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Renton Technical College

Teaching Strategies 2003-04

Looking for a new way to present information, a learning activity you haven’t tried yet, or an effective student motivator?  This resource contains teaching strategies developed or selected and tested by Renton Technical College instructors which were submitted for the first RTC Teaching Strategies Competition in 2003-04.  The competition was held to encourage the exchange of tested, successful teaching strategies between full and part-time faculty at the college. This publication gives you a chance to see what other RTC instructors are doing to create an environment for learning across the campus. 

Just as no one size fits all, no single teaching strategy will be effective for all students on a given day.  Here are some ideas you can use to “mix it up” and try a new or alternative approaches in your classroom.  To help you locate ideas, the strategies are sorted by category in the Table of Contents.  An Index lists the strategies by contributor.

If you find a strategy you’d like to try, but have some questions, you can contact the originator, or Instructional Improvement, we’d be glad to help you adapt a strategy from this booklet, or suggest other methods to help you meet your objective.
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   The winning strategies were chosen based on:


1.  Applicability to a broad range of programs





2.   Cost to replicate program





3.   Ease of replication by another program





4.   Effectiveness of strategy

The RTC Teaching Strategy competition and this publication are made possible by Carl Perkins funding. 
Questions? Contact Instructional Improvement (425) 235-2352 or instructimprove@rtc.ctc.edu
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Electronic Job Applications

Learning to Use E-Mail Attachments

Name:  Linda Morales                                                               Program:  Basic Studies
Description:  Students fill out job applications electronically and attach them to an e-mail.  The students get an application via e-mail from the instructor and they have to save it onto a disk.  They then fill out the application and attach it to an e-mail to be sent to their instructor.

Rationale for the strategy:  This is an important tool that helps the student apply for a job.  The skills learned can be transferred to the workplace.  Increases students’ knowledge of computer use.  Increases students’ communication and knowledge of the application sense they help one another accomplish the task if necessary.

Time and Cost:  No cost.  Getting everything started is a slow at the beginning.  Once the students get the hang of using e-mail, it becomes very time effective.  The teacher can use electronic applications available through different businesses.  

Results:  Teaches the students how to fill out job applications and applications in general.  The students are empowered by the use of technology and since it is a meaningful experience and life skill they put a lot of effort into understanding and completing the activity.

How do I measure its success?  The effort the students put into successfully completing the activity.  How complete the application is and if the students are able to attach it and e-mail it to the instructor is one way to assess if the student has mastered the concepts being taught.

Electronic Student Portfolios

Recording Students’ Progress

Name:  Linda Morales                        

                 Program:  Basic Studies
Description: Electronic portfolio including assessment of listening and speaking.  Use a CD to record students’ pre-and-post reading a story or answering questions to a test onto a CD.  Other electronic work can be added such as typed sentences that they wrote.  A test created by the teacher given to the students on the computer.  Students goals, typed with a picture added to it. An electronic application the students filled out. Electronic projects students completed.  The students’ electronic portfolio would be divided into subject areas.

Rationale for the strategy:  Cutting down on use of paper, giving the students computer knowledge which are transferable skills to the workplace.  Teacher has a clear, concise method of maintaining track of students’ academic achievement.  This portfolio can be easily transferable from one teacher to another.

Time and Cost:  Cost, a case of 100 CD’s for approximately $15 dollars.  At first it will be time-consuming setting up the electronic portfolios and continue to add the student’s work.  This can be done two ways.  The student e-mails the work to the teacher and the teacher transfers the information to the students file or the teacher can get it from the students’ disks.  All the information can then be transferred to a student’s CD.  This CD can be kept in the students’ portfolios hard copy version.

Results:  Maintaining records of students’ performance in the classroom by not creating piles of paper.  This is a nice addition to the students’ hard copy portfolio.

How do I measure its success?  It has been less time consuming over time.  The electronic portfolio can be easily transferable.

Excel Database for the Automotive Industry

A Resource of Commonly used Formulas

Name:  John Mundy                                                                  Program:  Ford ASSET
Description: Excel data base with working formulas used in the automotive industry.


Rationale for the strategy:  Allows the students access to needed mathematical formulas, in an easy to use format.
Time and Cost: The cost is that of reproducing the software.
Results:  Students have been able to complete assigned tasks in a timely manner.

How do I measure its success?  Students have been able to complete assigned tasks in a timely manner.  


Googling

Improving Students’ Web Searching Skills

Name:  Linda Morales                                                               Program:  Basic Studies

Description: Google used to find characters in a story or images of nouns that the students come across during any reading material. 

Rationale for the strategy:  this strategy allows the student to become more involved in the lesson since it targets a variety of learning styles.  

Time and Cost:  No cost.  The time involved is teaching the students how to navigate Google using images.

Results:  The students’ communication goes up and there is more interest in the lesson being taught.  Their retention of what is being taught is greater.  Students’ feedback has been very positive

How do I measure its success?  Student feedback and performance on test geared towards the particular activity where Google was used.

Multimedia Presentation to Introduce 

New Vocabulary

Appeal to Several Learning Styles

Name:  Linda Morales                        


     Program:  Basic Studies
Description: Multimedia presentation to target reading, spelling, listening, writing, and speaking. 

Rationale for the strategy:  The rationale for developing the strategy is that students learn best when they see, read, and hear a word and better yet when they see a picture along with the word.  This would increase students’ academic achievement in the area of spelling, pronunciation, and memory and increase their English language if they are second language learners.


Time and Cost:  No cost is involved.  Time to develop the multimedia presentations is between 15-30 minutes per multimedia presentation with 30 words.  

Results:  The students become more independent learners and cognizant of computer basics while increasing their memory, spelling and pronunciation of new English words.

How do I measure its success?  A pre-and-post spelling and pronunciation test.  Observations in class, such as watching them teach one another how to use it and how often they use this activity.  Student feedback.

Spreadsheet to Track Student’s Progress

Keeping Track of Individual Students’ in a Multi-Level Class

Name:  Linda Morales                                                               Program:  Basic Studies

Description: Excel spreadsheet of all students’ names and levels in each subject area (speaking, listening, reading, writing.)  Material to be used and given to the student is appropriate for each area to be developed to its fullest in turn increasing academic achievement.

Rationale for the strategy:  Rationale for strategy is to target each area that needs improvement with out frustrating the student yet challenging them so that they do not fall behind in any particular area but continue to increase their achievement without wasting the students’ time.  This in turn increases retention and motivation, since the client sees the teacher really targeting the areas where the student needs improvement by giving them the developmentally appropriate material in each of the subject areas.

Time and Cost:  No cost to implement this strategy.  Teacher’s time at the beginning is a must and it takes about 30 minutes to put the excel spreadsheet together for a roster of 25 students.  Gathering the materials is another 30 minutes.  This means the copies must be sent to the print shop.  This is time effective in the long run for both the teacher and especially the students since it maximizes learning time for them.

Results:  All students demonstrate more motivation in the classroom.  Everyone feels welcomed and in a safe environment.  The students become empowered and in turn become more independent learners.  The students work as a team and communication increases amongst them and they encounter sense of belonging to a group.  It also increases academic achievement.  Every student is successful in what they are doing and not frustrated nor bored.  They move at a faster rate from level to level.  Everyone is submitting their homework assignment and scoring higher on their tests.  

