE TIGHTLY CLOSED CONTAINER IN A DRY AFEA AT TEMPS. BETWEEN 40-120 DEGREES F.
EP PRODUCT AWAY FRDM SWKIN AND EYES.

1 NOT BREATHE SPRAY MISTS OR VAPCRS.

OTHING OR SHOES WHICH BECOME CONTAMINATED WITH SUBSTANCE SHOULD BE REMOVED
OMPTLY AND NOT REWORN UNTIL THORQOUGHLY CLEANED

EP OUT OF THE REACH OF CHILDREN.,

LTION X = TR ANSPORTATTIOWN DaAaTAaéA ’

.T PROPER SHIPPING NAME
OMPOUND., CLEANING, LIQUID
'T HAZARD CLASS. FLAMMABLE LIQUID
1.D. NUMBER : NA1993 DOT LANEIL/PLACARD FLAMMABLE
TSCA CHEMICAL INVENTORY - ALL INGREDIENTS ARE LISTED,
A CWA 40CFR PART 117 SUBSTANCE(RAI IN A-SINGLE CONTAINER!: NONE : - .

National Workplace Literacy Program
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CASAS Objective 1.9.4 - Interpret maps
CASAS Objective 6.6.5 - Interpret scale drawings

Objective:  To determine distances between sites in New Carrollton using the mileage scale.

Themileage scéfe on the New Carrollton map is 1 inch =1 mile. Using this scale and your ruler
find the dista;iEe' between:

1. New Carrollton Library and New Carrollton Mall
2. Charles Cartroll Junior High School and Lamont Elementary School

3. City Hall and New Carrollton Public Works Dept.

4.  Robert Frost Elementary School and Carrollton Elementary School

National Workplace Literacy Program




CASAS Objective 4.3.2 - Interpret work safety manuals and related publications '

Objective: ~ To become familiar with vocabulary on a Material Safety Data Sheet.

1. Under Section HI find the words that mean the same as:
. poisonous
breathing
swallowing
stopping
irregular walk
shaking of the body
a condition where someone feels as if he is whirling
something that causes cancer

TR N A0 O

2. If methanol touches your skin or eyes how long should the area be flushed with
water?

3. If someone has stopped breathing during exposure, list the steps to be followed.
4. What should be worn to protect your hands and eyes? .
5. If you cannot ventilate your work area, what should you breathe through?

6. Number the following steps in the order they should be taken should the methanol
be spilled.

___wash area with a detergent solution

___pick up and place residue ina can

___eliminate all flame, ignition and high heat sources
—_rinse well with water




CASAS Objective 2.5.7 - Interpret permit and license requirements
CASAS Objective 4.4.2 - Identify appropriate skills and education for
keeping a job and getting a promotion

COMMERCIAL DRIVER'S LICENSE APPLICATION

SQUNDEX OLD SOUNDEX VERFIED BY TEST LOCATION

Application for a Maryland

har 2
- DL11-Ct5-90) Commercial Driver's License
Ls and/or Endorsements

¥ you Need help with tus form, pledse 83k AN MVA smpioyee

6601 Ritchie Highway, N E. DO NOT WRITE IN GREY AREAS
Gien Burnie. Marylzng 21062 MUST PRINT IN INK
Liténse Class {Check all applicable endorsements and transactions) ENDORSEMENTS -
3 a— au vanicies sxcept motorcycies O PASSENGER (BUS!
D B— Motor vehicies 26.001 8nd more Ibs except traders over 10 000 1bs O} DOUBLE/TRIPLE

O TANK VEHICLES

ang motorcycles Al Crass 8 sng C noncommercial vehicles O HAZARDOUS MATERIALS

O c— Molor vehicies under 26,001 Ibs except traters over 10000 ibs and

TRAKSACTION
motorcycies All Class C non-commerCisl molor vehicles O ORIGINAL
O ves [J NO 1S VEHICLE EOUIPPED WITH AIR BRAKES? [0 RENEWAL/CONVERSION
NOTE: YOU MUST PROVIOE 8n 8ppropriale Motor Venicle for Skilis Test 8 lNgTR'-EJg"gNAL PERMIT
O M—mMororcycre Lice CORRECTION
e e D OUPLICATE
FOL0 UP 1O mERE
1 $OCIAL MCUMTY NuMatd RACE CODES: 1 Bisck
1
FIAST NAME ODLE NAME ST RARE 2 Wnite Caucsnan. Asiic ndian 4 Mongolod. Amernican Indan
3 Mongolowd Orent) Asatic T Other
AERDIMCE ADOALAS T3] MAIUNG AOORESS — § S0 ¢ni a0 100.0ent AGSiIess — BTREET RFD OR SOX MO
Ty STAYE [ T COnE Iy sTaTL e coet
RESTR i L33 ‘ iy JnAcz T8tx l SHRTHOAY (MenrDarTi|
|
ANSWER THE FOLLOWING QUESTIONS YES NO
"o you have or have you ever apphed for, 8 driver's hcense. instructional permit or {D cardg?
.. yes. enter expirsuon date and state of issue o110
2 Have you ever sppied for 8 MD iicense or CDL under s ditferent name?
if yes. print Other name 020

3 Is your driver's icense or privilege to operste a motor vehicle revoksd. suspended. csncelied
refused. or disqualified :n this staie or any other state. DC or Canads? N yes. When

Where? 030

4 Do you have any physical or mental disability, other than vision which may atiect your dniving?
it yes submit with this spplication a ceruficzie rom your doctor. indicating the onset of
the disability, disgnosis. prognosis. snd medication. if sny 040
5 Do you have s hicense now? i yes ge type or clsss State
License Number Expiration Date osQo
COMPLETE THE FOLLOWING CERTIFICATIONS YES NO
1A | certily that | meet the qualification requirements of 49 CFR 391. s O1A
or 1300
18 1ceruty that | am exempt from the requirements of 49 CFR 391 " st o118
2 Do you have s pending disquahfication, suspension. revocation, or canceliation in this
State or sny other junisdiction? Oz20
3. Do you have more than one driver’s license?
" {if you have more than one driver's license. you mus* suffender it } 030

NOTICE TO APPLICANT: IMPLIED CONSENT
ANY PERSON WHO DRIVES OR ATTEMPTS 70 DRIVE A MOTOR VEHICLE ON A HIGHWAY OR ON ANY PRIVATE PROPERTY
THAT 1S USED 8Y THE PUBLIC IN GENERAL IN THIS STATE IS DEEMEO TO HAVE CONSENTEO TO TAKE A TEST TO
OETERMINE THE ALCOHOL CONTENT OF HIS 8LOOD If HE SHOULD BE OETAINED ON SUSPICION OF OR:VING OR
ATTEMPTING TO DRIVE wriLf INTOXICATED OR WHILE UNDER THE INFLUENCE OF ALCOHOL

1 70n3ent 1o the reiease 0! my ccmplele drving record to My €mpiOye: O an, Prospective empioyer and
11y unde" penain, Ol perjury that Ine sialements made hese.” are Irue and CO'reC! o the bes' o' my knowledge Nlormal-or and

teler . c (

Signalure of spphicanl Dsie
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CASAS Objective 4.4.2 - Identify appropriate skills and education for ‘
keeping a job and getting a promotion

; | CDL REQUIREMENT TEST

CMVSA/86 - CDL Requirements Test

e

Stutly each question carefully and then indicate your choice by drawing a circle around the letler
yoy have chosen.

1. The "P" endorsement (PASSENGER VEHICLE) is required if:
A. the driver transports 15 or more passengers, including the driver.

B. the driver operates a vehicle designed to transport more than 15 persons, including
" the driver.

C. operates a passenger bus for hire.
D. the driver transports passengers more than 6 months of the year.

2. The new BAC (Blood Aicohoi Concentration) level is:

A .10
8 .07
C. .04
D. .05

. It you operate a tractor-trailer tanker, which is air-brake equipped, you will be required o take:
A. tank Vehicle and Hazardous Material endorsements. ‘
B. tank Venhicle, Air Brake, arid Combination endorsements.
C. tank Vehicle, Air Brake, Combination, and Hazardous Material endorsements

D tank Vehicie, Air Brake, Combination endorsements, and the General Knowledge
Test.

4. The penalty for operating a commercial vehicle without a CDL can be as high as:
A. $2,500

B. $5,000
C. $10,000
D. $500

The Commercial Motor Vehicle Safety Act of 1986 requires that if you are convicted of tratiic

violation (excep! parking) you must notity your employer within how many days after the
conviction?

A 10
B. 15
C. 30
D. 45

- You must have the Hazardous Materials endorsement if:
A. you transpon Hazardous Material on a regular basis.
B. you haul Hazardous Material only in a tractor-trailer.

C. you haul Hazardous Material in such a quantity that Hazardous Material placards are
required.

D. you haul Hazardous Material only on a full-time basis.

14V)
-t
[
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7. You have never received the Hazardous Material endorsement. When can you haul Hazardous
Mat‘hal legally?

. when the load does not require a placard

never

. only as long as you drive inlrastate -

. only during daylight hours ’

oo o

8. You will lose your CDL for one year upon the first conviction of which of the foliowing:
A. you drive a commerciat motor vehscle under the influence of aicohol or a controlied
substance {drugs).
B. you leave the scene of an accident involving a commercial motor vehncle you were
driving.

C. you used a conmercial motor vehicle to commit a fefony.
D. ali of the above

9. I you are convicted a second time for driving under the influence of drugs, you will lose your
license for:

A. one year.
B. three years.

. C. five years
D. lifetime.

10. Il you are slopped by the authorities and your BAC is less than .04, but you-have any
- detectable amount, you will:

A. be suspended for 30 days.

8. be placed out-of-service for 24 hours.
C. lose your license for 60 days.

D. lose your license for 3 years.




CASAS Objective 1.8.1 - Demonstrate the use of savings and checking

accounts .

CASAS Objective 1.8.2 - Interpret the procedures and forms associated with
banking services i

Objectiver To become familar with a bank register

Enrer this rronsocnon in your register using check 04,
. On Jonuary 21 you realize your balance is nor sufficient 1o cover upcoming expenses  You call
the bank 1o make a transfer from your savings accounr 1o checking for $350.00. ..
3. Jonuary 23 the baonk automarically deducts your car payment of $142.462. You have chosen
- thus method of payment for your convenience ond expect this deduction eoch raonth
4. ir's neor the end of the month, January 29. Check # 02 will poy rent 1o Worergare Aparrments
“in the amounr of $200 00.
5. Jonuory 31 is poyday. You wish to deposit your entire check for $283 52 plus $§25.001n cash.
$. The evening of February 3 you are short on cash but need grocenes. You go fo the neorest
Cash Flow Teller ond withdraw $30.00.
7. February 4 you receive your monthly ssarement. The ending balonce that you see on your

statement should ogree with your balance on your checkbook t tlorce. * Refer 1o the “easy”
method 1o balonce your account.

4. Joday is January 15. You have writen o check for $48.93 ro Seors for o clomhing purchase.
2

Record the above transactions into the register below
HOW TO USE THIS REGISTER . . .

This handy register has been catefully desagned for . ‘
YOu 10 malke entres and statemenl reconcilanons
easly and efficenily

Tothe n6m v an eaampk for using 1his hand. rep
tier NOTE the amoun's 1 the payment and
deporu columny may de omied

# COLUMN — Use this 57 hol when reconcnt
Ng vour statement fof nems posted You <an see a1
3 piance ourstznding nems and amounls

OTHER DEDUCT — Use this column lo
deduci any charges that affect yout account

The special tzx fie feature 1n the dack of the reg
te1 provides fase accurate iemung of cxpeads
WTs for s reporting purposes

Savings entmes ma: be postad in the bacl of s
regusier of apalicable te. your sccount ans for yout
consenience s avtomanic deponit pasment
remunder s Jocared inside the bacl coner

PLEASE B SURE 1C BEBUCT CHARS(S THAT AFFICT YOUR ACCOUN"

B4 An"L TDAWALT

i Solii

- [TV B
L] ot BSUCL T6 0% DESCR PTi0w 0¥ DFP0S Prvr b

1Y)
e
i3
&4
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‘ Objective : To become familiar with reconciling a bank statement

Using your bank register and the following monthly statement, follow the steps to
reconciling your monthly statement

SOVRAN BANK xa oot 123 47 8
..3ONAL CHECKING DATE 02/044.
PAGE 3

SOVRAN BANK CUSTOMER
AES MAIN STREET
ANYJHERE « VA 12345

PLEASE EXAMIINE AT ONCE. In case of error or inquiry. change of address. or for information concerning direct
. cpo. <. see reverse side.

‘ TAX IDENTIFICATION / SOCIAL SECURITY NUMBER 123-45-b789
DATE AMOUNT BALANCE
BALANCE FORWARD 50.11
0L/ CHECK REF1LBLIT?445 48.93- .18
0L/2)}  CASHFLOW DEPOSIT
AT SOVRAN CENTER I NORFOLK 350.00 35).18
0%/283 AUTOMATIC PAYMENT TO
SOVRAN ILD 142.be- 208.56
01/3L DEPOSIT #3yy REF21L79940 308.52 517.08
05703  CASHFLOW WITHDRAWAL 02702 0027
AT SOVRAN CENTER II NORFOLK 30.00~ 487.08
02/04 SERVICE CHARGE 4.00~ 483.08
SUMMARY INFORMATION
AVERAGE BALANCE FOR STATEMENT PERIOD 17:.88
BALANCE FORWARD 50.1)
2 DEPOSITS £.58 .52

3 WITHDRAWALS/CHARGES 225.55
BALANCE THIS STATEMENT  483.08

National Workplace Literacy Program
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ERIC

PO A ext Provided by evic [SEEUE

Change of Address

Number and Streer Date Change Effective
City. State and Zip Code Phons No.
Type(s) of acct.(s) maintzined and scct. no. =
[: Regutar Savings O Checiing i Charge Card O instaiment Loan
T aifAmerican 2 Ceruficats Z Safe Deposnt O Trust & investment
—
- . - Customer’'s Signature
.~ -

Clip-off on dotted line and forwvard to the branch where ycur checking account is maintained.

You can easily Balance your Checkbook
by following this procedure

Fill in below amounts trom your Checkbook and Bank Statement

Balance shownon Batance shown in
bank statement $ your checkbeok $
Add deposits
not on statement $
Add any deposits not
aiready entered in
. checkbook -
Total $

Subtract checks issued
but not on statement

$ Total [ 1

Subtract service
charges and other
bank charges not in
checkbook

Tota! $ Tota! $
Balance Balance

in case of Error or inquiry, contact your nearest branch or cali us at one of thenumbers
below.

For Direct Deposit Information, or in case of errors or questions about your Electronic fanster,
comact your nearest branch or call us coliect within the State of Virginia at:

Dirwct Inquires to:

Tidewster Ares- Ruch d Ares & Southude Va. Aress Abingdon Area

P O Box 600 P O Box 27025 P O Box 917

Norfolk, Vepnu 23501 Rxctmond. Vegpna 23261 Abwingdon. Vugpnu 24210
(804) 4414211 (804) TMu-2423 (703) 8288116 Exs 229
Nerthern Virginis Ares: Cherlotiswvilie Aree:

P.O. oz 10315 P.O. Box 1326

Alezandra, Vugine 22310 Qharlottesvilie, Vapna 22902

(703) 862-3640 (wd) 9772198
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CASAS Objective 6.6.2 - Recognize, use, and measure linear dimensions,
geometric shapes, or angles
CASAS Objective 6.6.7 - Solve measurement problems in stipulated situations

Objective: To solve construction problems using perimeter

1.

e 3
LNl

How maify linear feet of fencing must be purchased to enclose a ball field that has the
following shape? :

320 ft. 320 ft.

320 ft.

How many feet of baseboards are needed in a room that measures 20 feet by 16 feet?
Subtract a total of 5 feet for doorways.

At 12 cents a foot, how much will weather stripping around a window 34 by 56 inches
cost?

How many feet of fencing are needed to fence this yard?

100 ft.

54 ft.

45 ft.

HOUSE
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CASAS Objective 6.6.3 - Measure area and volume of geometric shapes ‘

Objective: To solve problems using area

1. How many square feet of carpet are needed for a hallway 34 feet long and 9 feet wide?

~%

2. How xﬁ'any square feet will a sign painter have painted on a biliboard 12 feet by 8 feet?

3. Allowing one hundred square feet for each tree, how many trees can be planted in an
orchard 320 feet by 200 feet?

4.  Thetown needs to sod the soccer field. How many square feet of sod are needed to cover
an area 150 feet by 100 feet?

5. Thetownwill plant grass around the Memorial Garden. One and one-half poundsof seed
will cover 1,000 square feet. Using the measurements below, find how many pounds of
seed are needed.

GARDEN 50 ft. 100 ft.

100 ft.

200 ft.

SoTTIIICITIITITT. ol _,‘4,6.‘{,’-,7 e e e e e e e e e P
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‘ CASAS Obijective 6.6.3 - Measure area and volume of geometric shapes

Objective: To solve problems using volume
1. How much topsoil is needed to cover a lot 110 feet by 80 feet toa depth of 4 inches?
2. How much dirt is removed for a basement 60 ft. long, 35 feet wide and 8 feet deep?

3. Howmany cubicfeet of concrete are needed to replace a sidewalk 4 feet long, 3 feet wide
and 1/3 foot deep?

4. How many cubic meters of water are needed to fill a swimming pool 20 meters long, 10
meters wide and 3 meters deep?

5.  At$1.50 a cubic foot, what will be the price to pour a foundation 100 feet long by 75 feet
wide by 1/2 foot deep?

. 6. The parking lot at the Community Center needs to be repaved. How many cubic feet of
asphalt are needed to cover an area 105 yd. wide, 165 feet long and 1/2 foot deep?

National Workplace Literacy Program




PRINCE GEORGE'S HOSPITAL CENTER

Site: Classroomlocated in the Education Wing of Prince éeorge’s Hospital Center.

Instructor: Thomas Bullock

Time: .~ Work Release -1 i/2 hours

December 4, 1991 - January 17, 1992

Wednesday and Friday

8:30 - 10:30 PM .

g

Student: . Employees from all departments of the hospital: billing, records, patient
transport, dietary, emergency room, and nurses.

Instructor Summary:

The educational objectives in the Workplace Literacy Program, at Prince George’s Hospital
Center, offered students a broad overview of reading, math, and communication skills
relevant to a health care environment. We began with the CASAS Employability Tests as an
assessment of the students’ abilities. Much of the instructional material used was acquired
fromeach departmentof thehospital. Materials included request forms, patientstatistic forms,
employee handbooks, and medical dictionaries. Many of the subjects covered focused on job
related applications and career usefulness.

Thestudents came from different departments of thehospital. Asahomework assignment, the
students were asked to think of a project they would like to undertake as a class. This project
was to affect the hospital and combine reading, writing, math, and communication skills. The
students chose to implement a hospital-wide recycling program. This project proved tobeone
of the major accomplishments of the course. For the recycling project, students had to do such
things as research the need, write business letters, contact County officials, do a cost analysis,
and meet formally with department directors and hospital officials.

A strong effort was made to provide enrichment and challenge to advanced students, as well
as toprovideremediation, review, and individualized instruction tothose whose skills needed
assistance. Other instructional techniques used were games, group discussion, group problem
solving, written assignments, and handouts. Students gained very strong appreciation for
many of the topics covered through the instruction given, the project, the usefulness to their
job, and their cooperative work with one another.




CASAS Objective 5.1.5 - Interpret information about special interest groups ‘

- RECYCLING WASTE REDUCTION

December 18 7 | -

What type of materials are thrown away?
Who is currently doing waste hauling? Could they do recycling plus provide containers?
Is it plausible to separate containers throughout a central collection containers.

Where is the Prince George's recycling office.

How much can be recycled?

How much can be paper?

How much corrugated cardboard?

Go to the procurement office to see if recycling request was mailed out, thrown awayj, or filed.




CASAS Objective 5.1.5 - Interpret information about special interest groups

L

Mr. Joe Sedlock

January 3, 1992

Prince George's Hospital Center

3001 Hospital Drive
Cheverly, Maryland 20784

Commercial Recycling Specialist

Office of Recycling

39400 Indlewood Peppercorn Place

Suite 520
Landover, MD 20785

Dear Mr. Sedlock:

As a class project we are interested in developing a recycling program at our hospital.

We would like to set up and appointment to have you speak with us regarding this matter. Qur
class meets every Wednesday and Friday from 8:30 AM - 10:30 AM in room H-310.

Thank you,

Eva Briscoe, LPN

National Workplace Literacy Program
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CASAS Objective 5.1.5 - Interpret information about special interest groups ‘

gk

Prince George's Hospital Center
3001 Hospital Drive

Cheverly, MD 20784

January 3, 1992

Ms. AlstonThomas
Director of Recycling
Georgetown University

Dear Ms. Thomas:

Our class would like to thank you for the information you gave our instructor, Tom Bullock
regarding the developing of a recycling program atourhospital. Atthis time weare gathering
information to present a format of the plan to our Chief Administrator, Mr. Atzerott.

We would like to confirm your visit for January 24, 1992 at 8:30 AM. We meet in room H-310
of the main building.

Sincerely yours,

Carolyn Allen
Dispatcher




CASAS Objective 6.7- Interpret data from graphs or compute averages

- WHERE DOES TIME GO -

Outcome: To 1llustrate, how a studenes

- workday

using graphss,
- 15 spent.

DbJéciﬁbes: 1. The student will be able to read,

interpret and create bar graphs, line
graphs, and pie charts. o
2. The student will be able to record

activities and times on a chart.
The student will be able to compute
percentages.

3.

Duration: Four one hour class periods.

Materials: Samples of various types of graphs and charts
Blank graphs, graph paper, and charts

Table for recording information

Rulers

lLesson Development:
Review and
charts.

explain the sample graphs and

2. Have students bring in other samples found
in newspapers, workplace charts, etc.
3. Have students record the var ious

activities they perform throughout the
workday in the chart.

4. Record the times at which the activity was
started and ended.

S. Subtract the times and record the
duration time of each activity.

b6. Day 2: Have students transfer tlis
information onto a bar graph and plot
activity vs. duration time.

7. Day 3: Have students transfer the
information onto a line graph and plot the
time of day vs. activity.

8. Day 4: Have students transfer information

onto a pie chart that shows the percentage
of time each activity took in relation to
the total length of the work day.

Developed by:

Thomas Bullock
Prince Georges Workplace Literacy .
882-3667

(202)
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CASAS Objective 4.2.4 - Interpret employee handbook

: MY JOB :

i -
< -
LESSON: MY JOB
Cutcaome: The student will become more familiar with their
job and more acquainted with the regulations and
procedures of their department.
Ob ectives: 1. To read and interpret procedures and
requlations related to a job.
2. To ask questions of unclear interpretations,
guidelines, and/or procedures.
3. To write suggestions that would contribute
to a more efficient workplace environment.
Duration: Two one hour classes.
Materials: Copies of the employee handbook

Copies of departmental manuals

Lesson Development:

1. Ask students what they are suppose to do in
case of (snmething they would probably not be
familiar with in the handbook).

2. Explain that there are many regulations,
procedures, as well as BENEFITS that they may
not be aware of.

3. Look through the table of contents. Have
students circle items they are not familiar
with.

4, Read and make notes on those sections.

S. Invite the Employee Relations director to
speak to the class and answer questions.

Developed by: Thomas Bullock
Prince Georges Workplace Literacy
(202) 882-3667
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Employee
Benefits
At

“' h

DIMENSIONS HEALTH CORPORATION

A not-for-profit community health sysiem.