How do I measure its success?  By students’ performance in their homework assignments, class work, group work, test scores both summative and formative and observations of students independence and enthusiasm while working on their work individually and as a team.

Student Goal Writing

A Motivational use of Technology

Name:  Linda Morales                                                               Program:  Basic Studies
Description: Goal writing using, paper and pencil, Microsoft Word, PowerPoint and digital camera.

Rationale for the strategy:  It is a good reminder of what the student’s goal is and helps the student and teacher stay focused on the goal and how to reach it.  It makes the student cognizant of PowerPoint, Microsoft applications and digital camera applications.

Time and Cost:  No money.  This goes into teaching the student the particular computer application to finalize this project.

Results:  The students enjoy the project a lot and it helps both the student and teacher stay focused.

How do I measure its success?  Have a record of students’ first writing since this is one of the first projects they have to do when they begin the course.  This helps them articulate what they want to accomplish by the end of the course.  The students ask more questions about how close they are to reaching their goal.  The students’ capability to finish the project.  This encompasses writing and speaking since the student present their goal in front of their classmates.  Everyone helps one another based on their goals.  If students have similar goals they help one another.  The students are recorded at the beginning of the project, reading their goal.  At the end of the quarter the student is asked the same question but they do not read their goal, they answer it.

Using Excel to Track School Hours

 (Electronic Time Sheet)

Familiarizing Students with Technology through a Practical Application

Name:  Linda Morales                                                      Program:  Basic Studies
Description: Excel to keep track of school hours, which transfer to keeping track of work hours.  This helps develop good work ethics (being on time), math skills, computer skills, and it empowers the student to become more independent learners.  This is a great way to create team building and increase communication amongst the students.

Rationale for the strategy:  To teach basic excel applications, work ethics, and math skills, increase communication amongst the students and empower the students by giving them the tools to become independent learners.

Time and Cost:  There is no cost.  Building the spreadsheet takes about 15 minutes.  To teach it to the students, is time consuming at the beginning but then the students teach it to one another and new students that join the class at a later date.  These skills transfer to other technology applications that take place in the class.

Results:  The students become empowered, and take this activity very seriously.  They help one another and in turn the skills transfer to other technology integration into the curriculum.

How do I measure its success?  Observations while this process take place.  Watching the students teach one another this application.  Finalizing the project by the end of the week.  Enthusiasm demonstrated by the students, while completing this project.  The students’ knowledge of the keyboard, technology terms, and ease of use from the first time they tried the project to the present.

Using MS Word Form Feature to Create                                     Exercises

Combining Writing Exercises with Computer Basics

Name:  Michele Benjamin Lesmeister                         Program:  Basic Studies
Description: I use the Form feature of Microsoft Word to create grammar exercises, writing exercises, and tests. MS Word—Form allows for expandable text boxes, drop down menus, and clickable boxes. Instruction is done via student email accounts or can be through shared folder space. With email, students open the attachments mailed to them daily, do the work, and email it back. They have the MS Word tools at their fingertips: spelling check, grammar check, readability check, etc. If the Internet is available, they use Shift + F7 to find synonyms and antonyms as needed. Then using Microsoft Word XP, I give comments that are specific to the individual student’s errors. Furthermore, I have the option to use highlighting and colored text to help the student see what and where his errors are.  Once I have corrected the student work, I email it back to the student. Please see following samples. 

Rationale for the strategy:  I was reading a lot of grammar and writing papers that had many errors that could have been taken care of with some software help such as spelling check, grammar check, etc.(adaptive technology) In addition, students needed writing class as well as typing/computer basics. (technology training) Combining these seemed to make sense. In addition, I wanted to save paper. I can attach text comments or voice comments to the files which tailors the comments based on student need. My auditory learners need the voice comments. (UDL) 

Time and Cost:  There is no cost provided the computers have Microsoft Word –XP is the best version for giving comments. A very small amount of time is needed to convert an assignment to include Microsoft Word Form.  Microsoft Word Form is very teachable. Faculty can learn to use this within 30 minutes and start creating new, tailored assignments using technology immediately. 

Results:  Students love combining grammar/writing exercises with the computer skills. I prefer teaching skills in context rather than in isolation, and the combination of technology skills with writing has given the students a sense of empowerment. Students feel revision their work this way is not punitive since they can use all the available tools to get it right.  Students often request more work for the weekends since they can get assignments from home as well. I am using less paper and able to tailor the comments in a private manner which students prefer—this method has increased the participation in work, and revision of assignments, and reduced the reliance of others since the student choose which attachment to do first. 

How do I measure its success?  I used a UDL strategy survey to inquire specifically about how the students felt about learning this strategy. The results were overwhelmingly positive. Furthermore, students have mastered opening attachments, saving the work to a disk, completing the work and emailing it back to the writing mailbox. This is truly competency-based instruction and learning. Students feel revision their work this way is not punitive since they can use all the available tools to get it right.

   
Sampling of formats available with Microsoft Word-Form


             ← Name                     ←Date  

In the section below, click on the highlighted box.  A drop down box will appear, make your selection. Then move to the next question.

1.  Each of the students want to see the new textbook this morning.  

2.  Mary as well a Hoang is  ready for the test.

3.  Your car needs tires ,  please read the newspaper and find a good buy on 

      them.

Below are sentences that need to be completed.  Click on the grey box, it will turn darker, then type in the box.

4.  Since the weather            

5.              because the new quarter will begin in April.

Click on the correct box or fill in the box with the correction as needed.

1.  One of the most effective vegetable protein substitutes in the soybean

____________used to manufacture imitation meat products.


□ which can be


□ it can be


□ who can be

· can be

2.  ____________ 1000 species of finch have been identified.


□ As many as


□ As many


□ As much as

· Much as

3. According to the economic laws, the greater the demand, ___________the price.


□ higher


□ high


□ the higher

· the high

Sampling of formats available with Microsoft Word-Form

In the section below, locate the underlined sentence part that contains an error, correct the error by clicking on the blue box and making the correction.

4.  The first electric lamp had two carbon rods from which vapor serves to 

      conduct the current across the gap.



Correction of error: 

5.  A thunderhead, dense clouds that rise high into the sky in huge columns, 

     produce hail, rain, or snow.





Correction of error: 

One word can be added to the word trios below to make sense as a compound noun or phrase with each word.  Add the word that belongs.



Examples:  child, neighbor, sister
hood






Radio, fire, gas   

station

1.  sea, nut, bomb


2.  fire, country, bed


3.  scholar, town, member

Webpage for Students with Homework & Resources

Access from the Internet or a CD to Build Computer Competence

Name:  Linda Morales                                                               Program:  Basic Studies
Description: Webpage with homework, contact information, assignments, resources for students to use, and multimedia presentations created by the instructor, with pronunciation, pictures, and spelling for students use.

Rationale for the strategy:  This helps the instructor with classroom management and allows the instructor to reach a larger audience.  Depending on the activities that are placed on the Webpage, all learning styles can be targeted.  It helps the students organize themselves and find everything they need for their class by making one stop.  The students can have access to this information from anywhere if they have access to the Internet.  If the student does not have access to the Internet this information can be placed on a CD and the students can view it from any computer.

Time and Cost:  No cost.  Building the Webpage is time consuming.  Once it is built it is easier to maintain and in the long run it saves time and paper since the instructor would have a lot of the assignments in electronic version helping standardize the curriculum for some departments.

Results:  The students learn technology applications while becoming more independent learners.  It helps the students stay on track and most of the time move ahead.  

How do I measure its success?  The students show computer competence after a month, especially those who have never touched a computer in their lives.  They are moving ahead on their assignments and are going beyond what is asked of them.  The students communicate more by helping one another search the webpage and in turn build a tight community amongst the students.

.   


Categorizing Grid

An Activity to Organize Information

Name:  Connie Berrysmith                                                       Program:  Dental Assistant
Description:  The Categorizing Grid is the paper-and-pencil equivalent of sorting objects. It could be used for a warehouse situation, medical tray set-ups, dental tray set-ups, prescriptions, or even terminology.  Students are presented with a grid containing two or three important categories they have been studying, along with a scrambled list of subordinate terms, instruments, tools, images, equations, or any items that belong in one or another of those categories. Learners are then given a very limited time to sort the subordinate terms, equations, or items into the correct categories on the grid.

Rationale for the strategy:  The Categorizing Grid provides faculty with an overview of how well the students know their stuff.  Are they simply memorizing items or do they truly know where it goes, what it does, who uses it, what it means etc.  This feedback allows the teacher to determine quickly whether, how, and how well students understand “what goes with what.” The Categorizing Grid prompts students to make explicit the implicit rules they are using to categorize information in their memories.  As a consequence, it gives learns the opportunity to rethink and revise their categorizing rules.  By making these implicit ways of organizing explicit, students and teachers can gain more control over what is remembered, how it is remembered, and how well it can be recalled when needed. Also, this strategy improves memory skills, develops analytical skills, assists the students is making reasonable inferences from observations, assists in learning terminology, facts, theories, concepts, instruments and develops study skills, strategies and habits. 

Time and Cost:  Very minimal time is required with this strategy and it’s very economical.  This strategy is so simple it can be adapted to any discipline and easily used with any class size.  

Results:  The results of this strategy are amazing.  I love how I can actually see the students make the connections between the instruments and the procedures that they are used with or the discipline they are used with.  I see the students learning and applying the knowledge first hand.

How do I measure its success?  With this strategy I have the students go over each other’s grids in groups to help each other and sometimes I simply grade the paper.  It’s very easy to see if students placed things in the correct boxes.  It gives me a good idea of which items are most difficult and where I need to spend more time.  I love this strategy and it’s a fun learning activity for the students as well! 

Based on Angelo & Cross, 1993

Interactive Board Games to Test Student Skills
A Learning Activity for Small Groups

Name:  Gail Dugan                           
Program:  Office Support & Administration
Description: Challenge your students in a fun, interactive board game that tests their skill and processing in Microsoft Office, Job Search/Human Relations, Phone Skills, Math/Ten-Key, Business Etiquette, Communication Skills, and Internet Skills.  The players advance on the board by answering the questions correctly.  This game can be played with three to six players or in teams.  The first player or team to “walk across the stage at graduation” is the winner.  

Rationale for the strategy:  One needs variety in the learning process and by playing an interactive game as described above, it reinforces the theory and allows students to demonstrate their knowledge and share it with others in a fun, relaxing game.  This game also introduces the players to the obstacles that they have in life as they are pursuing training or advancement and how to handle various situations which will build confidence

Time and Cost:  There is minimal cost involved in this game.  It would cost about $15-25 to reproduce a “game board” and “cards”.  The concept of this game could be applied to any other discipline.  However, many of the other programs on our campus could use the existing game because the cards cover basic categories that we all teach and assess.

Results:  Positive, interactive, relaxing, and fun. Playing a game like this really does reinforce the learning process in a fun, relaxing way.  It reviews some of the life struggles and challenges and helps us cope with them.

How do I measure its success?  I measure the success by the involvement of the group and the interaction.  It brings fun into the classroom.  The adult learners need fun as they take things too seriously and it limits their learning.

RSQC2

Recall, Summarize, Question, Connect and Comment

A Quick Assessment Technique

Name:  Connie Berrysmith                                                   Program:  Dental Assistant
Description: Recall, Summarize, Question, Connect, and Comment (RSQC2), the RSQC2 is a modular Classroom Assessment Technique.  Instructors can use the whole thing or select individual components to administer.  When the whole RSQC2 is used, this five-step protocol guides students quickly through simple recall, summary, analysis, evaluation and synthesis exercises focusing on a previous class session.

Rationale for the strategy:  RSQC2 allows instructors to compare detailed information on the students’ recall, understanding and evaluations of a class session against their own.  It also informs teachers of students’ questions & comments that need timely responses.  This technique provides students with a comprehensive framework for recalling and reviewing the class sessions.  

The goals of this technique are to:


Develop ability to synthesize and integrate information and ideas


Improve skill at paying attention


Improve memory skills


Develop appropriate study skills, strategies and habits


Develop management skills

Time and Cost: No costs and about 10 minutes to perform the assessment.  It will take a little more time if you have the students turn in their responses and review them.

How do I measure its success?  You know you are successful when you can see connections in the responses and the students actually produce lists of the most important ideas from the previous class.  Also, if they can summarize as many of the important points as possible you will know that they truly retained information from your previous class.  If they can produce questions, even better!

It is very important to give positive feedback when using this technique and not make it seem like a test! It is an assessment strategy that is very beneficial to both the student and instructor.  The instructor uses the results to improve the lesson and the student has become an effective learner.
Based on Angelo, Thomas A. and K. Patricia Cross Classroom Assessment Techniques, 2nd Ed., Jossey-Bass, © 1993


Student Concentration with White Boards

An Active Review Strategy

Name:  Sandra Goldsbary                         
         Program:  Medical Admin Programs 
 

Description: “Student Concentration”. Each student is supplied with an individual size dry erase board which has been prepared with either a vocabulary word or its definition. Students choose fellow students to stand and show their board. If they match the word with its definition, they get another turn. If they do not match, the boards are kept in play, and another student chooses. This continues until all matches have been made. Points are awarded for correct matches. Here the students are “virtual” flashcards.

Rationale for the strategy:  To combine learning with activity and to supply students with pertinent information in an exciting format.

Time and Cost: The cost of the boards was $50.00. It took 15 minutes to prepare the game.

 

Results:  Students really enjoyed this activity. It combined rote memorization with an activity, and they were able to remember not only the words, but which student had them.

How do I measure its success?  Students retained the information even after the subject was over. I measure it success by the positive effect it had on the students.


Using Exam View

A Software Tool for Instant Feedback

Name:  Kinsey Fobes                                                     Program:  Computer Science
Description: Use Exam View to develop and administer computer based tests and quizzes.

Rationale for the strategy:  Exam View came free with one of the books we adopted in our program.  I decided to try and incorporate it in my teaching as a way to give weekly tests to the students.  The students enjoy getting instant feedback on how well they did on the test, and it allows me to have all of the grades available to me in one place without having to manually grade everything.