PRINCE GEORGE'S HOSPITAL CENTER
3001 Howpital Orve - Cheverly. MO 20785 (301) 341-2123

GLADYS SPELLMAN NURSING CENTER
200 Mecy Lone  Chevedy, MD 20785 (301) 341-3380

BOWIE HEALTH CENTER
15001 Heaith Canter Drive Bowie. MD 20716 (301) 262-5611

GREATER LAUREL BELTSVILLE HOSPITAL
7100 Contes Rood  Lowrel. MD 20707 (301) 497-2905
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SUMMARY.

emem——

Q

SENEFT

WHO PAYS WHO 18 ELIGIBLE WHEN ELIGISLE WHAT YOU RECENVE
Vigion - Hospital & FT&PTR First of month following Vi3ion care insurance
Insurance Empioyee Employees employment with a schedule of pey-
ment for contact lenses
cr glasses
Prescription ™ Hozpnil & . FT & PTR First of month following Prescriptions filled at a
Insurance - o - Employee Employess empioyment reduced cost
Life - Hospital FT Employees immediately Twice annual salary
insurance rSunded down to nesrest
& ADAD thousand, plus addional
$5.,000 in the event of ac-
cdental death or
dismemberment
PTR Employees Life insurance—'% of FT
N benefit
ADRD—Same as FT
Pension Hoapiai FT& PTR After 5 yrs of service income upon retirement
Plan Employees (min. of 1,000 hrs worked (amount is based on
per y1) langth of sefvice and ac-
tuana! factors)
Tax Empioyee FT & PTR Immediately Voluntary retirement plan
Shettered Empioyees offers tax free earnings
Annuity and investment
opportunity
Health Hospral All Empioyees Upon employment Pre-employment physical
Examination
Once per year Healt screenings, bicod
(at PGHC} pressure chacks, and fiu
vaccinations
Pharmacy Hospital & FT & PTR Immediately Prescription drugs st cost
Discount Employee Employses plus 10%
Hospital Hospntal & FT & PTR immediately Discounts on hosprtal and
Discounts at PGHC  Empicyes Empioyees dental clinic charges
Cafeteria Hospral & Al Employees immediately Discount on aft food
Discount Empioyee purchases
Credit Employee Ali Empioyees Immediately Oirect depost, checking,
Union savings and ioan services
Tuition Hospial FT Empioyees After completion of 520 Ae:mbursement of tution
. Reimbursement reguiar pad tve cost for job related
course work. Subject to
provisions of the Plan.
FT-RN Empioyees After 8 months
PTR-RN Employses  After 2 yr3
Parking Hoeprttal All Employeses Immediately Free parking on outside
lots; snd discounted rates
for parking garage st PGHC
Child Care Employee Ali Employees immediatety—based on Day care for chikdren
Center at PGHC

availabitity

ages 3 mos 10 8 yrs

L
MOTE: Al benefits are govemned by Dimensons Health Corporation policies.

ERIC..-

Aruitoxt provided by Eic:

National Workplace Literacy Program
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BENEFIT!

SRR
SEMERT WHO I8 ELGIBLE WHEN ELIGIDLE WHAT YOU RECEIVE
Vacatoa FT Empioyeea Accrus! begins on date of (-3 yrs= 4 hra per pay
(Annusf - - employment. May b period (13 days per yr)
Leave) -+ used after completion of  4-15 yrs= 8 hrs per pay
.. 520 reguiar pad hours period (19.5 days per yr)
16 +yrs =8 hrs per pay
- period (26 days per yr}
PTR Employess ®ro-rated in proportion to
‘the number of hrs worked
in 8 pay period
Holidays FT Empioyees immaedistely for fixed 8 fixed per yr - New
holidays; Fioating Years, Memorial Day,
Holidays, ond of calendar  July 4, Labor Oay.
quanec lollowing compie-  Thanksg@iving, Chnstmas.
tion of probation. Piuys 4 floating holidays
PTR Empicyess 2 FT rate (4 hrs per
Hohday)
PTR-RN Empioyees Pro-rated in propodtion to
the number of hrs worked
Sick Hoepital FT Employses Accrual begins on date of 15 days per yr with —
Lsave empioyment. May be unlimited accrual
sed after completion of
PTR Empicyses u . Pro-rated in proportion to
520 reguiar paid hours, the number of hrs worksd
in a pay penod
After completion of 1040
an.c::\.hvo FTa P;’F:. c hia il 16 hre of 8 hrs of Annual Leave
plo lesa of sick leave (pard
ot unpaid) or tWOP used
Personal FT & PTR After completion of 520 F.T.—8 hra/yr as needed
Leave Empicyees reguiar paid hours PTR—4 hrs/yr as needed
Civil FT & PTR immediatety Time off with pay to
Leave Empioyess serve jury duty
Milnary FY Empioyees After completion of 520 Up to 15 days off with
Leave regular pad hours pay lor Military duty
Workers' AKX Empioyees immediately Empioyer will provide all
Compensation benetits due pursuant to
Md. Workers' Compensa-
tion Law
Worker'es FT & PTR immediately Ful salary for up to 90
Compensation Employesss days for temporary tolal
Dusabiiity : disabiity provided
Leave Qualifications : ‘e met
Health FT & PTR First of month following Comprehensive group
Insurance Empicyses employmant medical iInsurance
coversQe
Dental FT & PTR Firgt of month foliowing Preventive & basic denta!
Insurance Empioyees employment

coverage

FT = Fulktime; PTR = Pert-time Regular, FT-RN o Fuiktime Regustered Nurse, PTR-RN = Part-bme Reguiar Registered Nurse

National Workplace Literacy Program
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CASAS Objective 5.1.6- Communicate one’s opinions on a current issue
CASAS Obijective 2.8 - Use published or broadcast information ‘

LESSON DEAR EDITOR

-~
~ - )
Outcome: To write a letter to the editor of a newspaper,
respond to a memo, or other article.
Ob jectives: 1. To read and interpret a newspaper article,
workplace memo, Or workplace related article.
2. To write information in a clear, logical, and
complete manner.
3. To write a business letter or memo.
Durat:i1on: One one hour class.
Materials: Handouts on how to write a business letter or
memo

Newspaper article, workplace memo.

Lesson Development:
1. Read and discuss a current newspaper article

related to health care.
2. Make notes of opinions.
3. Draft, edit and write letters to the editor.

Developed by: Thomas Bullock
Prince Georges Workplace Literacy
(202) BB2-3667

National Workplace Literacy Program
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Mowway. Deor wurn 30, 1991

Bk World

The Hospital Horror Chart

THEGREAY WHITE LIE
How Amaerica’s Mospitals Betray
Our Trust and Endanger Qur Livas
8y wan Bogdanich
Simon & Schuster 320 pages $23

By Robin Marantz Hemg

The next time you or your loved one
checks nto a hospital, conmder this. Hospr-

trained for litthe more than taking a pulse.

Hospital pharmaces are often staffed by
part-time or untrained employees whose
work 1s inadequately supervised, which
could mean that the dosage 1n your intrave-
nous antbiotic solution is not quite what the
doctor ordered.

And hospital laboratories are often so

tal nurses often come from temporary agen-
cie~ with lax standards, which couvld mean
might
have been convicted of fraud in ancther
state, oc the nurse malkung trage decisons

thc e emergency room might really be

that the nurse IVING you an InpecL,

Hospital Slip-Ups

800K WORLD, Prem D1

In his seaning indictment of the
American hospital industry, Wait
Bogdanich—a Washington-based
wniter for the Wall Street Journal—
ofiers case after case of dramatxc slip-
ups. which he says can happen in wir-
tually any of the nation’s 6,000 hosp
tals, even those wath stellar accredita-
tions and fine reputations. The result,
repeated 3o often n this book that it
almost becomes a mantra. may \vcll
be the needless death of
mother or father.

The stories of these deaths by
oversight seem no kess tragc as they
becorne dreadfully famihiar. But by
the end of “The Great White Lie,* we
come to fee] that the real tragedy is
this that these errors are sointegrat-
ed wito the system itself that they are
bound to be repeated.

The stcength of this book b ils case
histones. told in scrupulous detad and
with names and places intact. One of
the meat disturbing 1, the story of Dil-
kon Murphy, a 33-year<oid father of
three who sufferec a heart attack in
early 1988 and underwent coronary

antery bypass surgery one week later
at Charlotie (N.C.) Memonal Hospre
al. Though the Saturday afternoon
operation went well, surgeon Francis
Robicsek could not get Murphy's
heart to start beating agaw n order
to remove hus patient from the heant-
lung machune.

With mounting horror, we watch as
Robicsek pieces together what hap-
pened. Duning surgery, Murphy's
heart was 1o have been preserved
from damage by bewng bathed in a
ardioplegc solution that keeps the
organ cool and inert. But the bag con-
taining the solution had been musla-
beled by the weekend staff at the hos-
pal phanmacy—and instead of beung
bathed 0 cardioplegx solution, it had
been swimming for an hour n glu-
cose Murphy died. as did Wilham
Anuck, another coronary patient who
underwent bypass surgery that same
day and also was a vicim of the phar-
macy error.

After reading so many horror sto-
nes, though, we lose perspective on
nst how typcal they really are. If
even the industry’s self-regulatory ac-
crediting body & corrupt—and Bog-

poorly run that a simple procedure like .
blood typing may be done ncorrectly, which 1A
could mean that the transfusion you receive
during routine surgery could be of a mus-

matched blood type that your body will *o
fight—possibly to the death. 4
Ses BOOK WORLD, D2, Cal ¢ ©

c_lkls..t,
wrfe
edor &

., i
™My l‘_né}o Wie

1]
no'es N

daruch gves ample ewdence that it
1s—is there any Amencan hospital n
whuch 1t 15 safe to be sck? How typical .
is the nurses’ temporary agency in -
Flonda, whch forces nurses to work .
80-hour weeks and coaches them on™
how to fake an “RN" after thewr mgna~*
ture even o they have no hcense tov
practice® How typxal are the physi-
cans o who extract a head ©
tax for every patient they admit to a
hospital they know to be more dan-'
gerous, and less convenient. than the
competing hosputal that doesn't oder
this inducement? How often does i *
happen, as it dud in Philadelphua, that
a surgeon operates on s corpee, bes
cause he is 30 tired and there is “20
much biood™ that he fails to recognuze
that hus pauent died on the table?

Stones lke this make great anec-
dotes, but they do not put o per-
specuve the depth of the cnss
American hospitals. And if people
come away frcm this book with an ua-
diferentizted case of hospital phobu.
then “The Great White Lwe” will have
fallen short of s wumpbed goal—to
foster a sput of active consumensm
on the part of hospitalized patsents.

The reviewer 5 the author of the
Jorthcoming “Being Adopled™and i
working on a book abou! the ongin
of new vinuses.

[xe
E‘““l

ST COPY AVRILAREE
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- The Business Letter Format

The general appearance of a business better s wary - .
important. A reader sees a ketter before he or she reuds it N
= A typed betiar makes & hetine hiywrmabut tlian o .
"™ handwritten one. (If you do not type, ask you instruciur
~ - for information on how to learn.) In any case, the letter
+ should be neat and should follow & fornwt.

. The letier below is an example of a full-block format. .
| Notice how the six essentia] parts of the letter are
* arranged on the page.

512 Wast
Baltimore, MD 31318
July 1,106

Mr Martin Nichols
1076 Weat Washingim Sreet
Baltumare, MD 21318

(3) Dear Mr. Nionala:

@ The ciiy of Baltizare 4 planning to build & parking

. 2 an the oarner of Waabinguon and Omnzrel Strests A
your aity eanmiskionsr, I am inlarested in knowing
whethar resdanis of your precinnt Do of this
plaAn,

1f you hawe any otgectins to building the parking ot,
Pledse DOtify mé in writing within the naxt two
Weaks. A speclsl panal will revisw all residanis’ letiers
betore & Sina) decision i mads.

AaIDamber, YOUr oplakn oounts.

© Rep Cllns

Ray Collins
Qity Canmiasionar

- (D) Heading Q@ saiutation (® Complimentary ciose
@ tnedde Address @ Body @ Signature

> 112 L

245
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National Workplace Literacy Program

o PESTCOPYAVAILMBLE




More About Letter Parts

Refer to the letter on page 112 as you read the explanation
of the letter parts.

@ The heading consists of the letter writer's address and
the date.

@ Thelnslde address includes the name and address of
the.person or company receiving the letter. Use the .
abbreviatior: Ms., or Mr. before the person’s name.

@ The salutation is the conventional greeting used in
letters. Begin the salutation with the word Dear, the
abbreviation Ms., or Mr.,, and the person’s last name.
Put a colon (:) after the name.

@ The body consists of the written message organized
into paragraphs.

@ The complimentary close is a polite expression that
concludes the letter. Some examples of complimentary
closing lines are Sincerely, Sincerely yours, and Truly
yours.

@ The signature follows the complimentary close. Below
your signature, your name should be typed (or neatly
‘ printed, if the letter is handwritten).

¥ Practice

A. Write the letter of the correct definition next to the term.
— 1. heading a. the written message

___ 2. inside address b. a polite expression that

3. salutation concludes the letter

4. bod c. the letter writer's address
) y and the date
— 5. complimentary

close d. the handwritten name of the

letter writer

— 6. signature e. the word Dear followed by

the name of the person
receiving the letter

f. the name and address of the
person receiving the letter

B. Find a business letter you have received at home. Label the six essentia! parts. f

National Workplace Literacy Program




v Pracﬁce

Most of the business letter parts below contain errors in capitalization, punctuation,
spelling, or abbreviation stvle. Write the corrections on the lines provided. If there is no
error, leave the line blank. You may use a dictionary.

1. 432 N. Moss Rd.

New orleghs, LA 70119
N

September 6 199__

2. Mr. Jim Lowell

Lowell's Muffler Shop

6034 north Clark Street

Louisville Ky 40201

3. Dear Mr. Lowell,

4. Truely Yours;

5. 120 w. Fulton avenue

Dallas; TX 75080

november 3, 199__

6. Ms. Carol Andrews

1400 West Bucaro Avenue

Dall-.s TX 75080 _

7. Dear Ms. Andrews;

8. congratulations! vou

have just won a free

trip to Jamaica.

9. sincerely yours—




1.

'NORKING TOGETHER

Directions:-This exercise will give you practice using a business letter format. Choose a
partner to work with. Read the contents of the business letter below and arrange the
letter parts on the lines that follow. Use the full-block format as shown on page 112.

The person letter writer is Juan
Cabrera. He lives at 462 North Shady
Lane, Exanston, Illinois. The zip code is
60201. <.

2. Use today’s date in the heading.

3. Juan is sending the letter to Yolanda

Stone. She works at Bradley Realty, 800
South Ridge Avenue, Evanston, Illinois.
The zip code is 66201.

. This is the body of Juan’s letter:

Paragraph 1:1 will not be renewing my

lease because I am moving out of town.

However, my moving date is June 30,
and the lease expires May 31. Would it
be possible for me to stay the extra
month? -

Paragraph 2:1look forward to your
response. Thank you for your help.

. Juan uses the complimentary close

Sincerely yours.

National Workplace Literacy Program




CASAS Objective 6.1.1 - Add whole numbers
CASAS Objective 6.1.2 - Subtract whole numbers
CASAS Objective 6.1.3 - Multiply whole numbers
CASAS Objective 6.1.4 - Divide whole numbers
CASAS Objective 6.1.5 - Perform multiple operations using whole numbers

. LESSON 21

~¥
.ol

Objective:  The student will be able to perform addition, subtraction;-multiplication, and
division operations on a set of numbers. )

Duration: One one-hour class
Materials: Two sets of dice

Lesson Development:

To enhance math skills this game is a fun group activity.

1. Toss the four die and write their face values on the board.

2.  The objective of the game is to add, subtract, multiply and /or divide the combination of
numbers to get as close to 21 as possible.

3. The person who comes closest to 21 gets to toss the dice again.

Developed by: Thomas Bullock

Prince George’s Workplace Literacy
(202) 882-3667




CASAS Objective 4.1.6 - Interpret general work-related vocabulary

UNDERSTANDING HEALTH CARE TERMS

Obijective;

S -

1. Stude;lts will be able to read and interpret general medical voeabulary.
2.  Read and locate information listed in alphabetical order. ‘
3. Utilize rgférence materials and glossary lists in medical texts, manuals, and handouts.

Duration:  Ongoing
Materials:  Glossary of health care terms
Notebook

Medical dictionary

Lesson Development:

1. Discuss and write on board words that we have heard on the job but do not know the
meaning of.

2. Ask the students to keep a record in their notebook of words that they hear, but do not
know the meaning of.

3.  Bringthelisteach day to class and use glossary and dictionaries to locate the definitions.

4. Havethe studentsshare their words with each other and explain the usage of each word.

Developed by: Thomas Bullock
Prince George’s Workplace Literacy
(202) 882-3667
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) SOVRAN BANK

Site: _Classes 1 and 2: Classrooms located in the main office in Takoma Park, MD.
Class 3: Computer room at DuVal High School in Beltsville, MD.

‘ Instructors:  “Fran Prenata - ESL 1
| . Sue Donegan - ESL I
| - bavid Moy - Computers
|
| -+ Volunteer

Class 1 & 2 - June 1, 1991 - August 24, 1991 -
-Saturday

9:00 AM - 12:00 Noon

o
2
®

Class 3 - September 14, 1991 - December 14, 1991
Saturday
9:00 AM - 12:00 Noon

Instructor's Summary:

The Sovran Bank Adult Workplace Literacy class focused on the following work-site educational
‘ programs:

¢ Because of the downsizing and reorganization at Sovran, classroom work includes the
following job-seeking skills: locating and answering classified employment ads, filling out
job applications, writing cover letters and resumes’. The oral aspect of how to conduct a

job interview and practice conversation when asked various job related questions were
emphasized.

* An adult tape conversation program consisting of 14 lessons on how to improve verbal

conversation and discussion was used. The title of the book and tape series is “Functions
of American English”.

¢ A complete reading, writing, and oral program on many aspects of American culture was
included. Examples: football, Halloween, baseball, the bald eagle, Mount Rushmore,
Coca-Cola, blue jeans, hot dogs, and chewing gum.

* Anintense course on vocabulary and spelling programs to increase verbal conversation
and writing and spelling improvement also included how to use an American dictionary.

National Workplace Literacy Program




e A brief course and study guide in U.S. citizenship was presented. Students focused on
American history and government with an emphasis on verbal conversation. '

e Students-were given copies of "U.S. News and World Report” to read orally, discuss
vocabulary meanings and provide stimulation and discussion on world events.

* A course in computer literacy was provided with an introduction to computer terminology,
basic programming, how to use a spread sheet and word processing.

—~
Lo

O
L
(]

National Workplace Literacy Program




CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social
interaction for keeping a job and getting a promotion

SIX KEYS )

-; WORKSHEET ON VIDEO "SIX KEYS TO SERVICE"
R
KEY DEFINITION/BEHAVIORS |WAYS TO DEMONSTRATE4
# COMPETENCE ' -
-

¢ KNOWLEDGE ¢ moren
¢ PRIDE e
¢ APPEARANCE e
¢ COURTESY ~
¢ EXTRA

EFFORT &

National Workplace Literacy Program




BUSINESS & PERSONAL CONDUCT

“Fiducimry" describes the relationship of trust and confidence between a customer and
Co a financial institution. ('Fiduciary’
comes from the Latin word for truth or

faith.) :

This means that our customers entrust
us with their financial assets and every
C&S/Sovran employee has a
responsibility to protect this
relationship.

C&S/Sovran’s Code of Conduct contains specific guidelines for employees on how to
safeguard this fiduciary relationship. '

The Code of Conduct expects that all employees will:

- manage their business and personal affairs sc as to avoid
situations where public trust and confidence might be
compromised or a law violated,

- treat all information about C&S/Sovran customers and their
account relationships as confidential, and

- maintain the confidentiality of other C&S/Sovran information,
such as: systems, designs, programs, products, and employees.

NOTE: (The entire Code of Conduct can be found in the Personnel Policies
and Procedures Manual, Circular Number PER201.)




QUEST WORKSHO?P <« Keys to Service

Personne! Policies & Procedures Manu(

w -
SOVRAN CircularNo_ 202

FINANCIAL CORPORATION

S+ Perearal aneqranee |

g

EMPLOYEES
RESFONSIBILITIES Employees are expected to practice good grooming kabits, with
' neatness and cleanliness being of primary concern. Dress
should be appropriate for their positions and must conform to
the standards established by their managers. A casual or
unkempt appearance is unacceptable, as are extremes of

apparel, hairstyle, makeup, and accessories.

Although specific standards of dress may vary based on work
location, duties, and the amount of public contact to which
employees are exposed, .the following genera} guidelines apply
to all Sovran employees:

e Clothing must be clean, neat, well-fitting, and business-
like.  Leisure, recreational, and party-type apparel is
inappropriate.

. e Extreme or novelty styles of dress, hair, and makeup are to
be avoided. Jewelry and other accessories should be
chosen with safety in mind and should not be distracting.

o Business-like footwear, suitable for street wear, is
appropriate. Tennis shoes, shower shoes, thongs, and other
obviously casual shoe styles are unacceptable. Hosiery is
recommended.

® See-through or revealing clothing, strapless or backless
dresses, tank tops, T-shirts, and shorts are unacceptatle.

e Except in restricted work areas and with the specific
consent of the department manager, denim jeans and other
jean-cut slacks may not be worn.

& Hair, mustaches, and beards must be clean and neatly
trimmed.

Failure to conform to established standards of dress and
grooming may result’ in disciplinary action. Any questions
regarding the appropriateness of a particular garment or style

of dress should be referred to the employee's department/office
manager.

National Workplace Literacy Program




CASAS Objective 4.4.1 - Identify appropriate behavior, attitudes, and social .
interaction for keeping a job and getting a promection

Business and Personal Conduct

1.  Whatword describes arelationship of trustbetween a customer and a financial institution?
2. What l:md of situations should a Sovran employee avoid?

3. How should Sovran employees treat all customer information?

4. How should Sovran employees treat all C&S/Sovran information?

5. What are examples of customer information that you deal with?

6. What about examples of C&S/Sovran information?

1.  What are “good grooming habits”?

2. What kinds of extremes need to be avoided in work dress appearance? .
3.  What type of apparel is inappropriate at work?

4. How should jewelry be chosen?

5. What kind of shoes are unacceptable?

6. What is "revealing" clothing? Give two examples.

7. Where can you wear jeans and cut-off jeans?

8. Can you have a beard?

9.  Who can you ask if you have question about dress?




. CASAS Objective 1.8.2 - Interpret the procedures and forms associated with
banking services

BANK TERMINOLOGY

~“¥ Name Date
< -

Match the following terms with their correct definition:

1. Affiliate __éa__ 8. Quicksilver _;I:~;

'2. Application Systems e 9. Dual Control _ﬁi__

3. Cash Management _l« 10. Time Deposit _ Y-

4. Check Routing Number _© 11. Encoding Error _lj__

5. Clearinghouse _ W 12. Intrabank __Ei_

6. Correspondent Bank _JEL_ 13. Overdraft Banking T
7. Private Line Secured _ fy 14. Transaction Account _\/

A. A line of credit tied to a percentage of equity available on
a customer's residence.

B. Banks in a particular locality without check cashing
facilities.

. C. A statewide one- or multi- bank SFC subsidiary.

D. A unique 9-digit code assigned by the ABA to speed check
cashing processing.

E. A document used to transfer funds within the same bank.

F. A deposit that cannot be withdrawn before a specified date.
G. A security information protection technique using two people.
H. 1Incorrect amount placed on the MICR line during processing.

1. A service offered to demand deposit customers providing a
line of credit linked to customer's account.

J. Service mark used by Sovran/Central South for its proprietary
ATM network.

K. Department responsible for selling and enhancing servaces
that Sovran offers to businesses, such as Lockbcx services.

L. Data processing programs designed to perform specific tasks.

M. A check clearing facility for convenience of nearby banks.

N. A deposit account used for checking or third party transfers.

Aruitoxt provided by Eic:



CASAS Objective 0.1.3 - Identify or use appropriate language in general
conversation .

BANKER’S WIFE

| 1'. Banker's Wife's Blues

Where does John live?

He lives near the bank.
Where does he work?

He works at the bank.
When does he work?

He works all day

and he works all night,
at the bank, at the bank,
at the great, big bank.

Where does he study?

He studies at the bank.
Where does he sleep?
He sleeps at the bank.

Why does he spend all day, all night,
all day, all night,
at the bank, at the bank?

Because he loves his bank
more than his wife

and he loves his money
more than his life.

~ERIC— e

IToxt Provided by ERI




conversation

CASAS Objective 0.1.3 - Identify or use appropriate language in general

SOUNDS OF ENGLISH

THE SOUNDS OF ENGLISH

A - A;;lication N - NOW

B - Bank O - Operations
c - Cash P - PIN

D - Debit Q - Quickline
E - Encode R - Reject

F - FED S - Savings

G - Government T - Time deposit
H - Health insurance U - Underpaid
I - Info vV - YOID

J - Justice W - Weiland

K - Kranzley X - Box

L - Lock box Y - Year-to-date
M - Money Z - Zoo

Short Vowels Long Vowels

2 - pat a - ATM

& - pet e - Eastern Op Code

1 - pit T - IRA

S - pot o - overdraft

o - putt T - useful

Digraphs

sh - sheep ch - cheap

th - think th - this

hw - wWheel

rS" Y—LLV\(\H’\_C>

2h - TrRasure wwasure

9
o

P
)
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Other Vowels

oo - fool, true
v

oo - look: put

ow - how, about
oi - boil, toy




Aruitoxt provided by Eic:

CASAS Objective 4.2.2 - Interpret information about employee organizations .

- FACT SHEET -

QUEST WORKSHOP . Overview C&S/Sovran Corporation

C&S/SOVRAN CORPORATION
= FACT SHEET

C&S/Sovran ic @ Holding Company, meaning that it has controlling interest in other corporations.
Sovran was formed in 1984 with the merger of First and Merchants Bank and VA National Bank.
C&S was formed in 1906 with the merger of Citizens Bank and Southern Bank.

C&S/fSovran Corporation was formed in 1990 through the merger of Sovran Financial Corp. of
Norfolk and Citizens and Southern (C&S) of Atlanta.

C&S/Sovran is the Jargest merger in the history of the American banking industry.
C&S/Sovran maintains dual headquarters in Atlanta and Norfolk.

Total Assets - $50.3 billion. (Sovran accounts for about $24 billion.)

Total Deposits - $36 billion. (Sovran accounts for about $18.1 billion.)

Nationa! Ranking - 13th largest bank holding company in the U.S.

C&S/Sovran Branch Market - VA, MD, KY, TN, SC, GA, FL, and Washington, DC.
Total Branches - over 1000, third largest bank service delivery system in the nation.

*  Stock Listing - NYSE - CVN

ADDITIONAL INFORMATION

Total Employees - 30,000 (approximately)
Total C&S5/Sovran COAT Employees - 5,500 (approximately)
. Total C&S/Sovran Corporate Operations Employees - 3500 (approximately)

. Total C&S/Sovran Information Management Employees - 1500 (approximately)

. Total C&S/Sovran Corporate Communications Employees - 500 (approximately)
* Sovran Subsidiaries & Affiliates - Examples include:

Sovran Bank, N.A. Sovran Credit Corp. Sovran Investment

Sovran/D.C. National Sovran Leasing Corp. Cash Flow, Inc.

Sovran Maryland Sovran Mortgage Corp. On Call, Inc

Sovran Bank Central So. Sovran Insurance Agency, Inc.

NOTE: Figures current as of January 1, 199}
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. CASAS Objective 4.2.2 - Interpret information about employee organizations

1. Whatis a-holding company?

2. What tWS banks merged to form C&S/Sovran?

3. What éit;i‘és' are the two headquarters for C&S/Sovran?
4. Name 4 states which have C&S/Sovran banks.

5.  Whatis itslisting on the New York Stock Exchange?

6. What is C&S/Sovran’s national listing?

7. How many people work for C&S/Sovran?

8. How many people work in COAT?

} . 9. Whatis COAT?

10.  What three divisions make up COAT?

~

0o
. o
|
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CASAS Objective 4.4.6 - Interpret operating instructions for use of a computer ’

- ON THE JOB :

Imagirie that you work in a small office. Your office has just bought a personal computer.

Your supervisor will teach you how to use it. She has given you this diagram to study.
Read it then answer the questions. .

monitor

CPU

1
keyboard

printer

floppy disk:
stores data

1. What five parts make up the computer system?

v

2. Where is the information that you put into the computer stored?

3. What is the function of the monitor (screen)?

4. What is the function of the printer?

5. Is the printer connected to the keyboard or the CPU (Central Processing Unit)?

€S
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. CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of
application
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A resume, which is always included with a letter of
application, sets out your background and skillsin a 1-
or 2-page easy-to-read format.

1. Marging: 1” (sides. top. and bottom)

2. Tab: S spaces after longest heading

3. Spacing: SS, TS Lelween scctions, DS between
items within a scction.

4, Head the resume with your name (typed in ali
caps), addiess, and teleplione number. Center this
heading or type it in block [ormat at the left margin.

S. State your carcer objective.

6. Provide complete educational information. Include
school names and addresses, daies you attended,
diploma or degree received (or expected). and any
courses or special skills that are job related. List the
most recent information first,

7. Provide complete work experience. Include dates,
the name and location of the business, and your
Ltitle (or a description of your duties).

8. You may want to include any special interests or
hobbies alter you list your work experience.

9. List at least three telerences. Include their names,
titles, addresses, and telephone numbers.

DESTCOPYAVAILABLE




CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of .
application

THE COVER LETTER

A cover letter is an introduction to your résumé, JIST Card or
application. Address it to the specific person (such as the Director of

Personnel) to whom you are applying. Your cover letter should be
brief and direct.

Items to include in an application cover letter:

1. Where you obtained the information about the job vacancy
(example: newspaper, friend).

State the specific job for which you are applying.

3. Give the reason you want the job (interest in field, relocation, etc..).

4. List the present position or important duties which you can perform. .
5. Conclude with a request for an interview and instructions on how
you can be contacted. -

TIPS FOR LETTER WRITING

1. Follow a formal business letter format (see samples).

2. The letter must be neat with no visible errors, erasures, or
corrections.

3. Spelling, punctuation, and grammar must be correct.

€3
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of

application

_ .SAMPLE LETTER OF APPLICATION

I

Route #3

Anytown, Yourstate 77702
April 14, 19--

Mr. Thomas E. Lee
Personnel Director

Jones Construction Company
Box 19

Yourtown, Yourstate 77704

Dear Mr. Lee:

Please consider me for the job of electrician's helper that was-
advertised in The Daily Chronicle on April 10, 19--. 1 will be

graduating from Anytown High School on May 18, 19--, and would
like to become an electrician.

The skills I have learned in my high school vocational wiring courses
should qualify me for this job. I have had experience in all of the
basic skills required ifiresidentiel wiring, including the safe use of

power tools. A more complete description of my qualifications is
given in the enclosed résumé.

I would appreciate the opportunity to come and talk to you about
this job at your convenience. 1 can be reached by telephone at
(405) 555-4433 after 3:30 p.m. or at the address listed above.

Sincerely yours,

Juanita Fernandez

Enclosure

263
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of ‘

application

-
~

1234 Main Street, S.W. d

Washington, DC 20001 ‘ T ' e
Fabruary 7, 19— : B S PR
RRPNE R v Y
Mr. Donald Hyatt . -"“q 1ol A"' T
The Money Store Y N .x.,\ u. [CCAAL
4321 Office Street, N.W. ) x-." RIS AR T v"‘
Washington, DC 20009 ' R P @ e

Dear Mr. Hyatt

The poaition you de-cribe in today's Washington Po-t ?or s'management
trainee with Tha Money Store ia intriguing to me.: Hy oducntion-’nnd*ﬂ’a
experience make me the perfect candidate. % =03 2 3”-"‘
RS Tt kP ¥
During my laat three years ‘in college, I worked purt-tine as’ -hellu‘ -
st the Firat Union Savings and Loan Asaociation.:“Shortly‘sfter’gradu~"+
ation last May, 1 waa promoted to‘the- Mortgage Department. ’\'h: respon~-

aibilities here include the accepting and initisl’ lcruning “of” mortgage

-

loan applicationa. Lo
Sy et .
L) ‘ =
My education and achool activitiea relevant to the field of finance are
deacribed in the enclosed reause, et BRIl £ b Y
. P AR ¥ P S

1 would appreciate an opportunity to discuas thia ‘opening vith you. I

can be reached at 555-4039 at home after 5:30 P, H. or at 555—3059 at
the office. .

Sincerely youra

Carole Bomanstf . '

Carole Romanoff

Y

Encloaure ¢

.’rL -

~y
AN

-
LV

¥
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‘ CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of
application

GAIL FRIDLING
.- 7000 Adelphi Road
- Hyattsville, MD 20782 . -
~- ‘ (301) 779-5400

To secure a responsible office support position with

CAREER OBJECTIVE
: opportunities for growth.

EDUCATION Northwestern High School, 7000 Adelphi Road, Hyattsville,

MD 20782. Graduation pending, June, 1987.
September 1983 Course work emphasized business and office education.
to June 1987 Participated in Cooperative Office Experience work-study
program during senior year.

Department of Health and Human Services, 3700 East-Vest

Highway, Hyattsville, MD 20783. Clerk-typist {n the
Personnel Department.

|
} EXPERIENCE

September 1986

. to Present

June 1986

Bob's Bip Boy, Priﬁce George's Plaza, East-West Highway,
to August 1986

Hyattsville, MD 20783. Waitress.

ACTIVITIES Photography Club

HMethodist Youth Group

Cheerleaders ‘
REFERENCES |

Mre. Iris Scott, Teacher, ﬁorthwestern High School, i

(by permission) 7000 Adelphi Road, Hyattsville, MD 20782, (301) 779-5400.

A ]
) Ms. Angela Wright, Office Manager, Department of Health

and Human Servies, 3700 East-West Highway, Hyatteville,
MD 20783, (301) 436-8903.

Mr. Richard Allan, Supervisor, Bob's Big Bov, Prince

George's Plaza, East-West Highway, Hyattsville, MD 20783,
(301) 446-8644,

(8




CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of ‘

application
b ;'.‘ . ;' A
; Ronald Felton PR f .
\ Bl 4472 Lafayette Drive A ) !
| ~ Decstur, Illinois' 62522 .

(217) 384-2298

OBJECTIVE

Office mansgement position with responsibility for managenent
of secretar{al and clerical employees and coordinntion of officn

functions R T". . N
EDUCATION .o F
Bschelor of Science, Business Adninistrstion .* . .
University of Southarn Illinois, May 1973 - \q':- : 1‘1‘:4;';
Associate of Arts, Liberal Arts : T Tk

Rocimont Community College, Rockaont, Illinois, May 1971° ""
i N . N BRI

EXPERIENCE . c

e td

Office Sugervinor-—Peorh*tndun:riu. Octobar 1976 to pnunt

Serve as Adainistrstive Secretary to !xecuivn Vice " '
President

Supervise customer service repreunutivcn and clerical
ezployees

Responsible for sccounts psyzble and data processing control

Coordinate with CPA for prepsration of Hnnnchl atstexenta
and schedules A

~«(

Sr. Account Clerk--City of Rockmont, June 1974 to October 1974 ‘-

BRI o*
Prepared reports and billings I .'
Honitored budget expentituru for fif:nn divisions of Public
Works Department B £ T I Lo t
.Supervisad junior typist clerk el .
ERNES LA KL UL I .
SPECIAL SKILLS .n""i"*}'ﬁii.i‘*] .(" ~s
Typewriting rate, 90 worda per minute "W’?/ \.tn g2 el

Shorthend dictation rate, 110 words per minute” U
Working knowledge of all common offica machines
Experianced operstor, Xarox 860 Word Procesaing lhchinn

REFERENCES

Availsble upon request '

)

o
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of

application
- .
~
. . *T
‘ Loty
T
. April 19, 19-- R
Lol
Mr. Ssnuel Dexter o
Metropolitan Community College
427 West Mason Avenus, ] e
Boston, MA 02108 TN ey,
: L} -éa'd'. 3 gas A
Dear Mr. Dexter: L bl

Thenk you for interviewing we this past Tuuduy for. th-'
secretarisl pouition in your department. ?{5&- -0-0*

After 1 left your office, Mra. Corlioni introduced ms to'."' - L
the other weabers of your department. I was gludfto'huvo'm'.:.‘
this opportunity to talk with esch of them brisfly,
21l of you hes made me evan more enthusisatic'sboutg:
vorking st Metropoliten. 1 am reminded of my o
experience as s part-time woik-study student inlthe &t

Business Education Department wvhile I vas vorkin; on Iy ﬁ .
certificate in Secrstsrisl Scisnce. 1

1 look forward to hsaring fros you.

Sincarely,

U iy N
Oaip? o e .
n’."- vi;

'»
) 1
Margsret Browning ™ 1’ ‘)

¢ PR A e PO

s '}n" SR -
R B
RNV
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CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of .
application

SAMPLE FOLLOW-UP LETTER

Route #3
Anytown, Yourstate 77702 -
May 7, 19—

Mr. Thomas E. Lee
Personnel Director

Jones Construction Company
Box 19

Yourtown, Yourstate 77704

Dear Mr. Lee:

Thank you for the opportunity to interview for the electriclan's .
helper position,

After talking with you about the position, I am sure that I would
like to work for the Jones Construction Company and know that I
could do a good job.

Sincerely,

Juanita Fernandez

D
~1
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1. Tell me about your greatest achievement.

. CASAS Objective 4.1.2 - Interpret job applications, resumes, and letters of
application
Qucst#éns That av Come Up Durinn The Interview o
|

2. What are your strengths?
3. VWhat are your weaknesses?

| 4. What course§ in school do you like best? Least? Why?
|

5. Do you prefer working with o*hers or by yourself?

‘ . 6. What are your career plans?

|

| 7. Vhere do you hope your carecer will be in two years? In five years?
8. Why do you want to Join our company?
9.

Why our company - versus your present employer?
10. Wny did you choose tiis field of work?
What especiaily qualified you fcr this job?

12.. Vhat ‘is 'an'ideal boss for you?

13. Tell me something about your previous emplo;-ent.
14. Wnhy did you leave your last job?
15.

Is 1t all rizht to call ycur previous employer for a ref:rence?

National Workplace Literacy Program

b RIC s e s i

i

b

v




Organizations Included in ®
NationalWorkplace Literacy Program for FY 91

Number of Students
‘ - Unduplicated Count
1. American Pest Management 15
' _3'151}-week classes
2. Cintas Uniform Cleaning . 21
1 ten week class -
3.  Grace Culinary Arts 72
5 ten-week classes
4. Laurel Race Course 98
9 ten-week classes
5. Litton Systems Division 8
Amecon
1 ten-week class
6. Loral Aero System 15
1 ten-week class
7. New Carrollton Public Works 29
5 ten-week classes
8.  Prince George's County 67
Public Schools Facilities
Department at Brown Station Road
14 ten-week classes
9.  Prince George's County 13
Hospital Center
1 ten-week class '
10. Sovran Bank 30
3 ten-week classes
Total 368

n"“’\
iV
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SUBMITTED BY JOHN P. CREIGHTON AS OUTSIDE EVALUATOR

PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS' FY91-92 WORKPLACE
LITERACY PROGRAM - FIRST EVALUATION REPORT

I, John P. Creighton, am the designated third party outside
evaluator for the federal grant funded workplace literacy
program conducted by the Prince George's County, MD Public
schools.

This is the first of three reports which will be made to the
Office of Adult Education, Prince George's County Public
Schools. It covers the period of March 1, 1991 - September
30, 1991. Not included are those workplace literacy
programs which are conducted outside of the purview of the
grant application approved and funded by the Division of
Adult Education & Literacy, U.S. Department of Education.

During this reporting period, a total of 131 employees
participated in this program through fourteen classes
offered at five work sites. For purposes of this report,
those classes which were scheduled for a ten week session
and which were extended for a second ten week period, are
treated as one class each. In most cases, those employees
participating in first term classes continued to attend them
during the second ten week term.

Also, two types of classes were conducted - workplace

specific basic skills classes and workplace specific ESOL
classes.

GRANT PLANNING PERIOD SITE SELECTION ACTIVITY:

While five successful workplace literacy sites were
established, several other company sites - initially
promising - proved not to be feasible:

o Mash's Hams (a meat packing and processing company) would
not allow classes to be conducted during the work day. 1In
order to attend a class, employees would have had to leave
the workplace and return after the work day. Prior
experience with such an arrangement at other work sites

provided a strong precedent that such an arrangement would
not work.

o gafeway Distribution Center Supervisors were unsuccessful
in their employee recruiting efforts. It is believed that
this organization did not make a very strong effort either
to notify or to encourage employee participation.




o Branch Electric Company (a chain of fourteen Maryland
retail electric appliance and parts stores). It was
impossible to resolve scheduling and location problems given
participants from fourteen locations, all with differing
schedules and differing travel distances.

o Beretta USA (a firearms manufacturer) wanted a math
program to begin prior to the School Systems' receiving its

grant award notification. This company hired its own math
teacher.

Five workplace sites were established and thirteen classes
were conducted at these sites. These sites and classes are
the subject of this report.

PROCEDURES :

I visited and observed many of the classes when they were in
session, informally interviewed teachers and students, and
examined curricular materials in use.

I developed an "Employer Evaluation” questionnaire
instrument which contained thirteen open-ended gquestions.
During August and September, I visited all employers
involved in the program and conducted face-to-face
interviews with them using this instrument. The respondents
interviewed represented personnel most intimately involved
with the program and most likely to be knowledgeable about
its relative success and effectiveness.

"Employee Evaluation" forms, which had been used in previous
years, were adain used. These forms were distributed by the
teachers, collected and submitted. The anonymity of the
respondents was preserved.

I collected a total of ninety-five employee evaluation
forms. Responses are aggregated by site and, where known,

by class. All answers to the two open-ended qu«stions are
listed in this report.

FINDINGS AND RECOMMENDATIONS:

For the Prince George's County Public Schools®
Facilities Department (five ABE classes).

Three workplace basic skills classes were conducted for two

ten week sessions and two for one ter week term. A total of
156 classes were held.

Enrollment for the five classes was 56 with an average
of eleven students per c1as§.




Worker attendance (computed as a percent of time actually
enrolled) was very good particularly considering both busy
summer maintenance schedules and summer vacations.
(Participants received one-third paid release time.) Per
class average attendance ranged from 95% to 73% with a "mean
of the mean" of better than 83%.

Responses from the Facilities Department's Director of
Operations were extraordinarily positive. He did

express regret that GED preparation is not an allowable
program since he indicated that a high school diploma would
be of great benefit to his employees.

The following is an analysis of the responses of twenty
seven evaluations received from participating
employees. Numbers in parentheses indicate the "N":

o Length of employment: Range from thirty-four years to
one year with a mean of 15.1 years of service.

O Three primary reasons for enrollment:

= To Better Myself (21)
- To Learn to Work wWith Numbers (12)
- To Help My children With School Work (8)

o 89% described the class as "Very Helpful" and the rest
as "Of Some Help™".

O Three primary listings of perceived skill improvement:

- Arithmetic (17)
- Writing (14)
- "Self-discipline" (9)

o0 There was a mixed response to the question of the
helpfulness of the instructional material with the
mean falling at the high end of the "Somewhat
Difficult to Learn" category.

o 96.3% found the program "Definitely Interesting".
0 78% were certain that what they learned would improve

their job performance and another 18.5% believed it
probably would.

0 55.5% were sure that the instruction was geared to an
appropriate level while another third believed that it
probably was.




o0 Nine out of ten were sure that what they had learned
was useful outside of class and the rest thought it
probably would be.

o Expectations of what classes would be like elicited
the full range of responses with 56% percent agreeing
that the classes were what they had expected while
another 26% thought that they probably were.

o All participants indicated that they would recommend
the class to co-workers who need it.

Indications of what they had learned included math (15)
{Math was of great interest to this group); reading (4);
English (5); writing and spelling (10); and doing one's job
better (1).

Twenty-eight percent would not change anything about the
program. For the rest there was a strong interest in
increasing the number of class hours available for
instruction as well as some concern with perceived
difficulties in scheduling classes during the summer months.

Participant responses to the "helpfulness of the
inscructional materials™ question, indicates that this issue
should be explored further. I am unsure what these
responses mean. While it could be that participants wish to
interact with instructional materials which are perceived to
be somewhat difficult to learn, it appears to be more likely
that they are suggesting the use of less difficult
materials. An exploration with the students should clear
up this issue and suggest whether or not to revise the
materials in use.

Other than that, my observations and data collection
findings do not indicate that any changes be recommended at
this site. On the contrary, it appears to me that this site
could serve as an exemplary model of workplace literacy in
action.




For Laurel Rance Course (three classes).

Three ten week classes were conducted in the stables area
for the race course grooms and hot walkers. Two were
workplace related ESOL classes and the other a basic skills
class. A total of 58 class sessions were held.

Enrollment for the three classes was 57 with an average
enrollment of nineteen.

Worker attendance was very good, particularly given the
relatively high risk population. Teachers made
extraordinary efforts to "round up" the participants. They
are to be commended for knocking on room doors and visiting
the recreation areas to insist that participants attend
class. Per class average attendance ranged from 86% to 639%
with a "mean of the mean" of 77%.

Responses from the stable workers' Recreation Director was
exXtremely positive. He took some pains to explain that,
initially, this population was generally lacking in a sense
of responsibility and a motivation to attend classes. His
responses are enlightening.

An analysis of the thirteen employee evaluation forms
reveals the following:

o Length of employment ranged from eight years to one month
with a mean of two years of service.

o Primary reasons for enrollment:

- To Better Myself (9)
- To Learn English (8)
- To Get a Better Job (4)
- To Learn to Read (4)

o 86% believed the program to be very helpful while the rest
saw 1t as of some help.

o Primary listings of skill improvement:
~ Reading (9)
- Sp=aking English (8)
- Writing (8)
o One found the instructional material somewhat difficult to

learn while the rest described it as easy or somewhat easy
to learn.

231
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o 93% found the program interesting and one listed it as
probably not interesting.

o One didn't know if the class would improve his job
performance. The rest believed that it would.

o Three fourths were certain that the class was taught at an
appropriate level and the remainder thought that it
probably was.

o 86% were sure that what they had learned was useful
outside of class while the rest thought that it probably
was.

o One answered that the class was definitely not what had
been expected but all the rest replied that it was.

o All agreed that they would definitely recommend the class
to co-workers who needed it.

Indications of what they had learned included math (4);
reading (1); speaking and/or writing English (1); and the
ability to say "thank you" (1).

Other than a request for an auto repair course, no
suggestions were made for program changes.

The instructors at this site are commended for having
developed an excellent very occupational specific workplace
literacy curriculum. They researched this field and
developed their own instructional materials. They provided
for transfer of learning by going with their students to the
stables and utilizing the learnings developed in class.

I commend the Maryland Thoroughbred Horsemen's Association
for providing materials for students to use in class and for
providing tickets good for a hot dog and a soda as a reward
to students for class attendance.

The race course stable area represents a large target
population in need of literacy services. A significant
group are foreign-born who are non-English speaking or speak
very little English. I recommend, therefore, that this site
be retained and that classes continue to be offered.




For New Carrollton Dept. of Public Works (three classes).

Two twenty week workplace-related basic skills classes and
one ten week basic skills class were conducted for the
city's public works employees. A total of one hundred class
sessions were held.

Enrollment for the three classes was 37 with an average
enrollment of 12.3.

Attendance was outstanding with a per c¢lass average rande
from 91% to 86% and a "mean of the mean" of 88.3%.

Responses from Director of Public Works were extremely
positive. He indicated a strong wish to extend the program
for an additional twenty weeks.