Time and Cost:  Free with the adoption of one of the books.  The actual test is housed on our network.  Individual Instructor license is $99 per instructor and site licenses are available if you haven’t adopted a book that incorporates it.

Results:  Excellent.  Easy to use and I can import the results into a spreadsheet very easily.

How do I measure its success?  Student feedback.  Self-assessment on incorporating the grading back into my grade sheets


Classroom Management

A Group-Based Monitoring System to Reinforce Professionalism

Name:  Connie Berrysmith                                                   Program:  Dental Assistant
Description:  The strategy that I have chosen to share is one that I have been using over the past seven years in the Dental Assistant Program.  The students apply leadership skills while monitoring their own progress in the program. This strategy could work for any program where classroom management assistance is needed.  In particular, I think this classroom management strategy is an excellent tool for any Allied Health instructor who wants to instill work ethic, professionalism, leadership and teamwork in their students.  This strategy takes the burden off the instructor for monitoring such things as dress codes, attendance, professional grooming, cell phones etc.  

Rationale for the strategy:  The reason for developing this strategy was to ensure that all students are in compliance with the program professional standards, monitor students’ progress on a weekly basis, and improve students’ organizational and leadership skills.  It accomplishes all of these things in one nice neat package.  It also keeps the instructor in touch with what is happening in each of the groups as far as successes and areas where improvement may be needed.  It gives the students an opportunity to deal with issues as if they were in the work place.  Students take full responsibility for conflict resolutions and goal setting within their groups.  The students keep each other in compliance with the program standards, which keeps the standards very high within the program, and is something that both the students and instructor appreciate.  In a multi-instructor program this is in an excellent tool for keeping professional standards consistent.
Time and Cost: This strategy would be very simple to introduce to any program, however, it is recommended that it be introduced within the first week of school.  In our program we begin professional points on the first day of the second week of school and use this strategy the entire year.  Points are added up at the end of each month and applied to the pre-clinical, clinical or internship grades depending on which quarter is in session.  For other programs it could be used as part of human relations or communications as well.  This strategy takes very little time or money to employ.  I spend less than five minutes per day recording points and maybe fifteen minutes at the end of the month to total everything up. The only expense is the five pieces of paper that we use to document.   
Results:  The results of using this classroom management strategy are invaluable.  The instructor can spend all of their time instructing and helping students rather than trying to keep everyone in compliance with program standards.
How do I measure its success?  The success of this strategy is reflected in the students.  I no longer have to continually ask students to tie back their hair, cut their fingernails, spit out their gum, turn off their phones, or use their time efficiently.  It gives me the freedom to be an instructor.  The work ethic and professionalism that this strategy instills becomes habit for the students.  The students know that the program standards are based on employers’ wants and needs.  The leadership and organizational skills that this strategy gives the students stays with them in their personal and professional lives.  The student take their responsibilities very seriously and there is a great sense of accomplishment when they can actually monitor and see their own progress.  I suggest to the students that they think of their professional points as their “pay-check”.  If they are not at work, they don’t paid.  All of my students are getting “paid” so I know it’s a success!
Pre-Clinical/Clinical Professional Points

*Points will be posted each day on student progress report sheet

Points Earned Per Day:

Here on time and using time efficiently, professionally groomed

2 point
s


and in compliance with program standards


Here on time, but not in compliance, reminded to use time

efficiently, or unable to perform clinical duties for any reason

(Students must be in compliance with program standards to

work in clinic.)







0 points

Tardy or left early and/or reminded to use time efficiently




0 points

Absent









0 points

Cell Phone or pager not turned off





-2 points

Did not satisfactorily complete “clean up duties”



0 points

Did not call by 8:00 a.m. to tell of absence or tardy



-7 points

Did not inform instructor of tardy, leaving early or leaving during day
-6 points

Broken attendance while on probation (see attendance policy)

-5 points

Sent home for behavior/attitude issue





-5 points

*If group leader does not report accurately, he/she will receive the same score as the person who received the lower score.

*In compliance means: here on time, hair tied back, appropriate jewelry, no facial piercing, short and clean fingernails with no polish, proper uniform and lab coat, safety glasses, white shoes and socks only, white shirt under uniform only, name tag, dosimeter badge, no smoke odors, no perfume or scented lotions, no gum, no cell phones or pagers turned on or visible.

Student Signature_________________________________________________________





CRITERIA FOR WEEKLY REPORT
Group leader is rotated every week!

Indicate group leader’s name and group # at the top of page.

Indicate the date in space provided.

Indicate students’ names in space provided.

The purpose of the weekly report is to monitor your progress, improve you organizational and leadership skills and ensure that each student is in compliance with the programs professional standards.

Each day the group leader will monitor the professionalism of each of their group members according to the program professional standards.

Each day the group leader will write down a set of goals for the day or week and list the accomplishment of each day.

On the back of the weekly report the group leader will write down a summary of the week indicating any leadership challenges they may have had and how they were handled. ***Please be sure to indicate when things went well also!!!

Remember this is a group project.  If one in the group is behind or not on task, the entire group is affected.  THINK TEAMWORK!!!  THINK LEADERSHIP!!!

The weekly report is turned in every Friday.

Date_________ Group Leader________________________ Group#______

Here on time, hair, make-up, jewelry, nails, lab coat, safety glasses, uniform, shoes, socks, shirt, name tag, dosimeter, no smoking, no perfume, no gum, no cell phones or pagers

	Student 

Name:
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Goals


          Accomplishments
            Weekly Plan
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	Friday
	


Student Progress Report

Month  _________________________________
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Door Prize Drawings

A Student Motivation Strategy

Name:  Debbie Crumb                                                                        Program:  Library
Description:  I teach a bunch of one-hour workshops for the Library on a variety of information literacy topics.  Most of the workshops are one-hour but some may last for two or more hours.  For any workshop that lasts over one hour, I like to give the students a 5 to 15-minute stretch/restroom/smoke break.   The length of the break depends on the length of the workshop.

To encourage students to return back to the workshop at the proper time, I put all their names in a box and conduct door prize drawings at the appointed return time.  Students must be present to win a prize and I usually draw for 2 - 3 prizes depending on the class size.  I usually have several prizes and the winners get to choose from the available prizes. 
Rationale for the strategy To encourage students to return back to the workshop at the proper time, I conduct door prize drawings at the appointed return time.  (“Make sure you are back on time, as we will be conducting a door prize drawing for some fabulous, fabulous prizes!”) 

It’s also another way to inject some fun (and suspense!) into the workshop
Time and Cost:  The cost in time is minimal—just a few minutes to conduct the door prize drawing.  The savings in time is great—students tend to return to the workshop on time so they have a chance to win a prize.

The cost in money is for the door prizes themselves.  Often I get freebies that I save for this purpose:  a baseball cap that I received in the mail for subscribing to PC Magazine, a WNBA Seattle Storm T-Shirt that I received for being a season ticket holder, a mouse pad that I picked up at a conference, etc.  Recently when the College received the donation of Frangos “seconds”, we bagged some of them up and gave them away as door prizes.  I have supplemented the freebies with buying some prizes using my own money.  My personal favorite door prize is the “Love My Library” note cube because it’s a marketing tool for promoting the Library as well as a desirable and useful prize.  I buy the note cubes from Upstart and they are $5.95 each.
Results:  Students must be present to win a door prize so they tend to hurry back so they won’t miss out.