Twenty-four Learner Survey Responses were submitted which
revealed the following:

o Length of employment ranged from twenty years to one month
with a mean of 9.4 vears of service.

o Primary reasons for enrollment:
- To Better Myself {(17)
- To Learn to Work With Numbers (6)
- To Help Children With School Work (6)

o One did not know if the class had been helpful. All the
rest found it extremely helpful or of some help.

o Primary listings of skill improvement:

- Performing Arithmetic (15)

- Reading (13)
- Speaking (7)
- Self-discipline (7)

o One found the instructional materials somewhat difficult
to learn but all the rest said that it was easy to learn
or somewhat easy to learn.

o One answered that the program was probably not interesting
but all the others said that it definitely or probably
was.




o Results were mixed on the learners' perception concerning
the skills they had learned and their relationship to
improved job performance: 38% believed they definitely
would help job performance and another third thought that
they probably would. 17% believed that they would not
help and 8% did not know if they would help or not.

o Similarly, one-half definitely agreed that the program was
taught at an appropriate level and another 29% thought
that it probably was. Four others, however, said that it
probably was not.

o Only one respondent believed that the skills learned were
not useful outside of class. The others agreed that they
definitely or probably were useful.

o While 92% noted that the classes were definitely or
probably what they had expected, two said they they
definitely were not.

o 87.5% would definitely recommend the class to a co-worker
who needed it and 8% probably would. One probably would
not.

Indications of what the workers had learned included: math
(16); reading (5); English & writing (4); and thinking and
problem-solving (2).

Fifty percent had no suggested changes. There were four
suggestions related to amount of class time or class time
schedules.

The mixed responses to many of these questions suggests
that, while most workers were well satisfied with the
classes, a few were not. If these classes are continued
with some of the same workers, it would be worthwhile to
poll them periodically to determine how well their needs are
being met.

It appears that there is strong departmental support for
this program and that, given the flexibility to do so, one
or more classes could continue to be conducted.




For the Litton Systems, Amecom ESOL Class.

One workplace related ESOL class was conducted for a twenty
week session.

Enrollment was eight students.

Attendance averaged 87%.

Responses from the Director of Employee Relations were
totally positive.

An analysis of the eight employee responses received is as
follows:

o

Length of employment: Range from eighteen years to
five years with a mean of 8.6 years of service.

Primary reasons for enrollment:

~ To Learn to Write (
- To Learn to Read (
- To Learn English (
- To Better Myself (

Five found the class extremely helpful and the other
three saw it as of some help.

Perceived skill improvement included:

- Writing (7)
- Reading English (6)
- Speaking (1)

Five found the class extremely helpful while the
other three saw it as of some help.

Two-thirds felt the instructional material was easy
to learn.

All who responded found the program definitely
interesting.

Seven were sure that the c¢lass would improve their
job performance ard the remaining one thought it
probably would.




o Seven were sure or probably sure that the instruction
was at an appropriate level and one thought that it
probably was not.

o Two-thirds were certain that what they had learned
would be useful outside of class and the remainder
believed that it probably would be.

o Two-thirds agreed that the class was what they had
expected and the others said that it probably was.

o All respondents would recommend this class to a co-
worker who needed it.

Indications of what they had learned included reading (4);
writing (3); and job related skills (5).

Two participants recommended changes to the time allowed for
class and one complimented his/her teacher.

tn addition to observations made and data collection
findings, seven written student testimonials are attached.
No program changes are indicated from these data. It is
unfortunate that company fiscal constraints and worker
schedules do not allow for a continuation of this class.
Both the Director of Employee Relations and the
participating workers wish it were not so.




Sovran Bank (two classes)

Two ten week workplace related ESOL classes were conducted
on site on Saturday mornings during non-working hours. A
total of 25 class sessiors were held.

Enrollment for the two classes was 23 with an average
enrollment of 11.5.

Attendance was a per class averagde of 78% and 85% with a
"mean of the mean" of 81.5%. These attendance figures are
exceilent given the fact that participants returned to the
work site on Saturdays which were non-working days. They
were not provided with release time.

Responses from the Operations Officer were generally
positive. However, she expressed serious concern about a
large drop-out rate in one class. She was equally concerned
that the program had not made an effort to determine the
reason for the increasing attrition. she investigated this
issue on her own and believes that the teacher was not
adequately meeting the needs of this high level ESOL group.

Nine Learner Survey Responses were submitted. They revealed
the following:

o Length of employment ranged from three years to 18 months
with a mean of 2.2 years of service.

o Primary reasons for enrollment:

- To Better Myself (7)
- To Learn English (5)
- To Get a Better Job (3)

o 80% found the class to be extremely helpful while the
other 20% found it of some help.

o Primary listings of skill improvement:

- Speaking English (9)
- Writing English (6)
- Reading English (5)

o One found the instructional materials somewhat difficult

to learn while the rest found them to be easy or somewhat
easy to learn.

o All listed the program as definitely interesting.
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o 78% were sure that what they had learned would definitely
improve their job performance and the rest believed that
it probably would.

o Two-thirds were certain that the program had been taught
at the appropriate level and the remaining one-third
believed that it probably had been.

o 89% were sure that the skills they had learned would be

useful outside of class and the remaining one thought that
it probably would be.

o 78% said that the class was definitely what they had
expected and the other two believed that it probably was.

o All respondents would definitely recommend the class to a
co-worker who needed it.

Indications of what the workers had learned included
speaking English (7); vocabulary (3); and generally improved
ability to communicate in English.

Four had no suggested program changes. The other four
responses had to do with computer access, increased hours
for class, home assignments and increased class time devoted
to students speaking to one another.

The only major problem related to this entire report stems
from the perceptions of the employer at this site about one
of the two classes. Given this situation, I recommend the
following for all sites:

1. Require that all instructors visit and tour the work site
prior to the beginning of the first class. While the
majority of instructors did visit and tour the worksites,
at least one did not do so.

2. Teachers should become acquainted with the work site
supervisor responsible for the class and should
informally report to that person on a regular basis such
things as class activities, attendance information,
student progress and areas of potential concern. Again,
in most cases this procedure was followed. In a few
cases, 1t was not.




DIRECT QUOTES FROM WORKPLACE LITERACY EMPLOYER INTERVIEWS

From the New Carrollton Dept. of Public Works Director:

"Their morale is high. Three of them will go to junior

college. One was able to keep up with diesel school because
he knew his fractioms.

"This program clearly is preparing the younger guys for
supervisory rolls.

"T'd rate the instructional program as excellent. I think
it's outstanding... All my best employees have stayed with
it. There has been a great effort made.

"The difference in supervisors will be an increase in
education level by 40%. Some, who today are semi-literate,
will be able to handle administrative tasks.

"I have recommended this program to many other emplovers."

From the Laurel Race Course Recreation Director:

"They have gained self-esteem. They will talk now. They
reach out and participate now.

"The trainers don't have to take them by the hand nearly as
much.

"The teachers went out and got the things that the workers
need in the workplace. The teachers use things that are

used on the job. Everything is related to the job
environment which is outstanding.

fThe program is great!"®

From the Operations Officer at SOVRAN Bank:

"The employees I've talked to really like the program and
value it.

"I worked a long time to get these classes and I'm really
pleased.

"It allows us to tap more of their potential. It gives our
employees more flexibility.

"The P.G. Schools has the most experienée of providing a
program of anyone. They are committed to doing a good job.
There is a cooperative attitude." '




From the FacilitiesADepartment Director of Operations, P.G.
Public Schools:

"They are more interested in the technical aspects of their
jobs than they were previously. They are more willing to be
involved in things that require reading and interpretation.

"Now, they want to be more involved. Before, they were in
the background. We've given them confidence.

nT've had several employees call me and say that it's the
best we've ever embarked on as a department.

"T+ instills confidence in all of our employees in our
management and administration.

®"T think we have absolute excellence."

From Litton Systems Amecom Division Director of Employee
Relations:

nrheir conversational skills are much improved. They have
more confidence and are more enthusiastic. I'm impressed.

"One in accounting couldn't be put on the phone. Now she
can be.

"The employees loved it. They couldn't have been happier.

"I think it's excellent. Everybody wins. The Company gains

positive relations. We gain a more efficient and capable
work force.

"The way it was set up was painless for the Company."




PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES

RESPONDENT: Robert Kuntz Director of Operations,
Facilities Dept.

ORGANIZATION: Prince George's County Public Schools

DATE OF INTERVIEW: September 16, 1991

1. Regarding participating employees, job performance
changes noticed or not.

"The response from their supervisors is that they are more

interested in the technical aspects of their jobs than they

were previously. That's due to their better comprehension

of reading and better math skills."®

2. Changes in employee job attitudes noticed or not.

"Yes. That ties in to the first question. The supervisors
have seen it"

3. Indications of employee basic skills improvement seen
or not.

"Yes. I have had many conversations with their supervisors.
They (the employees) are more willing to be involved in
things that require reading and interpretation.”®

4. (If #3 was "Did see indications of improvement)
Improvement resulted in improved job performance or
not.

"It goes hand-in-hand. Given the type of work they do, many
of the people were of the lower level in reading and math.
Now, they want to be involved more. Before they were in the
background. We've given them some confidence.™

5. Improved ability to communicate on job and solve
job-related problems noticed or not.

"I can't answer that. 1I've had conversations with them.
They are happier and more involved. Based on the premise
that a happy employee is a productive employee, I'd say,
yes."




6. Number selected regarding instructional program
effectiveness - on a scale of 5 to 1 where 5 =
excellent and 1 = poor.

"I'd give Betty Sonneveldt a five. She has the ability to
develop trust with her students as well as enthusiasm."

7. Oopinion about how well employees like the program.

"yery much. I've had several employees call me and say that
it's the very best program we've ever embarked on as a
department.”

g. Problems with class scheduling, if any.

"No. There were some requirements on our part, but it has
not created any adverse problems."

9. Degree of organizational commitment and support.

"Very committed. My meetings with the administration have
resulted in their support to proceed and to modify any work
schedules or programs, guaranteeing their support for this
undertaking.”

10. Overall reaction to work-site classes.

nT think it's terrific! Particularly literacy in the
workplace classes. It says that management understands and
is willing to do something about it. Particularly when
you're in the education business. 1I've been here 27 yvears
and this is the first time that we've done something like
this.”

11. Overall benefits to organization, if any.

"It results in a better finished product in respect to our
building maintenance. It instills confidence in all of our
employees in the management and administration. It
motivates employees, especially those who were less
motivated before."

12. Likelihood of recommending program to another employer
with similar needs.

"very likely. Directly because of the results. I've
personally seen results from this class as well as what I've
heard from the employees who have only the highest regard
for the class."®




13. Suggestions for protram improvement.

"I think we attained absolute excellence. All they had to
do was come to class. Everything was done for them already
- the teacher, the materials, everything. There is one
thing. The grant doesn't allow the GED as part of this.
Make the GED an ultimate part of literacy in the workplace."”




EMPLOYEE EVALUATION INFORMATION
CLASS LOCATION: BOARD OF EDUCATION MAINTENANCE YARD,
BROWN STATION ROAD - FIVE CLASSES

TEACHER: Betty Sonneveldt (All Classes)

CLASS 1.

NUMBER OF CLASS SESSIONS: Thirty-nine, (two terms) twice
weekly from April 29 - September 18, 1991.

CLASS SIZE AND TYPE: Eight; Wworkplace-related basic skills.
CLASSES ATTENDED: Range from 37 of 39 sessions to 4 of 6

sessions. Average attendance as a function of actual class
sessions enrolled: 81%.

STUDENT ASSESSMENT: CASAS/ECS Placement and Survey
Achievement Tests were administered and "Wworkplace Literacy
Analysis Individual Profile" completed for all students.

CLASS 2.

NUMBER OF CLASS SESSIONS: Thirty-five, (two terms) twice
weekly from April 29 - September 4, 1991.

CLASS SIZE AND TYPE: Nine; Basic skills.
CLASSES ATTENDED: Range from 32 of 35 sessions to 2 of 2

sessions. Average attendance as a function of actual class
sessions enrolled: 82%

CLASS 3.

NUMBER OF CLASS SESSIONS: Twenty-one, twice weekly from
April 30 - July 8, 1991.

CLASS SIZE AND TYPE: Seven; Basic skills.

CLASSES ATTEMDED: Range from 17 of 21 sessions to 5 of 5

sessions. Average attendance as a function of actual class
sessions enrolled: 73%




CLASS 4.

NUMBER OF CLASS SESSIONS: Nineteen, twice weekly from July
11 - September 24, 19S51.

CLASS SIZE AND TYPE: 7; Basic skills.

CLASSES ATTENDED: Randge from 19 of 19 sessions to 2 of 2

sessions. Average attendance as a function of actual class
sessions enrolled: 95%

CLASS 5.

NUMBER OF CLASS SESSIONS: Forty-two, (two terms) twice
weekly from April 30 - September 17, 1991.

CLASS SIZE AND TYPE: 25; Basic skills.

CLASSES ATTENDED: Range from 42 of 42 sessions to 5 of 8

sessions. Average attendance as a function of actual class
sessions enrolled: 85%

RELEASE TIME? YES (ONE-THIRD TIME)
NUMBER OF LEARNER SURVEY RESPONSES: Twenty-seven.

LENGTH OF PRESENT EMPLOYMENT: Thirty-four years (1);
Thirty-three years (1); Thirty-one years (1); Twenty-seven
years (2); Twenty-four years (1); Twenty-two years (2):
Eighteen years (2); Seventeen years (2): Sixteen years (2);
Fifteen years (3); Eleven years {(1); Ten years (1); Six
years (1); Five years (1); Two years (3); One year (3).

{In some cases, the following questions elicited more than
one response:)

1. How Learned About Class: From a Meeting at work (12);
From Supervisor (14); From a Bulletin (8).

2. Why Enrolled: To Better Myself (21); To Get a Better
Job (2); To Learn to Read (2); To Learn English (2); To
Get a GED (2); To Learn to Write (6); To Learn to Work
With Numbers (12); To Be Able to Help My children With
School Work (8); "have a real BA in literature but
didn't have to take math-science reqg. College athlete
(test scores were ignored by UM never got passed Algebra

I in High School (D+)." (1); "I wanted to brush up on my
math." (1); "Better my spelling." (2); "To prepare for
college writing." (1).




3. Helpfulness of Class: Extremely Helpful (24); 0f sSome
Help (3}).

4. Skills Class Helped to Improve: Reading (8);
Speaking (7); Writing (14); Performing Arithmetic (17);
Self-discipline (9); Self-motivation (8); Spelling (2).

5. Helpfulness of Instructional Material: Easy to Learn
(8); Somewhat Easy to Learn (7); Somewhat Difficult to
Learn (13); Very Difficult to Learn (1).

6. Degree to Which Found Program Interesting: Definitely
Yes (26); Probably Yes (1).

7. Degree to Which Skills Learned Will Improve Job

Performance: Definitely Yes (21); Probably Yes (5);
Probably Not (1).

8. Degree to Which Program Was Taught at Appropriate Level:

Definitely Yes (15); Probably Yes ($); Probably Not (1);
I Don't Know (2).

3. Degree to Which Skills Learned Are Useful Outside of
Class: Definitely Yes (24); Probably Yes (3).

10. Degree to Which Class Was What Expected: Definitely Yes
(15); Probably Yes (7); Probably Not (4): Definitely Not
(1).

11. Would Recommend Class to a Co-worker Who Needs It:
Definitely Yes (27).

(The following two questions were open-ended in nature.

Answers are reproduced as wWritten:)

12. what Learner Can Do That Could Not Do Before:

"Read, Write, Spell."”
"My math and English are better."

"Write letters better and understandy verbs and subjects
better."

"I have a much better understanding of Math and
Reading."

"I am more educate with Math and also brushing up on
Fraction is very good."




"Fractions." (2)

"Multiply and divide fractions. Forced (by need) to
perform problems to get real ansv -rs rather than just
guessing."

"subtract fractions."®

"Nothing."

"I feel I can do Ratio & Proportion Better as well as
Percents."

"I can figure percentages and fractions easier."
"Deal with number better and faster.®

"I can do my Job Better. I Also have got much Better in
Math."

"I can read better than I could. I can also do more
Math, Spell better."

"Great improvement in talking, writing, math, english.
I can do plumbing jobs, in less time than before."

i "I can do math better and spell better."

"This class is making my spelling, reading and writing
better."

"I have learn more in language & Math than what knew
before."

"I can write more efficiently.

"Find percents, add, subtract, multiply, divide,
Fractions, decimals, pick out pronouns, adjectives,
past participles, verbs, adverbs, write, essays,
punctuation."®

|
"Do more work at home, but this don't alway work out."
|

13. What Learner Would Change About the Program:

"to start class in the morning especially in hot

"Nothing" (4)
‘ summer." (2)
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"I would change the hours and sometimes with Two
instructors."”

"More Time." (3)

"The program is perfect for persons need to learn at
this level."

"Make the classes last longer in semester."”

"some of the hard things Stay a little longer (and Keep
the same teacher."

"I'm so thankful, I would not change anything."

"The time. Summers are busy and many people take
vacations."

"Have a longer class."
"T would arrange for the class to be taught in the fall
of the year. During summer we have to many jobs to do.

This causes us to miss some classes."

"Go a little slower."




PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES

RESPONDENT: Robert T. Griffith, Recreation Director
ORGANIZATION: Laurel Race Course

DATE OF INTERVIEW: August 7, 1991

1. Regarding participating employees, job performance
changes noticed or not.

"Yes. They started to dress up for the classes and to.
practice better hygiene. (*) Teaching them English related
to their job.. It's easier for the trainers who employ
them. They now can understand them a lot better. It's
improving this relationship.®

2. Changes in employee job attitudes noticed or not.

"Yes. Coming to class - it reflects their lifestyle. They
have gained self-esteem. They will talk now. In the past

they wouldn't mingle or get off the racetrack. Now they go
to the movies. They have more confidence."

3. Indications of emplovee basic skills improvement seen
or not.

"Yes. I haven't witnessed that but knowing more English
shows that they have improved."

4. (If #3 was "Did see indications of improvement)
Improvement resulted in improved job performance or
not.

"Better. It relieves the trainers more. They don't have to
take them by the hand as much."

5. Improved ability to communicate on job and
solve job-related problems noticed or not.

"Yes. They are doing things that they haven't done in the
past. They want to play a North American/South American
soccer game. They wouldn't have done that before. They
reach out and participate now."




6. Number selected regarding instructional program
effectiveness - On a scale of 5 to 1 where 5 =
excellent and 1 = poor.

"Five. For one thing, the teachers went out in the areas
thevy work in and got the things they need in the work place.
They (the teachers) use things that they use on the job.
It's work-related knowledge. 1It's verv beneficial. I
requested medical, dental, and pension plans. The teachers
had people brought in to explain them. Everything is
related to the job environment which is outstanding®

7. Opinion about how well employees like the program.

"yery much. Because they come back and because of the
changes in their appearance. The teachers' abilities are
right. They enjoy the teachers.™®

8. Problems with class scheduling, if any.

"No. They are offered at the best time available. These
times conflict the least. Confiict is minimal."

9. Degree of organizational commitment and support.

(N.B. The organization is the Maryland Thoroughbred
Horsemen's Association.)

"Very committed. They have provided lots of supplies. Also
they provide a ticket for each student that gets them a free
hot dog and coke after class. They'‘re doing it every day,
like providing forms they need."

10. Overall reaction to work-site classes.

"It's a great thing. A lot of these people need it. A lot
of them came from dysfunctional homes. They have some
structure now. The classes help them to take some
responsibility for their lives. Here, they have no bills.
They have a sheltered life. 1It's harder to get them to take
that first step. Some won't take the responsibility. I
wish there was a larger attendance. There are a lot of
people who could use it.

11. Overall benefits to organization, if any.

"Improving the work force {*) You're upgrading the level
of the workers. They will be better educated and more
intelligent."”

12. Likelihood of recommending program to another employer
with similar needs.

"Yery likely. Ycu're improving your work force. It's
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easier to tell someone about it. It teaches the employees
to assume some responsibilities.”

13. Suggestions for program improvement.

"The program is great. All that's lacking is getting more
of them to come to it. Getting them to take that first step
and want to come to it. You might have a better response
at other places."




EMPLOYEE EVALUATION INFORMATION
CLASS LOCATION: LAUREL RACE COURSE - TBREE CLASSES
TEACHER: Belinda Elmer (Two workplace related ESCL classes)
FOR CLASS 1:

NUMBER OF CLASS SESSIONS: Nineteen afternoon classes, twice
weekly, from May 13 - August 7, 1991.

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 24;
Beginning level workplace specific ESL; N=0

CLASSES ATTENDED: Range: From 15 of 19 sessions to 1 of 1
session. Attendance as a function of actual class sessions
enrolled: 76%.

FOR CLASS 2:

NUMBER OF CLASS SESSIONS: Nineteen late afternoon classes,
twice weekly, from May 13 - August 7, 1991.

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: Twenty;
Intermediate level workplace specific ESL; N=0

CLASSES ATTENDED: Range: From 11 of 19 sessions to 1 of 1
session. Attendance as a functinp of actual class sessions
enrolled: 69%.

RELEASE TIME? No.

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and
the "Workplace Literacy Analysis Individual Profile" was
completed for selected students.

LEARNER SURVEY RESPONSES: No survey response forms were
submitted.
TEACHER: Mary Ellen Butlak

NUMBER OF CLASS SESSIONS: Twenty afternoon sessions from May
15 - August 7, 1991.

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: Thirteen;
Workplace specific Basic Skills; N=13

CLASSES ATTENDED: Range: From 20 of 20 sessions to 1 of 1
session. Attendance as a function of actual class sessions
enrolled: 86%.

RELEASE TIME? No.
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STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey
Achievement Tests were administered to all students.

LEARNER SURVEY RESPONSES:

LENGTH OF PRESENT EMPLOYMENT: Eight years (1); Five years
(1); Three years (1); Two years (2); Eighteen months (1);
One year (1); Seven months (1); Four months (1); Two months
(1); One month (2).

(In some cases, the following questions elicited more than
one response:)

1. How Learned About Class: From a Friend at work (8);
From a meeting at work (2); From Supervisor (1); From a
Bulletin (3).

2. Why Enrolled: To Better Myself (9); To Get a Better Job
(4); To Learn to Read (4); To Learn English (8); To Get
a GED (2); To Learn to Write (1); To Learn to Work with

Numbers (2); To Keep My Mind Busy (1); To be Able to
Learn Auto Repair (1).

3. Helpfulness of Class: ExXtremely Helpful (12); Of Some

Help (2).

4. Skills Class Helped to Improve: Reading (9);
Speaking {8); Writing {8); Performing
Arithmetic (4); Self-discipline (3); Self-motivation
{5).

5. Helpfulness of Instructional Material: Easy to Learn

(12); Somewhat Easy to Learn (4); Somewhat Difficult to
Learn (1). ’

6. Degree to wWhich Found Program Interesting: Definitely
Yes (12); Probably Yes (2); Probably Not (1).

7. Degree to Which Skills Learned Will Improve Job
Performance: Definitely Yes (10); Probably Yes (5);
Don't Know (1).

8. Degree to Which Program Was Taught at Appropriate Level:
Definitely Yes (12); Probably Yes (4).

9. Degree to Which skills Learned Are Useful Outside of
Class: Definitely Yes (12); Probably Yes (2).

10. Degree to wWhich Class Was What Expected: Definitely Yes
(10); Probably Yes (2); Definitely Not (1).

11. Would Recommend Class to a Co-worker Who Needs It:
Definitely Yes (13) ~
3035
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(The following two questions were open-ended in nature.
answers are reproduced as written:)

12.

13.

what Learner Can Do That Could Not Do Before:

“"Math that I didn't learn and forgot."

"T can solve math problems better. Speak and write
better English. Read graphs.™"

"Tighting up my knowledge of skill better and having the
strengh to take my GED."

"Multiply fractions. Divide fractions. Percents.”
"read better & Faster. time tables®

"Now I can say thank you. I couldn't even do that when
I first came to c¢class.™”

What Learner Would Change About the Program:
"Auto Repair."

"Nothing." (3)




PRINCE GIEEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES

RESPONDENT: Richard Robbins, Director of Public Works
ORGANIZATION: New Carrollton Dept. of Public Works

DATE OF INTERVIEW: August 6, 1591

1. Regarding participating employees, job performance
changes noticed or not.

"Yes and no. Sixty to seventy percent of them are

involved in the classes. The bulk of their work is physical
work. It's the first time anyone has given the employees
anything. Their morale is high. Three of them will go to
junior college. One was able to keep up with diesel school
because he knew his fractions."®

2. Changes in employee job attitudes noticed or not.

"It's hard to say. A whole lot of things have happened over
the past two years. Morale is good right now and education
is part of it along with other things."

3. Indications of employee basic skills improvement seen
or not.

"Realize the types of jobs they have. I'm constantly
sending people to various schools. They do better because
their minds are stimulated.®

4. (If #3 was "Did see indications of improvement)
Improvement resulted in improved job performance or
not.

"I have a spectrum of skill levels. This program clearly is

preparing the younger guys for supervisory rolls. I've had
one-third of my men become computer literate." ‘

5. Improved ability to communicate on job and
solve job-related problems noticed or not.

"I can't say I have. We have good communication skills
among us."




6. Number selected regarding instructional program
effectiveness - on a scale of 5 to 1 where 5 =
excellent and 1 = poor.

"I'd rate it & 5. I think it's outstanding. They (the
instructors) clearly work to stimulate the employees. They
look for work-related stuff to use. The instructors are
pleased with what they see. All my best employees have
stayed with it. There has been a great effort made."

7. Opinion about how well employees like the program.

"They like it. I've spoken to the men. It can lead to
community college work which is paid for by the city 100%."

8. Problems with class scheduling, if any.

"There are trade-offs. We're robbing Peter to pay Paul.
The least impact would occur in the winter. But we don't
have any real problems and the politicians are tickled
pink."

9. Degree of organizational commitment and support.

"yery committed. This is not a problem at all. Everything
was very archaic. There is no opposition to improving cur
employees."

10. Overall reaction to work-site classes.

"They are at City Hall in the auditorium and Council
Chambers. 1It's a nice clean work environment."

11. Overall benefits to organization, if any.

nrhe difference in supervisors will be an increase in
education level by 40%. Some who today are semi-illiterate,
will be able to handle administrative tasks."

12. Likelihood of recommending program to another employer
with similar needs.

"Yery likely. I have, to many. Definitely. To get the
most out of your employees, you put things in."

13. Suggestions for program improvement.
"Smaller classes, ideally and more diversity. I wish it

could go on another twenty weeks. The longer they go, the
better."




EMPLOYEE EVALUATION INFORMATION
CLASS LOCATICN: CITY OF NEW CARROLLTON, DEPARTMENT OF
PUBLIC WORKS - THREE CLASSES

TEACHER: Mary Ellen Butlak
NUMBER OF CLASS SESSIONS: Forty, twice weekly. Two separate
class terms were conducted: A twenty class semester from
April 25 - July 18, 1991, and a twenty class term from July
25 - September 27, 1991.
CLASS SIZE AND TYPE: Seventeen; High level workplace related

basic skills.
CLASSES ATTENDED: Range from 38 of 40 sessions to 5 of 7

sessions. Attendance as a function of actual class sessions
enrolled: 88%.

RELEASE TIME? Yes.

STUDENT ASSESSMENT: MAPP/CASAS Placement and Survey
Achievement Tests were administered to all students.
TEACHER: Phyllis Oarr

NUMBER OF CLASS SESSIONS: Forty, twice weekly. Two separate
class terms were conducted: A twenty class semester from
April 25 - July 18, 1991, and a twenty class term from July
19 - September 27, 1991.

CLASS SIZE AND TYPE: Ten; Beginning level basic skills.
CLASSES ATTENDED: Range from 39 of 40 sessions to 1 of 1
session. Attendance as a function of actual class sessions
enrolled: 91%.

RELEASE TIME? Yes.

STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey
Achievement Tests were administered to all students.

TEACHER: Christine B. Jones

NUMBER OF CLASS SESSIONS: Twenty, twice weekly from April 25
- July 18, 1991.

CLASS SIZE AND TYPB: Ten; Intermediate level basizc skills.

CLASSES ATTENDED: Range from 20 of 20 sessions to 1 of 1
session. Attendance as a function of actual class sessions
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enrolled: 86%.
RELEASE TIME? Yes.

STUDENT ASSESSMENT: MAPP/CASAS Placement Tests and Survey
Achievement Tests were administered to all students.

TOTAL NUMBER OF LEARNER SURVEY RESPONSES: 24

LENGTH OF PRESENT EMPLOYMENT: Twenty years (1); Seventeen
years (1); Sixteen years (4); Fifteen years (1); Thirteen
years (4); Eleven years (2); Ten years (2); Eight vears (3);
Two and 1/2 years (1); Two years {3); Six months (1); Four
months (1); One month (2).

{(In some cases, the following questions elicited more than
one response:)

1. How Learned About Class: From a Friend at work {(3);
From a meeting at work {(9); From Supervisor (18).

2. Why Enrolled: To Better Myself (17); To Get a Better
Job (5); To Learn to Read (4); To Learn English (4); To
Get a GED (2); To Learn to Write (3); To Learn to Work
With Numbers (€); To Be Able to Help My Children With
School Work (6); "To refresh an thing that I have

forgotten.™ (1}); "To see what I could learn." (1); "to
Lean More about read math English." (1); "Just for the
hell of it." (1); "To refreash on thing I have not use
in a long time." (1).

3. Helpfulness of class: Extremely Helpful {(15); Of Some
Help (10); I Don't Know (1).

4. Skills Class Helped to Improve: Reading (13} ;
Speaking (7); Writing . (6); Performing
Arithmetic (15); Self-discipline (7); Self-motivation
(5); "getting back into the "Learning" Process." (1).

5. Helpfulness of Instructional Material: Easy to Learn

(13); Somewhat Easy to Learn (10); Somewhat Difficult to
Learn (1).

6. Degree to which Found Program Interesting: Definitely
Yes (17); Probably Yes (6); Probably Not {(1).

7. Degree to Which Skills Learned will Improve Job
Performance: Definitely Yes (10); Probably Yes (8};
Probably Not (4); Don't Know (2).

8. Degree to Which Program Was Taught at Appropriate Level:
Definitely Yes (12); Probably Yes (7); Probably Not (4);




10.

11.

Don't Know (1).

Degree to Which Skills Learned Are Useful Outside of
Class: Definitely Yes (18); Probably Yes (5); Probably
Not (1).

Degree to Which Class Was What Expected: Definitely Yes
(15); Probably Yes (7); Definitely Not (2).

Would Recommend Class to a Co-worker Who Needs It:
Definitely Yes (21); Probably Yes (2); Probably Not (1).

{The following two questions were open-ended in nature.
Answers are reproduced as written:)

12.

what Learner Can Do That Could Not Do Before:

"The proper way to go solve a problem in the course or
learning project."®

"My math became a little better, also my writing
improve."

"T can do my mathematics better.™

"lean math as in division and more factions."
"My Reading is Improving Very Nicely."
"percentage."

"Everthing is about the same.®

"square footage."

"different kind of math & English dimension."
"I work with math and fractions much better.n®
"Work with numbers."

"Nothing."

"I can read a lot better. My math is slowly Improving.*"
"I got Better in Reading and Math."

"I Lean how do Faction."

"To think in the evening."

"Methematics. Reading Skills."

"33 qpa




13.

"I can not Do Math that well.®

"read, write, add, multiply, subtract and divide
fractions Decimals. I knew a little about it. This has
been a refresher course."”

"All of the things that I've Learned in this Class I

learned in high school. So this class was an refresment
Class.™"

"I have only been enrolled in this class for three

weeks. During this time I have refreshed my skills with
fraction."

"Fraction, decimals Fraction."
"I learn my Math & Writing better."
what Learner Would Change About the Program:

"I'd think they do a good job in teaching and
have a great program going.*"

"Nothing." {(10)

"Make it harder."

"Tt's A Very Nice program I Wouldn't change Any Thing."
"the time."

"Thanks."

"change the time 1.00. 3.30. P.M."

"School in the Fall chage the Time Early in day."
"More class time." (5)

"More bookwork."

"For those who have really mastered the basic level of
math, it would be very feasible to incorporate the
intermediate level of math such as algebra, gecmetry and
trigonometry."®
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES

RESPONDENT: Timothy Edwards, Director of Employee
Relations
ORGANIZATION: Litton Systems, Inc., Amecom Division

DATE OF INTERVIEW: September 20, 1991

1. Regarding participating emplovees, job performance
changes noticed or not.

"ves. The feedback I've received from their supervisors is
that there is an obvious improvement. They have more
confidence and are more enthusiastic. Their conversational
skills are much improved. They didn't used to use proper
phrasing. They are more open to discussion. I'm impressed.
They used to use only short phrases. Their language skills
were keeping them down."

2. Changes in employee job attitudes noticed or not.

"yes. That was the reference I made earlier. (*) Just
what I told you. I've talked to the supervisors. One in
particular, her demeanor was shy. Now, she talks right at
me. Her letter (attached) tells more about it."

3. Indications of employee basic skills improvement seen
or not.

"yes. Their letters (attached) were constructed on their
own. I've also heard from their coworkers and supervisors.
They have puch more confidence in their interactions.”

q, (If #3 was "Did see indications of improvement)
Improvement resulted in improved job performance or
not.

"we just finished the program. I don't see how it couldn't.
We have documented performance appraisals where people were
held back because of their poor skills. For example, we
couldn't put them on the phones. Now, their conversational
skills are greatly improved. It's got to make a big
difference."

"~
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5. Improved ability to communicate on job and solve
job-related problems noticed or not.

"I can only tell you this. One is in accounting down the
hall. She couldn't be put on the phone and now she can.

I've seen it in my own interaction with them. There's a

more obvious degree of confidence."

6. Number selected regarding instructional program
effectiveness - On a scale of 5 to 1 where § =
excellent and 1 = poor.

"I'd say "Four". She did a very good job. A portion of the
way through, she was asked to gear it to the 'mill
standard’'. She did and then adjusted for those who did not

need this. Audrey was very flexible and right on top of
things. She treated them very well. They enjoved going to
the class. (*) I'm not sure that the course was long
enough to get the results Audrey wanted. (*) I would love
to do it again. We had expected to go into a production
phase but that's been delayed. Also, they had paid time to

attend. Right now we don't have the urgency and we're under
a fiscal crunch."®

7. Opinion about how well employees like the program.

"They loved it. They couldn't have been happier."

8. Problems with class scheduling, if any.
"No, none."
9. Degree of organizational commitment and support.

"Somewhat committed. They were very committed when we
started. Put us in a more pragmatic stage and they'll be
very committed again."

10. Overall reaction to work-site classes,

"I think it's excellent. Everybody wins. The Company gains
positive relations. With the employees, it's made very
convenient for them to attend when it's right on the site.
You stand to get better participation.”




11. Overall benefits to organization, if any.
"A more efficient, more capable work force. Someone who can
converse and communicate are more valuable than those who

can't. It's a good will effort. The feedback has been so
positive. 1It's hard to put a tag on that good will.™"

12. Likelihood of recommending program to another employer
with similar needs.

"Jery likely. I'd highly recommend it."

13. Suggestions for program improvement.
"T'd be hard pressed to name one. I was extremely pleased

with all the communications that came to me. The way it was
set up was painless for a company."

—d D




EMPLOYEE EVALUATION INFORMATION

CLASS LOCATION: LITTON SYSTEMS, AMECOM - ONE CLASS

TEACHER: Audrey A. Parsons

NUMBER OF CLASS SESSIONS: Twenty-seven, twice weekly from
May 29 - August 28, 1991.

CLASS SIZE AND TYPE: Eight; yorkplace specific ESOL

CLASSES ATTENDED: Range from 26 of 27 sessions to 19 of 27
sessions. Average attendance: 87%.

RELEASE TIME? Yes, one-third.

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and
the "Workplace Literacy Analysis Individual Profile" was
completed for all students.

NUMBER OF LEARNER SURVEY RESPONSES: 8
LENGTH OF PRESENT EMPLOYMENT: Eighteen years

(
(1); Nine vears (1l); Seven years (1l)}; Six years
years (2); No response (1).

1 Ten years

)
{1); Five

{In some cases, the following questions elicited more than
one response:)

1. How Learned About Class: From a Friend at Work (2);

From a Meeting at work (2); From Supervisor (3); From
a Bulletin (2).

2. Why Enrolled: To Better Myself (3); fo Get a Better
Job (1); To Learn to Read (3); To Learn English (3); To
Get a GED (2); To Learn to Write {(4); To Learn to Work
Wwith Numbers (1); To Be Able to Help My Children Wwith
School work (1).

3. Helpfulness of Class: Extremely Helpful (5); Of Some
Help (3).

4. Skills Class Helped to Improve: Reading English (6);
Speaking English (4); Writing English (7); Self-
discipline (1); Self-motivation (1).

5. Helpfulness of Instructional Material: Easy to Learn

(5); Somewhat Easy to Learn (1); Somewhat Difficult to
Learn (2).

6. Degree to Which Found Program Interesting: Definitely
Yes {(5).

217
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7. Degree to which sSkills Learned wWill Improve Job
Performance: Definitely Yes (5); Probably Yes (1).

8. Degree to Which Program Was Taught at Appropriate Level:
Definitely Yes (3); Probably Yes (2); Probably Not (1).

9. Degree to Which skills Learned Are Useful oOutside of
Class: Definitely Yes (4); Probably Yes (2).

10. Degree to Which Class Was What Expected: Definitely Yes
(4); Probably Yes (2).

11. Would Recommend Class to a Co-worker Who Needs It:
Definitely Yes (6).
(The following two guestions were open-ended in nature.
Answers are reproduced as written:)
12. what Learner Can Do That Could Not Do Before:
"This program help improve my reading and in writing.®

"understand better.®

"I think my pronunciation getting better. Some grammer
and writing skills."

"Reading skill has improved.®
"I read Better Know and Speak."
"I can handle better my work material, paperwork etc."

"I feel like I'm improving my writing, expelling,
understand instructions, read better.®

13. What Learner Would Change About the Program:
"The program should be a longer time period."
"change time for class."
"I liked it very much the way my teacher has taught.®
"More help in writing and pronunciation.™®

"Maybe to have a better sequence."




4507-22nd Ave.
Mt. Rainier, MD 20712
August 28, 1991

Ms. Mary Butlak
Adult Education
Bladensburg Instrutional Center
Bladensburg, MD

Deayr Ms. Butlak:

I like to take this opportunity to thank you and

Mrs. Audrey Parsons for bring the Literacy Workplace Program
to Litton—Amecom of College Park during the period of 29 May
through 28 August 1991.

As a result of my attendance in this forty-hour course, I was
better able to read and understand technical specifications
associated with my work. In addition to this, I was also able

to improve my ability to communicate both verbally and in
writing.

I found this course both interesting and informative.

Mrs. Audrey Parsons, my instructor, went to great length to use
varied approaches in presenting her material. She alsoc was
exceptionally proficient in providing direction and guidance.In
addition to this, she demonstrated commitment and dedication to
her astudent. For these reasons, I would hope that the Literacy

Workplace Program will be continued under her instruction at
Litton—-Amecom.

Once again, I thank you and Mrs. Audrey Parsons for this valuable
educational experience.

Sincerely,

ﬁ@yﬂ

Frederick Lee
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DATE: AUGUST 28, 1991
SUBJECT: LITERACY WORKPLACE PROGRAM

TO: TIM EDWARDS

FROM: FREDERICK LEE

I LIKE TO TAKE THIS OPPORTUNITY.- TO THANK YOU AND LITTON-AMECOM
FOR ARRANGING THE LITERACY WORKPLACE PROGRAM DURING THE PERIOD
29 MAY THROUGH 28 AUGUST 18891,

AS A RESULT OF MY ATTENDANCE IN THIS FORTY-HOUR COURSE, I wWAS
BETTER ABLE TO READ AND UNDERSTAND TECHNICAL SPECIFICATIONS
ASSOCIATED WITH MY WORK. IN ADDITION TO THIS, I WAS ALSO ABLE
TO IMPROVE MY ABILITY TO COMMUNICATE BOTH VERBALLY AND IN
WRITING,

I FOUND THIS COURSE BOTH INTERESTING AND INFORMATIVE.

MRS. AUDREY PARSONS, MY INSTRUCTOR, WENT TO GREAT LENGTH TO USE
VARIED APPROACHES IN PRESENTING HER MATERIAL. SHE ALSO WAS
EXCEPTIONALLY PROFICIENT IN PROVIDING DIRECTION AND GUIDANCE.IN
ADDITION TO THIS, SHE DEMONSTRATED COMMITMENT AND DEDICATION TO
HER STUDENT. FOR THESE REASONS, I wWOULD HOPE THAT THE LITERACY
WORKPLACE PROGRAM BE CONTINUED UNDER HER INSTRUCTION.

ONCE AGAIN, I THANK YOU AND LITTON-AMECOM FOR THIS VALUABLE
EDUCATIONAL EXPERIENCE.




Amecom

OFFICE CORRESPONDENCE

Fiie Date’ August 28, 1991

Subject: LITERACY WORKPLACE PROGRAM

Tor T. Edward Copiesto’ G. Hall
Mary Bullack
From: L. Phan Audrey Parsons

I would like to thank you, the company, and my supervisor for the
opportunity to have attended this class.

In the first half of the program, most of what the instructor taught
was related to assembly. Because I am an office clerk, I thought I
had gotten into the wrong program, so I talked to my supervisor, and
my supervisor then talked to you about what I thought, and you then
mentioned the problem to the program instructor. After that, the
instructor found out what focus I really needed. She had teached
some differences that why I continued then finished the program, and
I had learned some grammar, writting skills, and pronunciations.

The rest of the program went by fast. Today is the last day for this
class. I did improve some on English as my second langue, because
some of my friends have noticed, and so had Charled Dausch (my first
supervisor in Finance Department at Amecom)

I would really like to attend another 40 hours. But, tright now I
think T must use my time to learn Wordperfect, because that is most
important for my duties right now. Thank again,

~5] ~
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SPRING/SUMMER, 1991 EMPLOYER EVALUATION SURVEY RESPONSES
RESPONDENT: Rosalie Evans, Operations Officer
ORGANIZATION: Sovran Bank
DATE OF INTERVIEW: August 9, 1991
1. Regarding participating employees, job performance
changes noticed or not.
"I haven't asked yet."
2. Changes in employee job attitudes noticed or not.
"No. The program hasn't been in place long enough to ask."

3. Indications of employee basic skills improvement seen
or not.

"Yes. In talking with them. I've noticed that
pronunciation skills are better. Less hesitation in
talking."

4., (If #3 was "Did see indications of improvement)
Improvement resulted in improved job performance or
not.

"I don't have any evidence that it does, but I personally
believe that it would.™

5. Improved ability to communicate on job and
solve job-related problems noticed or not.

"I haven't looked into that."

6. Number selected regarding instructional program
effectiveness - on a scale of 5 to 1 where 5 =
excellent and 1 = poor.

"I have two instructors. One I would rate a 5, the other a
2. There is a new person I haven't talked to. (27?) I
shouldn't elaborate on that. Attendance dropped way off.
There is a problem in dealing with a high level class who
are well educated in their own country. The class is geared
for those without the high level of ability."




7. Opinion about how well employees like the program.

"The employees I've talked to really like the program and
value it. Those who originally attended and stopped were
disappointed. I can't put my finger on it. The others
enjoy it very much.™®

8. Problems with class scheduling, if any.

"No. It's done on a Saturday. Once, systems were down and
work .ut in. Attendance is related to personal things like
dccti's appointments and weddings."

3. Degree of organizational commitment and support.

"They are vaiting to see results. If this one class goes
down the tihes, it will have an effect on the commitment.
wWhen I was :zold that attendance had dropped, I was
concerned. I hadn't been told until they decided to drop
the ¢lasg. I didn't know why the attendance had dropped.
No =».e tried to find out why. You need to do that before
you abandon your efforts. (*) 1It's the high level group.
It should be a legitimate concern ~ the ability of the
tzacher to reach them. That was the problem.®

10. Overall reaction to work-site classes.

"Wery positive. I worked a long time to get them and I'm
really pleased."

11. Overall benefits to organization, if any.

"It gives our employees more flexibility in how they fit in.
If their job goes away, they have a better chance of getting
another one." It allows us to tap more of their potential.

12. Likelihood of recommending program to another employer
with similar needs.

"Very likely. The experience of at least the one
instructor. The P.G. Schools has the most experience at
providing a program of anyone. They seem to be committed to
doing a good job. There is a cooperative attitude."

13. Suggestions for program improvement.

"I'd like to see more structure in the lessons. A better
attempt to reach the higher level people. One of the
instructors has taken time to tour the Operations Center
with me and then talking to her students. That kind of
thing is extremely valuable. They need to know how the
organization functions. We spent two or three hours. It
made her a far better instruq?gﬁn“

<)
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EMPLOYEE EVALUATION INFORMATION

CLASS LOCATION: SOVRAN BANK - TWO CLASSES

TEACHER: Fran Prenetta

NUMBER OF CLASS SESSIONS: 12 On Saturday mornings frém June
1, 1991 To August 24, 1991.

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 8;
Workplace specific upper level ESL; N=5

CLASSES ATTENDED: Range: 4-12; Average: 9.4

TEACHER: Sally Crouch

NUMBER OF CLASS SESSIONS: 13 oOn Saturday mornings from June
1, 1991 To August 31, 1991.

CLASS SIZE, TYPE AND NUMBER OF SURVEY RESPONSES: 15, 5 of

whom did not enter until August; Workplace specific upper
level ESL; N=5

CLASSES ATTENDED: For June 1lst group - Range: 1-9; Average:

4.3. For August group - Range 1-5; Average 2.8. Attendance
as a function of actual class sessions enrolled: 85%

RELEASE TIME? No

STUDENT ASSESSMENT: The CASAS/ESL Test was administered and
the "Workplace Literacy Analysis Individual Profile" was
completed for all students.

LEARNER SURVEY RESPONSES:

LENGTH OF PRESENT EMPLOYMENT: 3 years (2); 2 and 1/2 years
(2); Two years (1); 20 months {(1); 18 months (2}.

(In some cases, the following questions elicited more than
one response:)

1. How Learned About Class: From a Friend at Work (4);
From Supervisor (5); From a Bulletin (2).

2. Why Enrolled: To Better Myself (7); To get a Better
Job(3); To Learn English (5); To Get A GED (2); To
Learn to Write {2); To be Able to Help My Children With
School Work (1); To Learn to Read (1).
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3. Helpfulness of Class: Extremely Helpful (8); Of Some
Help

4, 8Skills Class Helped to Improve: Reading English (5);
Sspeaking English (9); Writing English (6); Self
discipline (1); Self-motivation (1).

5. Helpfulness of Instructional Material: Easy to Learn

(5); Somewhat Easy to Learn (40; Somewhat Difficult to
Learn (1).

6. Degree to Which Skills Learned Will Improve Job
Performance: Definitely Yes (7); Probably Yes (2).

7. Degree to Which Skills Learned Will Improve Job
Performance: Definitely Yes (7); Probably Yes (2).

8. Degree to Which Program Was Taught at Appropriate Level:
Definitely Yes (6); Probably Yes (3).

9. Degree to Which skills Learned Are Useful Outside of
Class: Definitely Yes (8); Probably Yes (1).

10. Degree to Which Class Was What Expected: Definitely Yes
(7); Probably Was (2).

11. Would Recommend Class to a Co-worker Who Needs It:
Definitely Yes (9).

(The following two gquestions were open-ended in nature.
Answers are reproduced as written:)

12. What Learner Can Do That Could Not Do Before:

"It helps me alot. I learned a lot of vocabulary too
So, I can understand English so easy (but not real
well."

"Now I can speak better then before & understand better
News and News papers."

"Now I can speak with everybody. I not afraid any more.
I can communicate with my co workers and supervisor.
Thanks to Fran. She is a very nice teacher. She is so
pacient with all the students. She really now how "o
teach."

"Now. I can talk without grammer mistakes."

"I can speak English."




13.

"Now I can speak, understand and read more fluently than
before. I'm very happy with this classes and their
wonderful organization,."

" The course I attended helped me a lot in the
vocabulary and the accent and I could easily understand
the communication with the other co-workers. If I
didn't do it, I could have some problems in
communication.®

what Learner Would Change About the Program:

"N/A"

"I think we need more time for speeking and talking to

each other. Because our problems is to understand and
speeking power."