How do I measure its success?  I haven’t actually done an official assessment, but it seems to be effective in encouraging students to return back to the workshop at the appointed time.  When we do the door prize drawing, if we pull out someone’s name who hasn’t made it back on time, we all let out a collection groan for the missing student (“Ohhhhh”) and then eagerly draw out the next name.  It’s fun and I can tell the students are enjoying it by their laughter and comments. 

 Fun Bucks

A Program-Long Motivational Activity

Name:  Shannon Sharpe                         

Program:  Medical Administrative 
Description: The Medical Administrative Programs has implemented a system of “fun bucks” that students can earn through a variety of means. Students earn “fun bucks” for meeting and exceeding education related goals. Students can earn fun bucks for answering correctly in class, for participating in “professional dress day”, for participating in extra curricular activities, and for winning group activity competitions.

These fun bucks are valued at either $1 or $5 and can be accumulated throughout the quarter.  At the end of the quarter a student run “auction committee” assembles donated goods the students can bid upon. 

This last quarter our student auction representatives were able to obtain gift certificates for free meals, massages, vitamins, as well as to assemble goodie baskets with soaps, lotions, etc.  This auction usually contains many books, software programs and videos/CD’s the students can bid on.  

Rationale for the strategy:  We ask that students dress professionally during class times.  Many of our students have financial situations that prevent them from shopping for new clothes.  Our auction committee has been a means to increase the wardrobe availability to our students by providing donated business clothing.  This also helps them prepare their wardrobe for job shadowing, internships, externships and job interviews. 

Adult education provides the challenge of not only keeping our students interested and engaged but with adults it is also important to create a team-focused environment and to aid the students in bonding with other students. 

Time and Cost:  Minimal time spent creating a simple Microsoft publisher document and the paper to print it on it. About $5 an academic quarter

Results:  The MAP program has had excellent results. This last quarter we had 100% participation with many students donating items and all students bidding on the items.   Students are eager to be involved in this process. We have had great success in accumulating a variety of valuable donated goods.

How do I measure its success?  We measure our success by the energy and enthusiasm with which students attempt to earn “fun bucks” and the excitement at the actual auction.  We measure our success by the quality of goods we are able to auction off and the creative ways students acquire goods for the auction. 

Reviewing Exams

Instant Feedback on Correct Answers

Name:  Noreen Light                                                  Program:  Emergency Dispatcher
Description: Reviewing Exams -

Before returning scored exams to students, the instructor distributes a copy of the original exam to each student. Addressing the group as a whole, the instructor reads each item on the exam, giving the correct answer for each exam item. The instructor explains the rationale for each correct answer, and answers questions about why the “correct” answer is better than the “wrong” answers. The instructor should be prepared to give a reference to how this piece of the course content was delivered, e.g. specific textbook, chapter, paragraph; specific video; lab exercises; or specific lecture topic. When everyone understands and agrees that these are the correct answers to the exam questions, return the corrected exams to the students.

Rationale for the strategy:  
The strategy reinforces the correct subject information and also reinforces the need for the student to pay attention to and study the course content that may be delivered in multiple ways. (They tend to think they only need to “study” written material.)

Time and Cost:  Zero money. Actually saves you time, in the long run.

Results:  Students no longer come to me one-on-one to argue their case for specific questions on the exams because they already understand the correct answer.

How do I measure its success?  Students are more satisfied with their exam results, they understand the importance of taking notes and studying material that may be delivered in a variety of ways (not just studying the written text), and they remember the correct information.

Warthog Certificates

A Student Motivation Strategy
Name:  Rich Brownell

  Program:  Major Appliances Repair Technology 
Description: We use merit certificates that we call “Warthogs” (see following page). They are certificates to recognize efforts over and above the usual and accepted requirements of the program.  

Rationale for the strategy:  To encourage behaviors that will benefit the program and serve the graduates in industry. 

Time and Cost: Nominal. No cost to the State or College. 

Results It has been very popular with the students. 

How do I measure its success?  The high rate of participation. Probably around 80%-90%



Active Role Playing (Labor)

Simulating Experiences to Promote Learning

Name:  Sally McDonald                                                                          Program:  LPN
Description:  Show PowerPoint presentation to explain concepts, then have students act it out. Bring pillows from nursing lab and home, bring patient gowns from lab (enough for half the class).  Using picture cards divide the class into pairs.  Half the class puts on a gown with a pillow underneath, they are now pregnant in labor, the other half of the class is their support person. Pregnant laboring pts model the breathing (hee, hee, hoo etc), the support person uses techniques of effleurage, massage, sacral pressure, thermal stimulation,  psychophroplylaxis (Bradley, Dick-Read, Lamaze), distraction, imagery, music, position.  Have laboring students hyperventilate a little, (not too much, I felt a little light headed myself after demonstrating it).  Then get then to treat the condition by patient breathing into a paper bag.  Laboring student can also act out irritability of transition, (8-10 cm). 

Rationale for the strategy:   We are going over what we learned in class and helping retain knowledge by enacting the situation and coping with difficulties that occur such as hyperventilation.  The breathing is much easier to understand if you actually do it.  

Time and Cost:  Borrow gowns, pillows, cost of birthing ball if used, brown paper bags from Safeway
Results:  This activity was a lot of fun, I wished I had been able to videotape it.  The students gained more insights into management of pain in labor.

How do I measure its success?  Comments by the class, students demonstrating an understanding of the concepts and the ability to remember them and apply them to clinical situations.  The students don’t just know how to write or repeat the information, they know how to do it.

Active Voice / Round Robin

A Strategy to Increase Participation

Name:  Glenda Hanson                                Program:  Legal Secretary/Legal Assistant 
Description: Students enter your classroom, sit down, and get ready for class.  You begin talking to them, introduce your material for the day, and wrap up the session.  Did every student get to talk?  Did you hear every student’s voice?  Did you listen to every single student?  Did each student get to participate?

“Active Voice” is a very simple, very “old-school” activity that is a highly effective method of engaging your students.  (Some people call this activity Round Robin.)  If the students have prepared answers to questions or problems, all you have to do is go around the room and have each student read a question and his or her answer.  You can also call on students at random, but make sure you call on each student.  Also, it can be fun if you call on the first student and then that student calls on the next one.

Research tells us that students who participate will be more engaged in the class and the round robin can be an effective method.  “Surprisingly, the use of patterned turns . . . correlated positively with achievement.  That is, teachers who went around the small group in order, giving each successive student a turn, got greater gains than teachers who called on students “randomly” or called primarily on volunteers.” (Brophy, J. & Good, T. (1986) Teacher behavior and student achievement.  In M. Wittrock (Ed), Handbook of Research on Teaching, Third Edition (p. 342))

If your class is large, break the students up into groups of 6 to 8 students, appoint a lead to conduct the question/answer activity.  When a question is answered incorrectly, have the group make a note of it, or, if someone in the group can explain the correct answer, have him or her take the initiative and do so.  Any incorrect questions can be discussed further by the teacher for the entire group.  