"If I can change something. I hope we can stay more
hours every week."

"T don't want to change anything about this program."”
"None."

"More homework exercises for writing skills."®

"Nothing."

"I really suggest the computer access may help me a lot.

It would be appreciable of the learning of the
computer."




PRINCE GEORGE’S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
1991-92 EMPLOYER EVALUATION

THE PURPOSE OF THIS INTERVIEW IS TO SOLICIT YOUR VIEWS AND
OPINIONS OF THE WORKPLACE LEARNING PROGRAM WHICH IS BEING
PROVIDED AT YOUR WORKPLACE BY THE ADULT EDUCATION OFFICE
OF THE PPINCE GEORGE'S COUNTY PUBLIC SCHOOL SYSTEM. SINCE
WE ARE AFTER YOUR OWN PERSONAL VIEWS AND OPINIONS,
OBVIOUSLY THERE ARE NO RIGHT OR WRONG ANSWERS TO ANY
QUESTICNS; JUST YOUR ANSWERS.

FIRST OF ALL, I'D LIKE TO ASK YOU ABOUT THE EMPLOYEES WHO
ARE PARTICIPATING:

1. HAVE YOU NOTICED ANY CHANGES IN THEIR JOB PERFORMANCE

OR NOT? (YES NO CIRCLE ONE. IF "YES", ASK) WHAT HAVE
YOU NOTICED?

2. WHAT ABOUT THEIR WORK ATTITUDES? HAVE YOU NOTICED ANY
CHANGES IN THEIR ATTITUDES TOWARD THEIR JOBS OR NOT?
( YES NO IF "YES") WHAT HAVE YOU NOTICED?

3. HAVE YOU SEEN ANY INDICATIONS THAT THEIR BASIC SKILLS
HAVE IMPROVED? (IF "YES") WHAT THINGS HAVE YOU NOTICED?

4, (IF #3 WAS "YES") DO YOU THINK THAT THIS IMPROVEMENT
HAS RESULTED IN THE PARTICIPANTS BEING ABLE TO DO THEIR
JOBS BETTER OR NOT? WHY DO YOU SAY THAT?
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5. HAVE YOU NOTICED IF THEY HAVE IMPROVED IN THEIR
ABILITIES TO COMMUNICATE ON THE JOB AND TO SOLVE JOB RELATED
PROBLEMS ANY BETTER? (IF "YES") WHAT HAVE YOU NOTICED?

NOW, TURNING TO THE INSTRUCTIONAL PROGRAM FOR A MOMENT.

THINKING ABOUT THE TEACHER'S EFFECTIVENESS AND WHAT IS BEING
TAUGHT .

6. ON A SCALE OF 5~-1, WITH 5 BEING EXCELLENT DOWN TO A ONE
MEANING POOR, WHAT NUMBER WOULD YOU PICK TO RATE THE
INSTRUCTION? (1 2 3 4 5) WHY DID YOU SELECT THAT NUMBER?

7. HOW WELL DO YOU THINK THE EMPLOYEES LIKE THIS PROGRAM?
WOULD YOU SAY VERY MUCH, NOT TOO MUCH, OR NOT AT ALL? WHY
DO YOU THINK SO7?

8. HAS THERE BEEN ANY PROBLEM WITH CLASS SCHEDULING? THAT
IS, HAS THERE BEEN ANY MAJOR CONFLICT WITH WORK SCHEDULES OR
THE PEOPLE GETTING THEIR WORK DONE OR NOT? (IF "YES) WHAT
WERE THESE PROBLEMS?

9. HOW ABOUT YOUR ORGANIZATION'S SUPPORT? HOW COMMITTED DO
YOU BELIEVE THEM TO BE TO THIS PROGRAM; VERY COMMITTED,
SOMEWHAT COMMITTED, OR NOT VERY COMMITTED? WHY DO YOU SAY
507




10. WHAT IS YOUR OVERALL REACTION TO HAVING CLASSES AT

THIS WORK SITE?

11. WHAT ARE THE OVERALL BENEFITS, IF ANY, OF THIS PROGRAM
TO YOUR ORGANIZATION?

12. HOW LIKELY WOULD YOU BE TO RECOMMEND THIS PROGRAM TO
ANOTHER EMPLOYER WHO MIGHT HAVE NEEDS SIMILAR TO YQURS?
WOULD YOU BE VERY LIKELY, SOMEWHAT LIKELY, OR NOT VERY
LIKELY? THAT WOULD BE BECAUSE?

13. FINALLY, WHAT SUGGESTIONS DO YOU HAVE TO MAKE THIS
PROGRAM BETTER THAN IT IS NOW?

NAME:
WORKSITE:
DATE:

r
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Prince George's County

Workplace Literacy

Learner Survey Sheet

Directions: Please answer each question below. The information you give will be used
to evaluate and help improve the course materials you have used.

I. Background Information

1. How long have you worked for this employer?

2. What is your job title?

3. How many classes did you attend?

II. Course Information

Mark an X on the line beside your response. Mark more than one X if you have
more than one response.

4. How did you find out about this class?

___a. From a friend at work
___b. From a meeting at work
__c. From a supervisor
___d. From a bulletin

5. Why did you enroll in this class?

To better myself

To get a better job

To learn to read

To learn to write

. To learn to work with numbers

Tn iearn English

T. get a GED

To be able to help my children with school work
If you have another reason, please write it:

oW
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6. In relation to your answer for number five(the previous question), how helpful
do you think this class has been for you?

a. Extremely helpful
b. Of some help

c. Almost no help

d. No help at all

e. I don't know

7.. What skills do you believe this class has helped you to improve?

Reading English

Speaking English

Writing English

Performing arithmetic

Self-discipline (regulating yourself for the sake of improvement)
Self-motivation (causing yourself to act)

None of these skills

Other skills. If you believe vou have improved other skil’. please
list:

ll!lano‘m
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I11. Please write your ideas about the following questions.

15. What can you do now that you couldn't do before?

16. If you could change anything about this program, what would it be?

Thank you for taking the time to help evaluate this course. Your answers will be
very useful in trying to make it better.

0 .
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS WORKPLACE LITERACY
SECOND EVALUATION REPORT
MAY 4, 1992

SUBMITTED BY JOHN P. CREIGHTON AS OUTSIDE EVALUATOR

The primary objective of this report is to describe and
evaluate the program's workplace materials in use and the
workplace relatedness of curricula. It essentially answers
the evaluation question, "To what extent is what is taught
to participating employees related to what they actually do
on the job?"

The most appropriate context for this evaluative question 1is
described by Thomas G. Sticht in his April 20, 1991 report,
Evaluating National Workplace Literacy Programs. His report

makes the following statements:

o "Quality of Training" evaluation criteria must include
the use of curriculum materials designed for adults that
reflect the needs of the workplace.

o The general purpose of the National Workplace Literacy
Program (NWLP) is to improve the productivity of the
workforce through the improvement of literacy skills in
the workplace. The basic assumption is that there is a
relationship between the two.

o Program factors must demonstrate a strong relationship
between the skills taught and the literacy requirements of

actual jobs. Curriculum materials must reflect the needs
of the workplace.

o The measurement of literacy abilities ought to reflect the
content of what is being taught. Content has the best
chance of being transferred to the job if it consists of
the materials and content needed for getting and
performing a job.

o One of the goals of evaluation is to permit the
improvement of programs. Evaluation information should be
used to modify programs to make them more effective.

An additional theoretical construct for this approach comes
from Thomas G. Sticht's Functional Context Education:
Learning For and In The World of Work (June, 1991). 1In
arguing for a functional context approach, Sticht disagrees
with the notion of first learning basic skills in a
decontextualized manner, and then applying them. He
believes it infinitely better to teach those specific basic

skills tasks which are inherent in learning and performing
the job.
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This approach is more effactive in initial learning and long
term retention, and less expensive than teaching basic
skills first and job skills later.

During the time span covered in this report, ten sites were
in operation. I made site visitations to those sites that 1
had not visited previously. I observed classes in session
and examined assessment/audit techniques, workplace class
materials and curricula in use.

At those sites which were new during this reporting period,
I interviewed the appropriate worksite contact person. I
used the same questionnaire instrument which I developed for

the first reporting period. Interview responses are
included in this report.

Teachers maintained comprehensive curriculum binders which I
carefully reviewed. Samples of instructional materials in
actual use are included in this report, sorted by site.

The following are findings and recommendations by
participating site:

LITTON SYSTEMS DIVISION, AMECOM

This organization is in the business of highly technical and
specialized defense contracting work. Class participants
were high level ESL foreign-born employees.

Commendation:

The literacy audit/task analysis process and the curricular
response to identified needs at this site were outstanding
as the following information will demonstrate.

The audit/assessment process used at this site revealed six
major areas of need:

o As a condition of maintaining their employment, employees
must take a preparatory course and pass a military
standard certification examination. The course is called,
"MIL-STD 2000". The "Operator Certification Course
Outline" as well as the course handbook were incorporated
into the workplace curriculum.

One methodology used was for students to take turns
reading a question with the group answering it. Students
learned to summarize the questions.
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o Electrostatic discharge is a critical problem which can
damage or destroy electronic components. The company's
"Guard Against Static Discharge" manual also was part of
the curriculum with emphases on vocabulary,
pronunciation and understanding.

o Also in use is a company document entitled, "Standard
Terms and Definitions" which delineatss the technical
language used in the plant.

o A need was expressed for Litton's employee related
materials to be understood. Among the materials used were
Litton's Employee Handbook (terms like exempt and non-
exempt employees were examined), the performance review
process and its criteria, grievance procedures, and
information related to personnel records. Participants
learned about company benefits for part-time emplovees,
and policies concerning overtime pay, leave time
accumulation, and special leaves.

o Both the employer and the employees identified a need for
improved communication. The primary concern eXxpressed was
a need for improved abilities in speaking, reading,
writing and understanding English.

Specifically, the learners shared with their instructor
copies of the kinds of materials they read on the job.

They also expressed a need to better understand written
instructions and to improve their own writing abilities.

| Memo writing and note-taking skills were among those
taught.

‘ Further diagnosis of skills competencies required were
| accomplished through the administration of a locally
developed (Prince George's County) ESL placement test.
Written exercises completed upon program entry were
compared with written exercises at the time of exit.

Each student dictated to the teacher a description of
his/her typical day on the job. The instructor copied
this oral description verbatim. These documents became

valuable and appreciated resources for many subsequent
learning activities.

o Speaking and listening activities included students
Pairing off and explaining their 3jobs to one another with

the listener writing down in expository style what he or
she heard.

o The company was recently forced to lay off some its
workers with additional lay offs possible. Participants
expressed a fear of job loss and a consequent need for job
change skills and job finding information.
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(lass activities included writing letters of application,
understanding classified ads for employment and the
abbreviations used, completing an employment application,
and composing a resumé.

Commendatiocn:

Workplace ESL programs should properly differ from the more
traditional ESL classes. In my opinion, this workplace
program represents an exemplary site, particularly as a
workplace literacy program for high level ESL students.

CITY OF NEW CARROLLTON, DEPARTMENT OF PUBLIC WORKS

Jobs at this site include such assignments as truck
maintenance, custodian, truck driver, and crew member. Many
of the Public Works Department's participating employees
travel about the city by truck to perform their duties. As
with Litton Systems, this was a site described in my first
report. As that report stated, this site's participants
included many who expressed a strong need and interest in
improving their math abilities.

From April to Augqust, 1991, three ABE classes were
conducted; one low level, one intermediate level. and one
for a higher skilled group. The intermediate level
instructor left the program during the summer and her
students were divided between the other two teachers.
Therefore, beginning in September, two classes were
conducted.

Workplace skills taught included interpreting a City of New
Carrollton map and road and shopping center signs.

Reading skills included the reading of street signs and
symbols, using a city directory, finding specific
information about city events, and locating information
alout service companies. The interpretation of
identification and directional signs also was addressed.

Other workplace areas included regulatory, warning & guide
signs; computing mileage and determining or estimating
costs, time and materials; following written and/or
illustrated directions (manuals, installation guides); using
a table of contents, index, and glossary; estimating job
needs; and using reference materials.

In addition to basic computation and problem-solving, the
math work encompassed interpreting graphs, tables and

diagrams, report writing, using percent to figure paycheck
deductions and for mixing paint and concrete; calculating

purchase orders and taxes; and understanding investment
plans.




The curriculum also covered understanding paychecks,
employee benefits and money management; calculating man-
hours and materials for jobs, calculating mileage, using
geometry to measure for carpentry, painting and grounds
work; writing accident reports and work orders, jcb status
and job description reports, completing maintenance charts
and records, converting Fahrenheit to centigrade as needed
in HVAC shop, and solving heat and pressure problems.

|

; Materials included in the addendum for this site includes
i an Injury Report form, a vehicle preventive maintenance

|

form, and computer generated Current Month Completed Work
Orders.

One curriculum binder from this site contained no materials
which came directly from the work site. While the
"Workplace Task'" sheets sometimes alluded to workplace
materials, all of the instructional materials submitted were
commercially published. 1In some cases, these materials were
remote from the lives and the work of the participants.
Examples are the use of map and hotel accommodations
materials about North Carolina and Duke University, and city
information about Durham, North Carolina and Denver,
Colorado. 1In this one case alone, I found no evidence of
using math skills to deal with workplace problems.

The other curriculum binders were excellent. The one used
for the low level group related to the teacher's work with a
low level group of virtual nonreaders. It reflected reading
and vocabulary skills related to such areas as learning
trash route street names, directions for pick-ups, work
orders, work-related abbreviations, occupational specific
forms, following oral directions, and printing legibly.

Work specific materials included a City of New Carrollton
Street Directory (with the streets on the learners routes
highlighted), an in-order listing of streets on routes, a
map of those streets, directional orientation of one street
or landmark from another, calendar and number work,
identifying regulatory, service and guide street signs, and
signs denoting potential dangers and hazards.

The second class was composed of intermediate and high level
ABE students. Their work tasks included grass cutting,
street repair, trash removal, small scale construction, pest
control, writing work orders, taking phone messages,

completing forms, and operating and maintaining town
vehicles.

The Public Works Director shared his interest in promoting
three of these men to supervisory positions and arranging
tuition reimbursement for them - upon completion of this
course - to take community college courses..




Skills required for the jobs of this group include map

reading, giving and taking directions, and measurement
skills.

The students expressed a great interest in learning more
about banking, budgetin¢ end borrowing money. The
instructor is commended for having arranged for a
representative from a large bank to conduct a class seminar
on banking processes and procedures.

Her teaching included writing skills for work reports,
reading and interpreting work-related materials,
organizational skills, and some occupationally-specific math
including measurement.

Curricular materials used included planning tools, test-
taking techniques, telephone usage, emergency measures to
take, reading signs and labels, workplace diagrams,
following work procedures, map reading, pay stubs, and

health materials supplied by the county health department (A
health nurse also visited this class).

While math materials in the binder were from general
published materials, work orders, hazardous materials
information, and New Carrollton maps were utilized.

The workplace literacy audit for the high level ABE group
revealed the following:

Employees need to be able to read and comprehend chemical
labels, hazardous chemical safety sheets, equipment
instructions, and regulations related to compliance, the
environment, and Department of Transportation regulations.
They need to be able to compute quantities of construction
materials, numbers of plant types and amounts of growth, and
herbicide and insecticide chemical quantities needed.

Commendation:

This information was synthesized in a very useful document
called, "Request Form For Information To Be Used In The ABE-
In-Industry Curriculum". The program is commended for going
a step beyond the usual audit or task analysis process, and
developing and using this form to synthesize information.

The work tasks for this high level ABE class included grass
cutting, street repair, trash removal, small scale
construction, pest control, writing work orders, taking
phone messages, completing forms, and operating and
maintaining town motor vehicles.

CASAS ECS assessments were conducted and CASAS class and
individual profiles were developed. A CASAS Workplace
Literacy Analysis also was done.
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Some students needed to prepare for the Commercial Driver's
License (CDL) test. CDL materials used included th= manual

itself, video tapes and related CDL manual materials, and
sample tests.

Commendation:

Another commendation is in order here to this teacher for
arranging for a police officer to visit the class to assist
them in reviewing these materials.

Writing exercises included business letters, work orders,
requests, purchase orders, and work forms completion.

In addition to the CDL materials, reading work included
hazardous materials work sheets, memos, manuals, bulletins,
work schedules, and town maps.

Oral communication skills were stressed in order to improve
co-worker relations on the job.

Computational skills addressed quantities needed for
construction projects, estimating costs, purchasing
supplies, pay withholding, and retirement benefits.

SOVRAN BANK OPERATIONS CENTER:

These students were foreign-born employees. The main
program emphasis was the improvement of English language
ability. No release time was offered. Students returned to
the work site on Saturday mornings to attend classes. Many
came from a considerable distance, some from as far away as

Alexandria, Virginia. Workplace-~ESL would best describe
these classes.

One teacher's plans included a basic computer course which
was highly relevant to this group. Included were an
introduction to computer terminology, basic programming, and
uses of spreadsheets and word processing.

There was a real prospect of job loss and a concern on the
part of bcth the students and bank management to provide the
participants with job seeking and finding skills.

Therefore, this class included resumé writing, interviews,
cover letters, answering ads, and completing job
applications. Oral English exercises simulated job

interviews and practiced conversation around job-related
questions.
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The balance of the ESIL component related to language
development in reading, Wwriting, vocabulary development,
spelling, ang the improvement of oral English ability,
The instructional materials submitteqd by this Iinstructoy
were not directly workplace related.

The secong teacher's Plans, however, reflected Much greater
attention to workplace relatedness, Lessons related to
major banking laws ang regulations, company benefitg
available to eémployees angd Procedures for applying for them;
completion of claims forms, work-related conversations]
English, standarg Operating Procedures st the bank, the
Federa] Reserve System, interpreting the bank's Newsletter,

workplace abbreviations and acronyms, ang workplace forms
completion.

PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS FACILITIES DEPARTMENT
AT BROWN STATION ROAD:

Classes continued at this site which was evaluated jp my
first report..

lessons concerning the recognition ang use of regulatory
signs and signs concerning warnings, Services, streets and
highways, and guide signs. Other workplace tasks covered
includeq determining carton shipping costs, schedule
information, determining mileages and distances, estimating
time ang materials costs, following written and illustrated
directions, and following instructional manuals ang
installation guides,

wWorksite. Unfortunately, the materials section of this
binder dig not include any workplace materials,

GRACE CULINARY ARTS (Foog Service Division of W. R. Grace
Company), 8003 Laure] Lakes Court, Laurel, Mp.




No release time was offered at this site. For the most
part, classes were scheduled at the time of shift <hanges.
Nearly all of the participants lived some distance from the

plant and were totally dependent upon car pocls provided by
other employeses.

Classes met on Mondays and Wednesdays from 3-4 p.m. and from
4-5 p.m. Tuesday and Thursdayv classes met from 6:30 to 7:30
p.m. Five classes began at this site on October 1, 1991.
The last class ended on Decemker 26, 1991. Twenty-eight

class sessions were held for a total of 126 instructional
hours.

Classes began with a total enrocllment of 62 students. At
the tenth class interval, enrollment had dropped to 19. By
the 28th class, only nine were attending consistently.

Cne teacher submitted a two-page report listing her

perceptions of this program's high attrition rate Here are
some of her perceptions:

"This program was relatively short-lived and the class was
terminated on December 26, 1991 after 28 classes.. She
cited two reasons: lack of managerial support and lack of
student commitment. The majority of management did not view
these classes as a priority. They took no action to
alleviate a growing problem of absenteeism. Some managers
were unaware of which workers were attending classes or of
class schedules. Some did not support the need for their
workers to leave work stations to attend class.

"It appears that many of the enrollees were initially
coerced into registering for classes. A survey of non-
attenders revealed that the primary reason given for non-
attendance was that their supervisors would not allow them

to leave their work stations. She believes this to be only
partially true. Participants were low level ESL students,
many non-literate in their native language. ©She feels that

many of them had been living and working here for

considerable time without having a compelling need to learn
English.

This teacher recommends that future programs be based on a
contractual agreement with a company ocutlining the program's
goals and objectives and specifying company commitment and
support. Both teachers at this site believed that it was

more important to the company for their workers to be on the
line rather than in class.

Workplace materials used here included temperature control
chart reading, completion of product and production code
forms, work orders, weight and temperature control charts,

and package labels. Some of these are included in the
addenda.




On April 3, 1992, I formally interviewed Ms. Cheryl Ali,
Production Administrator and Interpreter. I also informally
spoke with Ms. Patricia Watkins, Payroll Manager. Their
comments generally substantiate the teacher's perceptions of
the attrition problem, as quoted from this interview. Ms.
Ali's responses were as follows:

Job performance changes noticed: "Not really. It's hard to
say. Some of them are trying to communicate better with
their supervisors. I think they can communicate better than
they sometimes let on."

Regarding work attitude changes noticed: '"That's hard teo
say. We'd have to ask the supervisors."

Indications that basic skills have improved? "Yes. It's a
must for them in a plant that deals with food. They have to
read recipes and product names. Everything is labeled.

It's critical to send the correct product out. (Improved?)

It's better now than it was."

Improvement resulted in participants doing their Jjobs better
or not: "Yes. Because they are in trouble if they don't.
(Trouble?) It's really not related to the class. Their
jobs don't require that much skills."

Improved abilities to communicate on the job and solve job-
related problems: "Some of them have. Some of the kids
will come to me and speak in English now. Not too many.

They speak to their supervisor in English more - some of
them."

1-5 instructional rating: "5. I assisted one day at the
classes. I liked very much how she was dealing with
everybody. The classes were interesting, not boring. By

the second class, she was calling everyone by name. She
knew what everybody needed."”

Perception of how well employees like the program: "This
has different parts for me to answer. The class in general
should have been divided into different levels. Some knew
some English and some didn't."

Problems with class scheduling or conflict with work
schedules? (N.B. No release time was offered at this site

for employees to attend classes) "Yes. There were
conflicts between the Jjob requirements. They would come up
when the class was scheduled to meet. Then something else

might come up where they couldn't leave to go to class.
Then they might have to leave to go home. Many of thenm
depend on rides. At least 85% depend on car pools to get
home. The classes were before or after the shifts.

(Shifts?) Day is six to £four; evening form £sur to nins cor
twelve,

A
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The classes ran each hour from three to about six and there
was 7-8 p.m. evening, two evenings."

Organizational suppcrt and commitment: "Not very committed.
We tried for two years to get this program activatad.
(Commitment?) They would have made an effort to arrange the
schedules and arrange for car pools. Production has to be

number one. You don't leave your job until your work is
done."

Cverall reaction to work site classes: "I was elated. We
tried to arrange evervthing for the kids. We tried to do

everything. We called every school system around to try to
get something."”

Overall benefits to organization: "We can pick up more
supervisors. They can be promoted. (Else?) The workers
feel more confident. They are not limited to speaking only

to their Spanish friends."

Likelihood of recommending program: '"Very likely. 1I'd
recommend it here again. The classes had really dwindled.
I was very frustrated. I talked to people about why they

dropped. Some said it was too easy. Others said it was too
difficult."”

Suggestions to make program better: "Hold classes by
ability level. Have a test to see how much they know - how
much English they know. The ones who know some English need
to learn how to read and write. Many don't know how to read
and write in Spanish. (Else?) Maybe if we had one hour a
week of concentrated study."

I led a discussion of the potential for renewing classes at
this site with attention to the modifications recommended.
Pat Watkins is going to contact the Grace Company'’'s
corporate headquarters in Boca Raton, Florida to determine
if they would grant release time to some employees. I made
it clear that any plans for future classes would be
predicated upon our being awarded a grant for next year.
Their idea is to screen participants carefully and, if
approved, grant release time to about 45 approved employees.

Recommendations:

1. To the extent possible to do so - given work schedules -
at all sites where enrollment warrants it, group

participants by ability levels as indicated by
assessment results.

2. Davelop an attendance repcrting systsm for worksite
teachers to notify the worksite literacy supervisor of
any greater than anticipated participant attrition.




Where such attrition is occurring, the worksite
supervisor should confer with the worksite contact person
to determine causes and, if appropriate, to make
modifications. In the case of Grace Culinary, Ms. Ali
attempted to find out what had gone wrong. Her attempts,
however, were somewhat random and sporadic in nature and

appear to me to have been made after the fact when little
could be done.

The teacher's report on attendance problems reflects
perceived reasons for attrition which are similar to
those stated by Ms. Ali and Ms. Watkins. My view is that
a more formal and more timely investigation of attrition
problems would be worth the time and effort involved and

would allow for program modifications to be made, if
warranted.

COMPUTER SCIENCES CORPORATION, 4600 Powder Mill Road,
Beltsville.

This company is the prime contractor and Loral Aerosys
Division of Loral Corporation is a sub-contractor to them.
The student population was. from both of these organizations.

The population served were highly professional with English
as their second language. Their needs were to improve their
English language fluency and their technical writing skills.
Most have graduate degrees in technical areas and do not

need the more typical workplace-related literacy skills.
Initial enrollment was nineteen.

Classes were conducted Mondays and Thursdays from 5:30 -

7:30 p.m. for ten weeks, for a total of forty instructional
hours

Attendance at this site was somewhat sporadic and there is a
relatively complex explanation for it:

1. None of the students work in the building in which the

class is located. They come from different areas, some
as far away as Reston, Virginia.

2. In some cases, class schedules were in conflict with

courses which they were taking at the University of
Maryland.

3. Participating employees work as part of a work team.
They would have to leave the team to attend class at a
time when the team needed them.
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I observed classes at this site on December 5, 1991.

One instructor t=aches upper level ESL. The other *teaches
Technical Writing on Mondays. I observed a linguistics

class which was taught on Thursdays. It dealt with diction
& phonics.

Five students were in attendance the evening of my visit.
The teacher's objective is to help them to improve their
oral presentations; to speak without notes. They were

retaping what was read on the first night of class as a
post-test.

Workplace materials suitable for this ESL population were
used.

Student assessment included the administration of the STEL

Intermediate Leve: Form I as a pre~test. The Intermediate

Form II was used a a post-test. The students tape-recorded
their speech patterns at the beginning of the term and re-

recorded at the end of the course to measure improvement.

Speaking and listening skill improvement included

spontaneous speaking as in talking with supervisors and co-
workers,

Because of the workplace need and interest, technical
writing was stressed in this course. This work encompassed
analyzing one's audience, brainstorming, outlining, pre-
writing, drafting, revising, and many other elements of the
technical writing process such as stvle, grammar, and
punctuation. The uses of technical writing in the workplace
were enumerated. Materials used in this process were a
technical writing manual and a second manual, Just Plain

English, developed by the U.S. Air Force Academy. All of

these materials were included in the curriculum binder
submitted.

Other examples of workplace materials used are included as
addenda. They are technical in nature. Also attached are
representative samples of the students' writing which
describe their own perceptions of their learning needs.

On April 28, 1992 I interviewed Ms. Nancy Coffey, Supervisor
of Employee Benefits and Programs, at the Seabrook office of
Loral Aerosys Division. Her responses were as follows:

To noticing changes in participant job performance: "No. I
have talked to their supervisors and there hasn't been any

change in their performance, but they were performing fine
before.”

Y o
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"No" to noticing changes in their work attitudes. "T
attitudes were fine prior to starting this.”

heir

"Yes" to indications of basic skills improvement. "They've
prckably improved some, yes. {How know?) Their supervisors
have t0ld me. These people have highly technical skills and
advanced degrees. Their desire to improve their English is
there."

Did this improvement result in better job performance?
"Thair job performance was not an issue."

Noticed improved ability to communicate and solve job-
related problems? "I've really not heard that they can
communicate better. But I don't think that's a reflection
of the program. They need to work on just diction. They
know how to speak English."

Selected "5" on a 1-5 scale to rate the instruction, with
five signifying excellent. "I think the teachers were very
adaptive to this group of individuals. They adapted the

program to the extent they could to meet the needs of this
group."

Perception of how well employees like program. "They liked
it - the ones that stuck it out."

Problems or conflicts with class schedules: "We had it at
five o'clock so there wasn't any conflict with work. But
there was conflict because many of these people go to

classes after work hours. (Classes?) They were taking
university courses."

"Very committed" in response to organizational support and
commitment. "This was something that came up through the
ranks and management requested that we look into it."

Overall reaction to work site classes? "I think it was
great. I think that it needed to be a little more at a
different level to be of optimum value to these people.
(Meaning?) They know how to order their hamburgers. They
have been in this country a long time. They know the
language. They need to be able to work on their
presentation skills to present technical material to NASA."

Overall benefits to organization? "It shows the emrlovees
we want to help them get over this hurdle. (Other?) The

customers and employees see that we are trying to work with
them. It's good for morale.'

i)
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"Very likely" in response t5 likslihood of recommending
t

program. 'Tt's a benefit even if it's at a lower level.
The coordinator was very helpful. The tesachers were ver:
adaptable. Thev were more than willing fc 4o whatever

needz=d to be done to make it a success."

Suggestions for program improvement: "With what happened
with our Monday - Wednesday schedule, I would do classes on
a Mcnday - Thursday or a Tuesday - Friday because we had a
zonflict with University of Maryland class=s. There aren't
many options. They've got to be committed and it's a heavy

commitment. I was disappointed in the at*endance but I
understand it. (Other?)

I've thought about the idea of a lab with tape recorders:; a
language skills center. Have a monitor there. Open up the
lab to McDonald Douglas across the street. Bendix also is
nearby. At Beltsville, we opened it up to our prime."

Commendation:

Both the program coordinator and *he teachers at this site
are commended for their excellent working relationship with
this site's contact person and for their "adaptability" in
responding to the unique needs of this smployee population.

Recommendation:

Subject to the approval of an FY93 grant, pursue with Ms.
Coffee the potential for services delivery to a group to
high~tech companies who are situated in proximity to the
Loral Seabrook location. If proven feasible, a neutral site
would need to be obtained, since these companies maintain
strict corporate security and would not allow employees from
other companies into their buildings.

The after work hours lab concept has merit in my view. A
good potential location for such a site - with services
delivery to several companies - would be DuVal High School.
Eleanor Roosevelt High School would rate second
consideration. Both are on Greenbelt Avenue within striking
distance of these companies.

AMERICAN PEST MANAGEMENT, 6460 New Hampshire Ave, Takoma
Park.

This is a '"pest contrcl'" company which sends men in *rucks
to eliminate pests such as rats, mice and insects frcm
commarcial buildings and homes.




After a January 7, 1992 registration, two on-sit2 classes

began on January 14th. They operated on a 4:30-5:32 p.m.

Tuesday and Thursday schedule. The classes =2nded on April
28, 1992 aftar having run for fift=en weeks.

I visited these classes on Fekbruary 25, 1992.

One teacher was working with the low level group cn math.
The cther was teaching language arts to the high l=vel ARE
group. I collected sample materials used. The work cf the
high lsvel group was totally work-related. The lesson dealt
with aerosols relatad to safety procedures and proportion,

and room volume for aerosol use. The completion of a
Service Report was covered. This teacher had secured all of
the resource material from the work site. She uses an

accident report, a work manual, and other work site
materials to compile reading and English lessons.

A "Pest Control Industry" manual was used. It appears
likely that these workers will, some time in the future,

need to take a test to become certified to work in this
industry.

Commendation:

Curriculum at this site was heavily weighted toward the
technical and safety aspects of this industry. Numerous
examples of these materials were included in the curriculum
manual. Some of them are included in the addendum to this
report. The two teachers at this site are commended for
working closely with company staff in securing these
materials for classroom use.

On March 26, 1992 I interviewed Mr. Wayne White,
Owner/Partner of American Pest Management. At the time of

this interview, the program had been operating at this site
for eleven weeks.

Mr. White's responses were as follows:

"No" to noticing any changes in his employ=es' job
performance and/or work attitudes.

Indications of improved basiz skills: "I don't think we'wve
had an opportunity to notice that. The way we would know
would be to look at the written job tickets. We haven't had
a chance to look carefully at them. That's how we would
know. "

"No'" to noticing improved communication and problem-solving
ability.




Selactad "4" on a 1 to S scale rating the instructis

n I
haven't been involved in the instruction. I%f woull ha fr-m
the ccmmunication I've had with the instructors and frcon
what I've heargd. (What?) I think there weres a few
difficulties mentioned to me by participants in the program.
(What difficulties?) One was that the instruction was
moving too fast for the level of some of the employs=es. Too

much time was spent on non-program related discussions.
At times the instructors failad to go over ths individual
homework."

"Very much" in answer to how well employees lika= *he

program. "The evidence is that they are returning time

after time. Otherwise, they would have dropped out along
the way."

Any problem with class scheduling? "The only problem has
been that our work kept some of them from being in class at
times, or it would cause them to be late for cleass.

Otherwise, no. (Why is that?) ‘“When the men are on a job,
they have to stay until it's finished."

"Very committed" when asked about organizational support.

"We provide any materials asked from us. We provide snacks
and refreshments for every meeting time. We offer constant
encouragement to the individual employees.'" (Else?) "I'wve

sent a man out to help get a job done so the men would be
able to get to class on time."

Cverall reaction to classes at th=z work sits: "Very
positive. I'm very pleased that we were abls to do it."
Overall benefits of program to organization: '"Reading and
communication are essential to our business. Any increase
in the reading and writing levels of our emplovees
translates into better services to our customers." (Qther?)
"The Maryland Department of Agriculture has not yet made
certification mandatory, but if and when it becomes

mandatory, they will need to be certified to continue their
employment.

Likelihood of recommendlnq proqram to another emplcyer wixzh
similar needs: "Very 1li It's an zprportunity £2r the
employees that they are not likely to have any other way."

Suggestions for program improvement: “Other than thcse
individual things I mentioned, I can't make any othar
suggestions.”




LAUREL RACE COURSE - INTERNATIONAL VILLAGE

As outlined in the first repcrt, classes are conductesd in
the stables area for grooms and hot walkers who live at the
race course, walk the horses and maintzin the stables. Manv
are from Mexico and require ESL instruction. These classes
continued during this reporting period. This program is
spensored by the Maryland Thoroughbred Horsemen's
Association (MTHZA). During this time, the MTHA contracted
for a Spanish language class for the instructors anid ths
native-born students.

One teacher taught an ABE class for seven native-born
employees. Her curriculum binder reflected the following:

Oral communication lessons to improve coworker relations.
Reading memos, letters and written requests. Reading work-
based safety materials and directions, and understanding

work-related vocabulary such as tools used and the parts of
a horse.

Writing exercises included completing workplace forms,

writing memos and reports, and completing a library card
application form.

Math lessons covered computing pay information, benefits,
taxes, retirement returns, race winnings and losses,
measurement of horses' hooves for shoeing, and computing
coemmission purse earnings on winning horses.

Work-related materials in the binder included a 45 item
listing of the parts of a horse, and grcoming equipment and
tack recognition exercises. Also utilized were a Horsemen's
Assistance Fund Request for Assistance form and a similar
Request for Dental Assistance. A copy of a very interesting
twelve page magazine article about thoroughbred grooms was
used as reading material. This article featured grooms from
Laurel Race Course.

CINTAS UNIFORM CLEANING COMPANY, 1763 Brightseat Road,
Landover, MD.

This company sells, rents, cl=ans, and deslivers custom
uniforms and clothing, ané accesscries. Their workforce
presently numbers 155 zmployees, down from a high of 210 due
to layoffs. Their need was for ESL instruction at the
beginning level for their Vietnamese workers who had b=22n in
this country for an average of five mcnths. These emplcyees
were having diffizulty communiczating with their manazgers and
axpressing their thoughts and feelings.
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"VYas" to noticing improved abilities %o communicate on the

job and to solve jok-related problems. "I answered that.
(Problems?) I don't know that they had any probleams. Their
performance was always good. They are more ccmfortable
now,"

Selected "4" ¢cn a 1-5 scale to rate instruction. "It was
very good. There is always room for improvement. She
workad very hard and very diligently. She enjoyed the
class."”

"Vary Much" in answer to how well she thought the employe=es
liked the program. '"People in general are alwavs happy to
improve their skills. When you get free instruction, one
should take advantage of it. 1I'd like to set up other
classes for thenm. {(Classes?) I'2 be interested in a
refresher course for our American-born population.”

"No" to any class scheduling conflicts with work schedules.
"Not in that respect, no. The problem now is, we have three
different schedules. They are staggered by one hour each."”
She believes the organization to be "very committed" to this
program. "I would like for us to be able to provide the

classes for all the employees at one time. But with our
production schedule, it's impossible."

Overall reaction to classes at the work site: "I'm in favor
of it. I'm the human rescurce person here. The mors
classes I can get in here, the better. I liks it.

Education and hesalth are my two top priorities.”

Overall benefits of the program to the organization: "A
L-tter educated staff is a happier staff for one thing. It
puts pecple on an equal footing. (Meaning?) The older
ladies out irn the plant can begin work which czan lead to a
GED. It builds self-esteem."

Likelihood of recommending program: '"Very likely., I'm very
happy with the program. It benefits the community in
gen=2ral, nct only us here."

Suggestions to make the program better: '"Most of the
problems were ours. (What?) In not letting people off to
participate. The staff has been vervy good in helping tc
meast our time requirements. (Attrition problams?) A
little, but there we were conducting in the winter. It was
dark and people had to walk to the2 mall %o catch the bus.
It was dark and also the flu seascn hit. A lc*t were
dependent upon other =2mploy=es for transportation.”




Recommendations:

1. Contact Ms. Wilcox akout initiating sne or more ARE
classes to run during davlight-saving time.

12

Work out a program with the company aimed at
alleviating the transportation hcme prchlem for
employees interested in participating, or limit
enrollment to employees who appear not to be likelv to
miss classes because of transportation home protlams.

3. Replicate Catonsville Community College's workplace
learning model of providing individualized instruction
to participants coming from a staggered shift schedule.

PRINCE GEORGE'S HOSPITAL CENTER, 3001 Hospital Drive,
Cheverly, MD

After prior registration and testing, two classes were
established on December 4, 1991. An 8:30-10:30 a.m.
schedule was initiated. The two classes were later reduced
to one and an evening class schedule adopted. After

continuing declining enrcllment, this class was closed on
January 15, 1992.

Enrollees came from a variety of hospital departments. {Cne

of them was severely learning disabled and resided in a
group home.)

Work site materials used in this program included request
forms, patient statistic forms, catering request forms,
hospital menus, pre-op checklists, supply services
requisitions, nursing data base forms, employee handbooks,
medical dictionaries, and recycling informaticn.

Learners tasks included completing job-related forms and
charts, understanding safety procedures, understandingy
medical abbreviations and symbols, learning medical
vocabulary, and practicing time management techniquss.

The teachers believe that a major cour e accomplishment was
the student selection and implementation of a course project
centered around hospital-wide recycling of materials.
Students researched the need, wreota letters, contacted
county officials such as the Office of Recycling, analvzed

costs and savings, and met with department directors and
hospital cfficials.




On April 15, 1992, I interviewed Ms. Hala
Education Specialist for the hospital. Her
responses:

"Not applicable" in responss t5 noticing changes in
participants' job performance.

To noticing changes in work attitudes: "I cap't give an
hecnest answer to that question. I'm not directly observing
them daily."

"Hot applicabl=" in response to seeing indica*ions that
basic skills had improved.

"Not applicable" in response to noticing improved abilities

to communicate and solve job-related problems. "I wish it
did."

Selected "5" on a 1-5 gscale rating the instruction. "It was
geared directly to their needs. They took a surveyv to
assess their skills. I feel it was a five because they

directly addressed them."

Perception of how well employees liked the program: ‘'The
ones that continued liked it a lot - the ones that came.
The feedback I got was good. I think some of them required
special education classes. (Meaning?) I really can't
understand why “hey didn't attend."

"Yes" to problems with scheduling. "That's why we tried to
move the time, but it didn't seem to help. Some of then got
work release. We changed it to 4:30 to 6:30 after work. We
decided to switch the time to late because some of them

couldn't get off to get to class. My guess is some of them

had transportation problems. Our population was especially
difficult."

"Somewhat committed" in answer to organization's support.
"With what I am doing now, the level of awareness for

2ducation and training needs was at a lower level than i* is
now."

PReaction to work site classas: "It's great. I love it. I
want to try to do it again."

Respondent is "somewhat likely" to recommend this pProgram.
"If they were to take my suggestions and do it that way, I'd
recommand it. We have to be sure Wwe are spendiny gzovernment
meney in the meost effective way. We've got te lock at how
we motivate employees +o participate.™

A
N
U’\,"'




Suggestions to make the program hetter: "We have

a vary
diverse population. What we need is 3 literacy Ersgram.
They need basic math and reading skills. I havas individuals
I'm trying to t2ach commen sense things. don't thipn thavy
Ynew what thev neeq. (Mean?)

"This program needs to find out what the rolas anj
r=2sponsibilities ars of every participant, befsre class gets
started. Then sear the training towards thos= rolas,
Zoordinate the training and do the training. That's where
the transfasr of lsarning will occur. (Gear training?)

"We have to make the information related to their lives,
(M2aning?) They (meaning the education people) didn't tallk
to me at all about the assessment process. It was started
before I got here in December. (What else)

"We had a list of interested individuals. Their attendance
kept dropping off. Two teachers, then one, then agreement
to cancel the program. Classes lasted Six or eight weeks.

"I made the requsst that we find oyt why the attendance was
dropping. It was no one's fault. Students wouldn't take
responsibility for not attending. The education people

didn't do anything wrong. They did everything right.
(Other?)

"There's no employee accountability. Some of the emplovees
who signed Up may never have had assumed any responsibility
in their livasg. (Do about it?)

"I would have a registration, an orientation registration.
Personalize i+, 7T would have notebooks for every

participant. 1I'd ask them for a ten dollar fee for
materials."

Recommendation:

Despite attrition problems, Ms. Segatto seems t» me t3 be
willing to work to re-establish classes. Contact her about
this potential. She has her views about how to obviats
attendance problens. She wants a rea] voice in planning and
conducting classes. A program at this sits can be effactiva
provided it is closely coordinated with Ms. Segatto through

an ongoing cocperative Program management model.

A6y
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OYERALL PROGRAM COMMENDATIONS:

t—a

Subjec* to th= approval cf ths FY93 Workplace Litsracy
Grant application, contact vour representative at the
U.S. Department of Education. Determine if it possible
to continuas to utilize some of the sites which were used
for previous grants. Make the case that good contacts
have already been made and that we have learned a 35r
32al about how to solve the prcblams which existed i
previcus grants. We can be even more effective than we
were if we are allowed to build on this existing base.

The need still exists at these sites. Why go to the time
and effort of locating new sites with similar needs?

to

The program administraticn and instructional staff are
commended for instituting and following a systematic plan
to capture workplace materials; the most appropriate
assessment tools and strategies; instructional
objectives, methodologies and teaching techniques; and
best practices for this program. These materials are
being collected in a systematic way to formulate a
written curriculum for each worksite.

Many aspects of these curricula will be readily
transferable to future sites. (I will examine and report
on these materials in my final evaluation report).

3. Each instructor completes a form which lists the
workplace task, the instructional objective, and the
materials used. Duplicate copies of materials used are
attached to this form. These forms and materials are
assembled by each instructor into a loose leaf binder.

The binders are later collected by the instructional
supervisor.

Program plans include a formal compilation of this
information into bound and printed curriculum guides.

This will occur in April during a several day curriculum
writing session.

4., Some of these binders included additicnal very helpful
information. Some instructors went so far as to maintain
a daily journal or diary of instructional activities,
self-evaluations of their effactiveness, anecdotal
racords of the needs of their learners, and assessments
of individual student progress.

Ls the outside =2valuator, this information provid=d me
with great insight into what was happening on a

day-to-dav basis. I would highly recommand the
institution of this practice for all werkglace
instructors.
Yy o -
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Indeed, *this practice should be brsught to

th= attentiocn of the NWLP staff at the U.S. Tepartment =
piucablon/“VAh. I had previously never hear? 2% itz use
in adult learning programs of any kind but I belisve i+
to be an exciting and innovative method cf contributing
to the program evaluation process. {One cbv’ﬂus "avnat:
The information they contain should remain ccnfidential

and be nused in a positive way only, for staff =svaluaticn

1 curposes.)

to share their best practices. These meetings provide a
forum for the instructors to share the information

—-aaT

} 5. Workplace instructors meet together with their supervisor
|
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ccllected in the binders, to assess the effectiveness of
the curricula, and to obtain advice and recommendaticns
for solving any prchlems which may have arisen.

My third and final evaluation report will include the
following:

1. An evaluation of the extent to which the goals and
objectives of the proposal were attained.

[\

. An evaluative snapshot of the program over the life of
the grant including, but not limited to, a review of the

commendations and recommendations made in my first two
reports.

3. A review and comments about the soon to be completed
curriculum package.,

4, Specific findings worthy of ccmmendation and continuance.

5. Specific findings which suggest rescommendations fcor
program improvement in the future.

6. General findings which reflect commendable program
aspects as well as those which are designad to l=2ad to
improved program quality.

O




ADDENDA - SAMPLES OF WCRK SITE MATERIALS USED IN CLASSES
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LITTON SYSTEMS DIVISION, AMECCM

CITY OF NEW CARROLLTON, DEPARTMENT OF PUBLIC WORKS
SOVRAN BANK OPERATIONS CENTER

GRACE CULINARY ARTS

CCMPUTER SCIENCES CORPORATION/LORAL AEROSYS
AMERICAN PEST MANAGEMENT

LAUREL RACE COURSE

CINTAS UNIFORM CLEANING COMPANY

PRINCE GEORGE'S HOSPITAL CENTER
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PRINCE GEORGE'S COUNTY PUBLIC SCHOOLS/PRINCE GEORGE'S
PRIVATE INDUSTRY COUNCIL FY91-92 WORKPLACE LITERACY PROGRAM
THIRD AND FINAL EVALUATION REPORT

SUBMITTED BY JOHN P. CREIGHTON AS EXTERNAL EVALUATOR

INTRODUCTION

This 1s the third and “<nail evaluation report of the
workplace Literacy Precgram conaucted by the Cffice of Azuit
fducation of the Prince George's County Puclic Schoonis in
partnarsnip with the Prince George's Cournty Privete Indust-y
Council. This program was conducted under a Natiornal
Workplace Literacy Program Grant of %101,080 with a
rorfaceral contrioution of $67,510 for a tota‘ ~,ucm‘:g o
$168,610. The Grant Awar-2 perioc was from Ma 3 1937 -
August 31, 1992.

I. RECAP OF PREVIOUS REPORTS
A RST REPORT

This report included grant planning period site selection
activities, a description of tne evaluation croceaures used,
analvses of the results of vigiting aii werk sites,
"Employer Evaluation”" questionnairs ra2zults, nirecty—Ffise

"e "

Impioyvee tvaluation" responses, arnda ail relatsd finaings,
commendations ana recommencations.