How you respond is important.  If an answer is correct, use the student’s name and give praise, not just a yes/no response.  If the answer is incorrect, explain the whys and hows and anything else you can to help the student understand the concept or rule.  

One thing to be careful of is to not prod a student for an answer.  Establish a method of “passing” which requires the student to use his or her voice, not just a giggle, nod of the head, or silence.  A response as simple as saying “Pass” allows the student to speak and the teacher to listen.  From my experience, if you do this activity on a consistent basis, students will prepare for class, reluctant students will gain confidence, and you have a new tool for gaining classroom participation.  “Active Voice” promotes student academic achievement!

Rationale for the strategy:  Improve student participation

Time and Cost:  Nothing

Results:  I know everyone’s name in my class and they know they are going to be called upon so they are ready. I’ve noticed in some classes that I have observed that students just come to class, sit and listen, and get up and go.  There’s absolutely no verbal interaction between instructor and student

How do I measure its success?  See question 4.

Coat of Arms

An Ice-Breaker Activity

Name:  Connie Berrysmith                                                   Program:  Dental Assistant

Description: Reproduce the coat of arms as illustrated on the following pages, or ask students to draw similar sketch (you could use a shape related to your program.) *
Rationale for the strategy:  To give students the opportunity to describe qualities about themselves and to learn more about other students in the class in a fun and creative way.
Time and Cost:  None
Results:  *
How do I measure its success?  *

Instructions:

Procedure: Reproduce the coat of arms as illustrated on the enclosed page, or ask students to draw similar sketch (you could use a shape related to your program.)

Space 1 - Draw something that represents or characterizes a recent “Peak Performance.”

Space 2 - Sketch out something about yourself that few people know.

Space 3 - Draw a symbol of how you like to spend your spare time.

Space 4 - Fill in something your really good at.

Space 5 – Write or draw something that epitomizes your personal motto.

After everyone has completed their coat of arms, form triads and try to identify what the other’s coats of arms signify.

Ask for several participants to describe their coat of arms to the group.

Materials Required:  None

Approximate Time Required: 15-20 minutes

Coat of Arms



Human Relations Activity with Children’s Puzzles

An Exercise in Communication and Negotiation

Name:  Leza Schimelpfenig                       Program:  Office Support & Administration
Description:  This is a human relations activity.  Students are divided into teams of

 3 to 5 (depending on size of class).  Each team is given a simple children’s puzzle of approximately 25 pieces.  Each puzzle is different and the students are not allowed to 

see what the puzzle is supposed to look like completed. Also, one or more pieces have been taken out of each puzzle and swapped with another puzzle so that no puzzle can be technically completed, without negotiation with another group. The puzzle pieces are then divided equally amongst the students who are given the following instructions:

a.   Teams have up to 10 minutes to assemble the puzzles.*

b.   You may see each others’ pieces, but you cannot touch each others’ pieces.

*  I sometimes vary the activity by making it a race with candy prizes for the team that finishes their puzzle first.

After telling the students to “begin”, the instructor/facilitator then stands back and observes the interaction among the teams as they assemble their puzzles.  After “time” is called, the students are then brought back together to discuss the activity.  

Rationale for the strategy:  The activity is designed to show students that solving a problem like solving a puzzle:  you must have all the pieces, and they fit together.   It is also used to show students the importance of being able to work in a team and communication.  After discussing the results of the activity, students are then taught problem-solving techniques as individuals and as a team member.
Time and Cost: Cost is minimal: each puzzle is approximately $3 - $5

Time to do activity in class:  15-20 minutes

Time to discuss activity in class depends on what actually took place.  It took some time to put ID numbers on the back of each piece of each puzzle.  I did this in case the puzzles somehow got mixed together.
Results:  It has been an eye opener in every class I have used this activity.  It has been an effective tool to show students haw they solve the problem of putting their puzzle together.  It also shows them how they work together under the time constraints, how they each interpret instructions differently, and how they eventually have to interact with the other teams to complete their puzzles.  I am able to use my observations of student interaction to help students understand their ability (or inability) to work in teams and why it is vitally important to learn to work in teams.
How do I measure its success?  This is a self-evaluation activity and gives the students an idea of how they work in teams.  It gives them a starting point to improve on their areas of weakness.  Their involvement in the discussion that follows is a measurement of how much they learned by participating in this activity.  A more tangible measurement of their success comes in a later class when they are given a team assignment that must be completed within given guidelines.

 Jeopardy

An Active, Competitive Review Activity

Name:  Sandra Goldsbary                        
Program:  Medical Admin Programs 
Description: “Test review Jeopardy”. Each question (or subject) from a test is placed on a 3x5 card, assigned a category (one was “how neuronic”) and a point value. If the response is correct, the student holds onto the card and tallies their score at the end of the game. They are then awarded 1% of their winnings in the form of auction bucks to be spent at the program auction at the end of the quarter. The cards are available to students upon completion of the game for notes if desired. The combination of essential information and play make for a very effective learning tool, and feedback from students was very positive.

Rationale for the strategy:  To combine learning with activity and to supply students with pertinent information in an exciting format.

Time and Cost:  The cost was approximately $1.00 for 3x5 cards, and 1 hour of my time.

Results:  Test scores were up, with a class average of 92% for this test.

How do I measure its success?  Students retained the information and it was a positive, effective use of class time. I measure its success by the amount of requests I have to use it for future exams.

 

 

 

 

 

 

Jeopardy

A Fun Way to Review

Name:  Sally McDonald                                                                          Program:  LPN
Description: 

Goal: Comprehensive review for final exam.

Strategy: Use Game show to play jeopardy for final review. Divide class into 5 teams and arrange class into 5 tables.  Have a team leader for each table and name the team after them e.g. Lana’s Lovelies, Tasha’s Tigers or whatever silly names you fancy.  You can provide candy or rewards for the winning teams for each match.  Go through exam questions and make up a question that will review that information.  You can also take photos of class and use as part of the game which really personalizes it for the students.  Also use the information section to provide extra information.  You can use noisemakers so teams compete to answer the question but I found they were a bit too competitive and it was very difficult to tell who was first.  It seemed to work much better when we just go clockwise or anticlockwise by table.  

Rationale for the strategy:  A fun way to review for finals that lets us cover all the information in question format. 

Time and Cost:  Not really any extra cost, just the time and effort of preparation and the photos if you choose to use them.

Results:  The students gave very positive comments about this and seem to look forward to it.  I also had great comments about it on the student evaluations.

How do I measure its success?  I have consistently used this in for Maternal Newborn Reviews and all the students have passed.  They even audiotape the whole match so they don’t miss any information and one of the students sometimes types it all up and shares the information with the class.


Poster Stems

Promoting Thinking & Discussion
Name:  Sally McDonald                         



Program:  LPN
Description: Use large sheets on wall with a stem, students move around and respond on sheet.   Instructor then uses responses to initiate discussion on issues.  

Example of stems:

The teen pregnancy rate in the USA is half that of the UK.  (True or False)

Dating violence is uncommon amongst teens.  (True or False)

What factors are likely to delay the age of first intercourse?  (list)

You are 15 and your boyfriend tells you that if you really love him you would have sex with him.  (list factors influencing her response, or list a response) 

There are approximately 12 million sexually active teens in the USA.  (True or False).