8 SECOND REPCRT
Tnis Yocus of fTnis report was the wor-nlizce r= oT
the sur~Ycula. 1T measureac *e7ateune s zgairs
nfgniy regardgea researcn by .nhomas o. Sticnt. 1T orey S easc
aucgit/task analysis procedures workeclace materiais in use
in classrooms, the specificity oF curricaia to “adiviguad
sites, companies and occupatioans, an araivsis ¢cf csurr-icuium
dinders under deveiopment, ard a3l relazea rimcdingsz,
commenda+tions and recommancsaticns.
C. FINAL PROGRAM REPORT
This report was supomittad to the U.J. Cercarimert of
fducation by the Prirnce George s ZTounty ~ubkiic 3crecois and
tne Prirce 3eorge’'s Privatz Incustiry Courc®, 23 coomeratirg
workplace literacy pariners.
These reports are cited T~ Zrovide a comte«t “or tnis - 0z’
rec e, This czport Wil ormrt I opidicate Zdatiy s other
imftormation whiia nas cresiiuzTy zesr soomioten,

N -
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II. ATTAINMENT OF PROPOSAL GOALS AND OBJECTIVES

Jne oclective of the program was o serve 250 :r we-=z
empioyess. {500 empioyees by duplicatsd coum%, f.=.,

amployees whno atitend more tnan one ten weekx
goai wac =xceeded sirce an unduclicated coun=
workgiace lzarners wers served. A duplicatad
court of 501 was establisred by noting tnhnat i
‘earners served (38%) participated in more than

¢
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e goal of service to ¢5U studenits was exceedea by "% or
a7%. The program is commended for attaining such a
substantial dincrease over the projected goal.

classes with a "class” being defined as a term of

‘ A second objective was to provide for a total of siwzy
| : . .
; instruction not less than ten weeks witn not Tess than four

hours of dinstruction per week. Ffor the most par+t. classes
were concducted in these ten week cycles. A total of Forty-

week class session at four sites, to a high of nine ten weex
class sessions a2t Laurel Race Track. ractors such as
layoffs, dowrsizing, transportation problems, lack cf
incentives for employees and scheculing conflicts alid
inhibited the program from attaining the sixtyv cliass
objective. In fairness, however. the classes which were
established served the larger than anticipated number of
employees enrolied.

|
]
inree classes were concucta2d with a range from a single ten
|
|

“he ct ective to utilize no more than 40% of commerciaily
ava.lable mazteria's and %o develop no “=z=z *tnar 6%
workpiace-specific teacnng materials waz a<tainec {Ze=

II. "CURRICULUM DEVELCFHMENT celow).

ttudents compieted evaluation surveys wricn yizlged very

rositive resuits. Workplace Empioyee Cues=ionmnaire raz." =z
were extremely positive (see final Evaluatior Report for
both survey results).

ITI. CURRICULUM DEVELOPMENT

An excellent Workplace Learning Guide was develooed <rrouzgt
a collatorative effcrt of tne instructors who tauart n nre
grant croaram. It consists of am aostra2ct, a gprocram
overview, and zections relating fo the %fenm wor< sites
involvea in the grart program.

-1
3
=
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535 was accomplished through trne deve ioocmer st oF
J .

seventesn Tndivigual tircaers of workpliace-socecs s ~iememds T
nater‘als wrfon were comeilea into tre Sufde ftorsuz-t oz
serfes 0F 3127 cLr-de LT writing sessions P e T
oeen Srovizes o tne .o, Cecartment ZC.ranhen
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As stated in my orevicus report, tne Learning Guise is
excei.arnt. Sections of it Ju.a be readily acaptabie o
similar occupational arcas in other geograpnic areas of =re
country.

(o]
2

“he Toliliowing is my analysis of the type and quality of e
urri

curriculum development by site:

A. American Pest Management. This site had a strong wcrw-
reiatea curriculum which would bs good for replication by
any other pest control company. Instruction irmncluded

selving pest control problems., interpreting maps, readirg
map & street indexes, interpreting graphs, recognizing and
using occupational signs, charts, forms, and written
directions, using certification tast questions and relatsad
information, understanding and using industry-related
vocabulary including names of chemicals, and safety policies
and procedures.

B. Prince George's County Public Schools Maintenance Yard.
i T-e participants were school building and grounds
| custodians. Curriculum materials dncliuded a description of
; the magnitude of the resoconsibilities of the Division of
‘ Supporting Services and .ne amount of materials used. An
% excellent section of Matn problems which directly reflect
| work-related problems was developed. Another math section
is devoted to geometry. Other section topics are autcmotile
| naintenances, measurement. mechanical concepts and spatial
l relationships, metric tocol use, performance aporaisal forms,
’ exploded diaarams, and tecknical specifications. The
crimary emphasis of this section is working with math
related probliems.

<. Cintas Corporation. In acaizion to sastc Enc?isn
Tanguage acguisition matariais, skills taught incluces
interpreting employee handbooks, on-the-job po11c1-s,

production department guiacelines, p1 ant clear*ng schaduies.,
and work-related conversational skills.

5. Grace Culinary Systems. This curriculum dirmcludes nam<rgz
of kitchen tools, utensils and appliarces, cooking
directions, interpreting oven temperaturss, aining skilis
and manners, racire measurement, following wriitzen work
directions, and using occupatioral signs, crnarts, and forims.

T
foods for horses. tack vecaculary, library reai
forms, parts (points) of a norse, and a reprint
article about qrooms and hot walkers. Alzo dinci
zampies 57 _ob apclications., resumes, jetters oOF
zocclicatior. ara an emplioyee Reauezt For Asz ztance form.
No math cur-cculam Yz ozZrovided.

£. Laurel Race Course. Curriculum includes tools used,
b
%

Aruitoxt provided by Eic:




c. Litton—~Amecom. A dargz: 3ttt 27 oz
aceropriatsly centerac ar
auirement requirinrg emp’

re cyees To pass & w7 sics
teszst. Samples of *test zu2asticns anc course ma are
included aiong with technical terms and detinit
Adgitionally, skilis were taught in interpretrg wo-k
scredules, company solicies and protecures such as
cerformance reviews and wages and benefits. Because
continued company downsizing was anticipated, Jjo20 chianas
sills were appropriately taugnt. No specific ILS0Oo
instruction material was includec. The reader <anmnot tel:
Trom tniz curricuium that participants wers ro= native-oor-
G. Loral-Computer Sciences Corporation. Tnhe cur-jcu’um
guide reflects work with phonetics, writing - esceciali’iy
technical r=oorts - problem-soiving in a team secttirg,
giving and receiving work instructions, and tngiizh grammar

zrd usage. No math was included and was, perhaps,
unnecessary.

H. New Carrollton Department of Public Works. This
curriculum features reading local maps, truck rou
compass directions, and reacding street names. (Ohd
materials are material zafety daxta sheets, commercial
driver 's license applications, CDL licensirg requirements.
personal banking, and measurement related tc gesometric
shapes. No basic math skills materials are inciuded.

ital Center. Ormne unit

I. Prince George's Hospi
ected =—ooic of recycling m
S W

around a student se
the hospital. Le-<x
developed. Otnher curricular materialis 114
intercrating araphs, employee handoooks a
manuals, workplace memcs. reading and 3int
vocabulary and health cars terms. No matz
evident.

0

Ted &
nd derc
erptreting
N

.

J. Sovran Bank. This guicz , which was ussd for Z:3L
learners, has instructional material reiated to giving
service, personal conduct, the bank's Perscnnel Policies and
Procedures Manual, empioyee responsibilities, banking
terminology, and a company fact sheet. ecause layatfrs we-=2
1ikely, Jessons concerning _cb cranging skiils were
included. This zection does not 1ook at &' Tiaeg an ESOL
curriculum.

IV. PROGRAM ADMINISTRATOR INTERVIEWS AND RESULTS

Four adminiszt~ater interviews were conduciag T2 z2Tarmi-e
zaminictrator perceptions of this pragram.  Twad “nTEt s Teas
wereg ¢ rngucced for each oz~ Tner

Aruitoxt provided by Eic:




The resoondent resconses were wri<ter

in thne T9rst zersor
singular as each resocondent s answers were I En

Mary Ellen Butlak, who was responsible for tre T3uv-v“c-day
acministration of the zrcaram, was interviewed on Augurst I3,
18¢a;

P N
A Concerning her job title and roles asnd rssponsibilitses.

4

ot 33

the Facilizator, Workplace Literacy. I ¥<nd employersz
up cliasses, nelp with =he recruiting of stuagents, v
Wwork sites, discuss the goalsz with the employers, wuse
se goals in setting up the curriculum, arranze for =ne
cement test, tne pre-test and, later, tne post-test.

)
rt

T ettt U
-4 35l
o O O

In some instances, ! teach and am the liaison between the
teacher and the school system. Also, I'm the “"mentor" and,
nosefully, intercept any probiems. I'm resconsible for some
aeveloemental mee%tings, particulariy the curriculum one.

! oversee the compiling of the final samplie curriculum
bindger. I tally all irnformation for the final report from
two surveys, one given at the end of class and cne given
sixty days afiter clesses have ended. I'm the caretaker of
23l records for the year-end report.

B. How program policies were arrives s+ .

We tried to stick to what we said <n the prceoesal. I was
privileged to bs in the JGas% workpiacs proaram as a teac-a-
I impismented what I knew *rom rthe previous 7 aErT Sehting
work sites, % was a lot of brains*ormirg acou< wno wou'a be
interasted and a lot of coid calling.

C. How *the issue of securing upper management commitment

was handled.

it was just basically me calling and telling them abpout <re
program, stating that we would l1ike %fc run a fority hour, ten
week course and that it was free and if they agreed <hey
would commit for at Jeast ten weeks time

I would visit, tour the facility, talk about curricuta, z2s5a
them what tasks tihey wanted addressed, disc.uss now best to
recruit the employees, and then we woulid eztat’ <sh “he nes=
site for classrooms, the best cizss time 2~2 whether ~hev
would ofTer release %“ime or some other comoensatior.

[ they said "gc", ther we were committad “or a3+ T=ast +zr
ok

o CTICEEZES LEed DUG)TCITA TrE e i0ram 3T acr S55ta5 5Aa

it oemsicvee particicantes.

0(;0
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2 ve e ra Thetr DWW JEC 3 TNEy 20T T Da, Ite et
Some had meetings wherse & zuler/iSOr T2 <ST T T e oo
some we nad sign-ul sme=ts, Som2 .EnT oirecti, T oTve
employe= ana saiz, "'Sizgm up ang ry it Tre rate 7 -22is m=2
& big barcecu2 anc sian-up.
£ Concerning suce~visor or management awareness toszitiog
It o w~NE&E mere interpersonal It wasn t a Tormal works~naco. I~
w33 Teme acirg to them. wodld meet wiitn them cerscnal .
discuiss tneir neess ara Taik avout the orcgram ana Tes~e 1T
“rom tnere
d Concerning tnhe hencoling oY on—-site problems " w2

scheauling zcontlicts
vie wonid T2k adout Tt arz T Thnera wers Cnanges, ~e wou o
change 7t We wers Tucky that we hag very fliexidle
~eacners. Scheduling procliems were minimal. Afrer ithns
Tirst fen wesks of ciasses, fovran Bark wantec =0 hawvs
computer classes anc couidn © have thnem on site, so we
offered them at Duvel High 3Zcnhscol in Greenbeit
we agreed to & schedu e change at P.G. Hosoital Certer. Ne
ware extrem="y flexikble a2t the race irack because ==z ho-=
wa'ikers had to feed the horses from three to four so ~e nad
that hour break in between sessicrs.
S concerning procsgures uUs for assessment, ratz== on,

orientation and measurirz “ear~ing aains
The Tirzt thing we oz was nhe MATD Dlascemert - ‘or casia
sk¥lis., Tren we d°3 a CAZAS ©-e& anmc oo=zt. For Z3L w& nad
seme stancard Maryiand tesitz 2-2. in zome sivlatioms, ooz
3NGC POStT—T=3TE were cesigned Tor the2 site
Jurirga tne firct class, we would have an orientation
meeting. Tre teacher was thers=s. craucted the mest:ng
The supervisors kept track orf w«ro was comina. Tesc~ers
would inauire or c¢call zTrne s=<uzcam<T. Tre ersioyees T 20-22 CuT
tor each other. (Msan?) ney ' g3y, Tirs yod coming o
class?" or. "AY ‘g5 sti1. workiras?
. Loncerning crocedures to ieart sucervisor cciate-s ¢f

particigart job os- ormerce sifferences
The surve, Thet we oig s3i«Ty gays atTe- <,= 2lass encsz
Zotn the emgpicyves &~ e emsoves 373 e 3°aT. o3y

(\,*:."-
!
O
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D nelioed writs the aranrt Id¥x 2atl tre sucgeniec Ioven
ary Tracuently Witn Mary anc Agres I werw %o scmz =9 <na
3ites I realiy got in started with Margarst Tren w= zo-
Mary to take over I wor<eg with FIC trying to ge-
employers - sites for the program.

B. How program policies were arrived at.

Once we had decided to have a orogram at a center. we mice

most of tne decisions together. If tnere were superviso: y
proviems or not enough people - we tried to do it as a
group . I taiked to Mary ard PIC. Trhe teachers arg site

directors alzo had input.

C. How the issue of securing upocer management commitment
was handled.

In the beginning those of us here did. Then Mary handled
it. We did go out and visit the sites. They were most
anxious. Many of them would work with upper ievel if there

were problems.

D. Concerning supervisor or management awareness training.
She (Margaret or Mary) did go out. We had to mest with the
union for Brown Station. We started at the tcp. The shop
stewards publicized the program. Then Margaret went “n andg
they brought in the employees. They had flyers, posters and
buliletins. That happened a*t most of the sites.

t. OCverail rating of the instructional prog~am from

"excellent"” to “poor

we hand-picxed tre people. We picked the best arma trainea

thnem. We had several in-service %“raining sssz ons it's

nard to say ‘excellent” because that incluges evsery sing =

person. I mnag very caring peoole. They dia me=7m with

management. They shadowed workers to Tina out what thevy

were dcing so that they could develor & curricuium.

Teachers collected things from the site.

F. Concerning which partner had more authority and who was
in charge of what.

We did. They (PIC) helped us ¥irnd the sites. siter that,

most of it was left in our hands *c¢c develcs the curricuium,

find the teachers, and do the day-to-day runnina of the
program.

G. Would you do it al® over again or not?
Yes I wouls make some cranges. ['dd try o fing Tiaz
sites

0 ey

J 6oL
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Swr oronlem was tram owe conlan 2 o das o3 s nemez
saecricuioam. DoweatIn todo T oNttnooa Yo LT LiEe T -tz
of businesses. I d stick with cne wi-ua.
Ne nezded more time o Jeveioc curriclum, N TEE TS ROrE
start-up time to have ar in-desctn currizu’am.
“he oicgest problem was whers the emsloyer ciain = Ti.e 37y
incentive o *the emoioyees. You ' ve got =o give sons - Sz -
incen<ives to make this orogram worx. I wowlz mave sure
Tried to persuade them to dec tha% - coirmt cu~ *rs zz-2-49-3
of the program to them.

‘ H. Othar comments.

i - -

| I really think it was a great experience for the Teacmers

‘ and for the students. It did a To%t of gcoid. T onelned =2

i ot of people. They warzs a3tle to ouilag za f-conTidence ara

| operate more efficiently and more effeciively on *heir Jjocs.
[t's given incz=ntive to 2 lot of people to co wo Jet their
GED's or to nicher ecucation.
The following interviews were ccncducted with Private
Industry Council administrators on Dec. 3, 1332.
Josepn T. Puhaila is *the Presicent of the Coun~<1:
A, What did you understanc to 2e tne ~oles and

ra2sponsibilities of the Frivate Inzuszt-v Counmadi?
Several things. First of 377, our cerntrial wo~r 7~ ~sorbiTorcs
azvelooment. develiopirg zites and evai.zi,rg <rme o lcram -A
order to understand its ‘mpact. Ivaiuzmicrg in arder o
gnnance wnan iz going on with YTitarzcy “n “Ae woruslzos <A
trme county
= "ave ceen -

3. How erfective do you believe ycoir =<<gr:
G1fi134 s b

€ rc es and rescorsici ities

)Y

omewnat erfective.

Par ona‘iy, My inuvclivement ear’y on w~as
related *o gett

-3 i
ing business leadgersnio i-valveg

ihe follow througn and attentior to it wisn'“ tnar “a=armse

throughout. That part left a2 "o'e that was nmot <7 =g,

$. How would you describe %,e auality ara degrze o7
cooperation ana communicaticn CeiwNsir yOU acmd Tme 350~

ecucation office?

High! Eotn the fTimalirness, cuality ard cooberavius FemmaToos
w33 always evilent. Tt was a =z sasu~z %2 wore " ~ms-
rziationshico

O
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uccessful ds you oelieve this orogram <o nave besn

r T
~ere recruited, they were motivaied and uncsi-znssd tre goa
of the program and the achievement of tnose gczls. ITx
reflects the strengih of the aduit education office in
following through and working with the employer

£. Hocw Tikely would you be to participate as a partner in a
similar program in the future?
Very likely. It's the kind of effort that's essentia’.

It's integral to our Private Industry Councii miszssion.
(What?) What hapcens to at-place workers; anyihing that can
be done to upgrade basic skills dis critical to our
competitiveness.

£ I¥f you were to participate in <he fu<ure, wrat,
anything wouid you do differently from this time?

-1
-+

I would want to plilay a more active role. I'd 1-ke more
clearly defined duties and responsibilities. As a full
partner, PIC could help the school system to carry out the
program. (Else?) I'd invoive our Board of Directors more
in the program.

G. What, if anythina, would you recommerd that the school
system do differentiy next time?

The only thing dis that 1'd create a team corncen
sure the team participa*tes actively througnrout
(Team?) PFIC end the school systam.

H. What other comments wouldg you 9wz %5 make acout this
program?

[\

I think if organizaticn and structure sz look <, Tre
newly formed literacy corporation snould piay pivotal
role. This is so because workplace literacy ef¥orts shoulc
be part of a comprehensive strategy to insure that all our
residents are literate. [t shouid be part of a continuum of
services.

zd
=]

Juliette Pierce is responsible Tor work site develcoccment Tor
the Private Industry Council:

A. Understanding of PIC roles and resoonsibili<ies.

To assist the school system in didentify rg empicyers wno
would need or be interestad ir wocrwnolace literacy programs.

s
3
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«I7s52?)  Cnce we didentified ar omp’
workoiace iiftaracy coorainstor to ne
emplioyer side Then, for trs mos-
the school system for trhem to Foils
8. Perceived effectiveness of ~IC

responsibilitizs.

verv effective with the ones we adid identity. I% ceoends on

wrhat the measuremsnt standarcs are, but Tor the ones we &ia

identify, it was successful.

C. Perceived quality and degree of cocoperation ana
communication with adult education office.

1t was good. fFrom the aault ed. office in one case. trey

went over and above the norm in accommodatinmg the zmp loyer .

That went a long way. It enhanced my relationship with tnat

emp loyer.

D. Perception of proaram success.

Very successful. I would have loved to have seen the grant

renewed. [t takes a 1ittle while to get the proaram going.

There are things the empicyer has to do first before he can

say yes. If we had more start up time where vou can get the

word out and do the folilow—up, we could have done more.
(Explain) [t takes an introduction to the workpiace; to get

the leadership to buy 1into t. Tt takes a wnile tefore they
say, "We're ready, come on in"
£. Likelihcod to par*icipatse a3 a partner <n a similar.

procgram in the future.

I would, but ['d Tike 0o si%t down arc lay ou
outcomes would be so everyone rnows -he roles ana Joais: uh=e
numbers to shoot for.

What would do differently next time.

-

[ woulac meet with the adult litsracy coorainator and develon
a strategy for what we would do togethazr to reach the

employer community. My work would be mcrs Tocusses. Wwe
could create svents to make the program more vi:sibls 2o the
employer community. We could help =0 give it cireater

visinility and exposure.

{(Else?) ['d bring in our job developer:s 2-2 summer youth
developers to become informea about the orogr=m, o fmave
brochures and to contact the employers thayv work with.
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sCcomrens Sur3S ZyETem o oS fraerarc
Tmedir Crocnure. “winatT) I & make it mere oriart ar:
azwracT’ve. 1'g talk more atcut hJdman rescource Tnh o2z
ana rPow literacwy can pay off o empioyers. Tna wazcf
are good. I1'd appezl to the busirecss arcie 106 w3
suncn cenirna

that messace.

L

Dmner comments.

I think 3% is a tremendous ocportunity to imeprcve =ne

¥ the workforce in this county ana to sring
rogether ail the rescurces available to the empiover
community. There's a real need and demard out the-=.

ANALYSIS OF INTERVIEWS

u

A1l four of tne administrators of both of the partners were
clear in their crogram roles as they were actually carriec

out. The Private Industry Council saw its rc e as providing

help with site development only while adult educaticon school

acdministrators were responsible Tor all other aspects of the
program.

Both partnersnips viewez the program as essential and

valuable. Both made suggestions for an enhanced partnership

for similar future endeavors. Bevond *nat, & reaagirz o *%he
responses of the four administrators is sufficient anc clear
so that a detailed analiysis would be cumuiative.

V. FINDINGS WORTHY Of COMMENDATION AND CONTINUANCE

A. Effectiveness of teaching staff. OCrnls t-e rwost niusly
cuaiified, expmerienced a@nz2 effective “zac-er"3s wers
assigned to tnis program. I noeticed that theyv cisslayvea
3 s=zrong interest in and commiwmert To makira Tre
workplace connecticn in their classes.

Many of them demons*rated great fiexipildity in areas
such as changes in class scnedules, new assignmerts,
interest in good student attencarce, quality teacrning,
and dijigence in preparing the Workplace Learning
Curriculum Guidge.

B. Site selection and coordination. 7T-=z Woerknliasce
Facilitator is commendea for her irdefatizapie etfc—*is
in assisting with the site selecticrn orocess and for ner
work with emclovers in responding to eme-gcing ne«ds such
as rescheduling, downsizirmrg of the worktforce, and the
need to adapt the curriculum to snecific emplioysr
reauects 1 ke fortmcomimra wor<er certif canicor

reauiremants.
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process utitiz ‘ina?l

the curricuium sev
previousiy, many
worthy of repiica
workpiace learning.

i -
2 &

nNE

1
19
b3
3
v
i

£n

Wt
}
ot
¥

=

Q
[\

Previous commendations toc note.
commendations in the areas of emplcver satisfaczion
the program, participant satisfaction. and =mplovee
attendance rates. These were derived from croc-2m
records and numerous interviews with employers anc
participating workers.

(1

My first report Tisz

(i

wizh

My secona report irnciuded numerous commendatioms <or
folicowing areas: literacy audit/task analysis process;
the assessment process; the curriculiar response to
identified needs; the workplace ESL programs; the
"Request Form For Information To Be Used In The ABE-
Industry Curriculum"; the use of outsige resource
persons; program coordinator and teachers' adaptacility
and working relationships with site contact persons: the
securing of empgloyment related materials such as
technical and safety materials; student selection
implementation a course project; excellence of t-e
existing base of support for continued workpiace
learning programs; the capturing of workpiace materials:
excellence of assessment zra instructicna’l methods: best
practices; and daily journals and aiaries kept Sv some
tezachers.

the

In-

and

VI. FINDINGS WHICH SUGGEST RECOMMENDATIONS FOR

IMPROVEMENT IN THE FUTURE

PRGOGRAM

Need for a standardized student assessment
Netably lacking in the procram s data collecticn srocess
were MAPP/CASAS test results or other test cata *o

| measure student learninmg gains. Corseauently, no
statements can be made about this area.

data base.

The Workplace Literacy Facilitator cescri o
Tor assessment and measuring learning cainms. MA

tests were administered. I notea such test arsw
; sheets during myv visits. However, a pgraoo’s=m was
| encountered in Jocatirs test results ard test scores
| were not available for use in measurina learning gains
; Most of the Jearning cains information available comes
| from subjisective sources sucn as fecoonses o)
questionnaire guastions which elicis ~zenarcent
cercepticns ra<her <han cuarti’“acis Jata

l . -"
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B. Previous recommendations to note. My firsi repo-=
recommended that a requirement be instituz=2a tna
instructors tour *the work s3ite prior to their te

o
W

acnirg
the first class, and that all teachers become acaLainted
with the on-site supervisor and informally reporc w2
that person on a regular beasis.

My second report included the followina: ThHe need for a

contractual agreement with each site outiining coais and
objectives, and specifying company commitment anc
support; the need to group participants by ability
levels; *the reed to develop ar attendance reporting
system; exploration of the potential for services to a
group of high—-tech companies including an aftter work
hours lab concept; replication of a staggered shift
workplace model of individualized dinstructien; ard the
impiementation of a cooperative program management

model .
I was very impressed with this program. It is too bad that
continued funding was not available. No program s perftect.

The recommendations | have made were in fthe spirit of
providing an external persgective to improve what was
already a very fine program corducted ov dedicated zna
knowiedaeable staff.
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