In 1999 over 8% of students reported having sex before age 13.  (True or False)

Hormone Replacement therapy helps prevent heart attacks in women.  (True or False)

Rationale for the strategy:  Very useful for dealing with ideas students have that may not be correct.  Promotes thinking and discussion.  

Time and Cost:  Large sheets from bookstore and markers

Results:  Resulted in students rethinking ideas and really thinking about what research has    shown to be effective, provided a great hook, they were very interested to know the correct answers and we had a very lively discussion.  Kept students awake and involved.

How do I measure its success?  Students felt challenged and learned about different opinions and facts.  Anecdotally students stated they found it very useful.  Students were able to pass their test

Recipe Raps

A Presentation Confidence Builder

Name:  Mimi Reed                                                                     Program:  Culinary Rap
Description:  “Recipe Raps…A common ground learning activity.”  This is an individual project where students must present a recipe in full detail from ingredients to preparation, to production.  They are allowed to express themselves freely, with any kind of musical choice, in any presentation form they feel comfortable with; i.e., Live hip hop, Sing along children’s songs, a taped recording of a performance at home with a country tone.  Everyone has some sort of musical connection and it helps to bring food to a connection in their creative side.  It also helps with memorization and function of food.

Rationale for the strategy:  I had many quiet individuals in the class that needed to come out and I had as well an array of very talented musicians that needed a connection outlet for the things they love.  It was in the interest of connection.  It can be used in any program for memorization purposes in Medical, to car engine building in the ASSET Program.
Time and Cost:  There is no cost unless you want to investigate different musical examples, or make a tape yourself.  The time of planning is a normal lesson planning session.

Results:  Togetherness, teamwork, familiarity, connection, respect from team to team and individual to individual.
How do I measure its success?  If they accomplished the assignment, gave effort to the assignment, and presented in some sort of manner, they received an “A”.  If they did not perform, but wrote out the piece, they, depending on the content and apparent effort, would receive a “B” and so on.

A sample Recipe Rap follows.
Tune:  I wish I was an Oscar Meyer Weiner

By Noela MacDonald

Gonna make a Polish Sausage Sandwich

That is what I really want to do, 

You take your French bread with some butter on it

Add a little dab of Bar-B-Que.

Now your gonna take you Polish Sausage Slices

And your French Bread with the Bar-b-que

And put it on a rack inside the oven

Keep it on 3 minutes or a few.

When you Polish Sausage’s in the oven

Keep it at 350º or around

And toast your Polish Sausage and your French bread

‘till the outer edge is golden brown.

From here you know the finish of my lyrics’

You put the Polish Sausage on the Bun

Cause if you put the bun on the Polish Sausage

It will be messier than fun.

Student’s Acting out a Process (Osmosis)

Role Playing for Greater Understanding

Name:  Sally McDonald                         



       Program:  LPN
Description: Goal:  Explain osmosis by acting out a process, students gain greater understanding. Explain osmosis, diffusion, active transport, homeostasis, pressure gradient, osmotic pressure, electrolyte & fluid movement with isotonic, hypertonic and hypotonic solutions.

Strategy: Have students physically act out the changes that occur while wearing labels.  Some students line up in the middle of the class with their arms joined, they form a semi permeable membrane, the rest of the class line up on either side of the semi permeable membrane and are given a large blue or red post it which they stick on their chest.  The blue represented water the solvent, the red represents particles (the solute).  They then act out osmosis where water moves from a less concentrated solution to a more concentrated solution.  For active transport (transport against a concentration gradient) some students form a circle by linking hands, (representing a cell), one student is a carrier so they link arms with the molecule student to be transported into the cell.  Energy student (Adenosine triphosphate) pushes the molecule through the cell membrane while the transporter student walks the molecule student through the cell membrane and then returns into the cell membrane where they live.  Students also act out movement within isotonic, hypertonic & hypotonic fluids.  The class continues until we have gone through all the basic mechanisms of fluid & electrolyte movement.

Rationale for the strategy:  Explains a difficult concept in a visual and physical way that helps students who are kinesthetic and visual to understand the process.

Time and Cost:  Not really any extra cost, just use of post its or labels with string to identify roles.

Results:  When this information is written scientifically and presented purely verbally it is very difficult to for many students ‘get’ the concept.  Using an active learning strategy meant the students really understood the concepts.

How do I measure its success?  Comments by the class, students demonstrating an understanding of the concepts and the ability to remember them and apply them to clinical situations, e.g. use of hypotonic IV solution.

Using a Play to Explain a Process

Aiding the Understanding of a Sequence

Name:  Sally McDonald                        


                   Program:  LPN
Description: Goal: Explain the menstrual cycle. 

Strategy: Use a 2 Act play.  Count number of students in the class, write out characters on post it stickers, Ovum (2), Fallopian tubes (2), maturing follicles (any #), corpus luteum, (1), uterus (1), endometrium (1), anterior pituitary (1), hypothalamus (1), Follicle stimulating hormone (1), Luitenizing hormone (1), cervical mucous friendly (optional), cervical mucous hostile (optional), zygote (1), blastocyst (1), sperm (any #) successful sperm (1), mittlelschmerz (1). Zona pellucida (1) Narrator (instructor) reads out act 1, menstrual cycle ending in menstruation, then act 2 menstrual cycle ending in pregnancy.  Also could have a 3rd act, how the Oral Contraceptive Pill tricks the body into thinking it is pregnant so ovulation does not occur.

Rationale for the strategy:  Menstruation is a complicated process. This is a fun way to explain the interrelationships within the process.  This also helps students who are kinesthetic and visual to understand.  Another important facet is it takes the embarrassment away from the topic by making everyone take part and making it fun.

Time and Cost:  Not really any extra cost, just use of post-its or labels with string to define roles.

Results:  Students really seemed to enjoy this strategy and it helped them understand the interrelationships that occur and how important the sequence of events is.

How do I measure its success?  Comments by the class, students demonstrating an understanding of the concepts and the ability to remember them, passing tests.

Using Realia to Teach Concepts

Hands-On Learning Reinforcement

Name:  Debbie Crumb                         



Program:  Library
Description:  I teach a bunch of one-hour workshops for the Library on a wide variety of information literacy topics.  One strategy that I have found successful is to use what we, in Library Land, call realia (real objects) to teach concepts.  For example, I use a deck of 52 playing cards to teach the concept of Boolean searching.  Boolean searching uses the connectors/operators AND, OR, NOT to create search statements.  It can be used when searching the Library’s online catalog, most of the library’s online databases and when Advanced Searching in search tools such as Google.
Using Playing Cards to Demonstrate Boolean Searching

After explaining what Boolean searching is, I demonstrate it by having the class practice Boolean searching using a deck of cards.  I pass out 2-3 cards to each student from a regular deck of 52 playing cards (I use the whole pack except the Jokers).  Then I call out and show on the board/screen what combinations I am looking for.  If the student has any cards that meet the Boolean search criteria, they hold them up in the air so everyone can see them.  For example:  

 OR – Gets more results as only one term needs to be present


-kings OR jacks


-hearts OR diamonds


-red OR black

AND – Gets fewer results as all terms must be present


-black AND face card


-diamond AND jack


-heart AND 7

NOT – Gets fewer results as it is excludes terms from the results


-red NOT hearts


-black NOT face cards


-hearts NOT 7

At the end of the exercise, I collect the cards so I can use them again with a different class.

Rationale for the strategy:  I use realia for several reasons:  It is something that the students can feel and manipulate with their hands which helps reach the tactile learners.  It’s also helpful for the visual learners.  For example using the playing cards, students can clearly see the different results that are obtained by using the different Boolean operators/ connectors.  It’s fun!
Time and Cost: The cost in money varies depending on the realia that you use.  For example, the deck of cards cost me about $2.00 but it can be used over and over again.  The cost in time will again depend on the realia that you use.  In this particular case with the playing cards, the time is just the time it takes to conduct the learning exercise in the workshop.

Results:  Again, the results will vary depending on the realia that you use.  For example, with using the playing cards to teach Boolean searching, I can tell right away which students might have a problem understanding the concept as they hold up the wrong playing card(s).  It then gives me an opportunity to clarify the concept for the whole class.
How do I measure its success?  This will depend on the type of exercise and realia that is used.  In the example of using the playing cards to teach Boolean searching, I can tell it’s been successful if the students are able to hold up the proper playing cards by the end of the exercise.

I also measure the success by whether or not the students have enjoyed doing the exercise.  I believe if something is fun, more students will learn it.  For example, in the card playing Boolean exercise, they often joke and laugh about getting a good Poker hand.  I have some students comment on the written evaluation at the end of the workshop that they liked this Boolean exercise.
Using a Trivia Question

A Strategy to Focus Classroom Attention

Name:  Debbie Crumb                       



 Program:  Library
Description:  I teach a bunch of one-hour workshops for the Library on a wide variety of information literacy topics.  One strategy I find helpful is to always start the workshop with a Today’s Trivia question.  I have the question written on the white board before the workshop so the students can see it as they come into the Library’s classroom.   

If it is a library orientation for a program, the question I usually use is: “According to the Washington State Department of Employment Security, how many (insert name of program such as “welders” or “dental assistants”) were employed in Washington State in the year 2000?”

If it is not an orientation, three of my favorite general trivia questions are:

1) In what year were potato chips invented?

2) In what year was Coca-Cola invented?

3) In what year were friction matches invented?

Often, I will select a trivia question that has to do with the particular program of the students in the workshop.  For automotive students, I might ask:  “What is the official land-speed record for a car?” or “What is the world record for the most cars wrecked by a single person?”

I use a variety of sources for my trivia questions including:  The World Almanac, Guinness Book of Records, The Cultural Literacy Trivia Guide, In Search of Trivia and Useless Knowledge. 

Underneath the trivia question that I write on the white board, I always write the source where I found the question and the answer.

I start the workshop by verbally asking the trivia question and then inviting students to call out their answers/guesses.  I then write the correct answer on the white board and read a short blurb about it from the source I used.  I also tell them what source I used to find the answer.

The student with the closest answer wins a prize.  It may be a candy bar or a bag of chips (for the potato chip question) or a can of Coke (for the Coca-Cola question.)
Rationale for the Strategy: I use the trivia question strategy for several reasons:

It’s something for the early arriving students to think about as the other students are arriving.

· It’s something that gets their attention right away and gets them engaged and ready for the learning that is to follow.

· It is another opportunity to remind them about the importance of always citing your sources.

· It’s fun!

Time and Cost. The only cost in money is for the prize candy, chips or Coke ($0.50 - $1.00).  The trivia questions could be found in a variety of books in the RTC Library or from various web sites.  The cost in time is no more than 3-5 minutes.
Results:  The students seem to enjoy starting off the workshop with a trivia question and its gets them engaged and having fun right away.  If it is a group of students that I have for several different workshops on several different days, they come in each day looking for the trivia question (“What’s the question today?”) and start discussing it before the other students arrive.
How do I measure its success?  By the smiles on their faces and the laughter and discussion in the air.  Also, the students will often break out into spontaneous applause for the one student who gets closest to the correct answer

Informational Interviews

A Key Step in Job Search and Placement

Name:  Karen Braunstein-Post                                          Program:  Computer Science 
Description: Conducting informational interviews to aid in student job search, placement, honing of interviewing skills, building student confidence in their verbal and written communication skills, spreading information about the College and program to the business community and recruitment of Advisory Committee members.
Rationale for the strategy:  Developed as an aid for student placement and job search.  It has also become a way to foster confidence in students for actual job interviews and a mechanism for students to explore different career options within Information Technology.  It serves as a tool to help students hone their verbal and written communication skills. This also helps with recruitment of Advisory Committee members and advertising of the College and the Computer Science program.  


Time and Cost:  Monetary cost is minimal.  We use existing resources.

This is a quarter-long project for students.  It is a part of our IT Industry Research and Writing course.  I prepare students by helping them to identify companies and key personnel.  One of the ways we do this is by organizing a field trip to the Seattle Public Library.  The Business librarians give us a one hour talk on use of their printed and online materials.  This year I added a trip to our own library where I arranged for Debbie Crumb to do a one hour training on our own on-line database “Reference USA”.  Other preparation includes in-class development of a list of interview questions, development of phone and email scripts for making contact with industry personnel, instruction in interviewing strategies, dress/grooming and follow-up.  I encourage students to attend professional organization meetings and user group meetings, to network with relatives and friends to find companies they would be interested in researching.

Results:  The strategy has proven to have very positive results in placement of students (this year so far we have had three students get offers of job interviews and one who was offered a job as a result of the informational interview)  I also have students use this as a tool to allow them to educate themselves about the skills (technical and “soft” skills) required of different job titles within Information Technology; the job “culture” and how it differs from company to company and to research what industry professionals see as trends for the future.  This project has added benefits of building confidence in students who have never participated in a professional interview before.  Students consistently report that they find the exercise to be quite valuable in terms of experience that can be quite useful for actual job interviews.  Additional benefits of this exercise are that by sending students out into the business community to gather information, we are spreading the word about Renton Technical College and about the Computer Science program in particular.  Feedback from business people has been very positive.  These visits by students have often resulted in representatives from companies coming to visit our facility and speak with our students here.  In addition, we have recruited Advisory Committee members from relationships forged as a result of informational interviews.

How do I measure its success?  Students are required to conduct at least one informational interview with a company of their choice during the Winter Quarter.  After gathering their research, each student then completes a 5-page term paper.  The first three pages of this paper report the interviewee’s responses to our list of questions including their personal views on the industry and its future direction.  The last two pages contain the student’s own opinions of the interview process, their findings, what they could do differently next time and what they learned from the experience.

This paper is graded for content, spelling and grammar.  These papers are shared with the rest of the class and with the industry participants if they desire.

Other measures of success would include students who receive interview or job offers as a direct result of their informational interview/s.  This year we have had three such offers to date.  (I have attached the text of to the end of this document).  

From: Troy Werelius [troy_werelius@lucid8.com]

Sent: Thursday, February 26, 2004 2:04 PM

To: Ron bartley; Todd Werelius

Subject: RE: Ron Bartley (Renton Technical College)
Thanks for the update Ron, it is good to hear from you because I have been meaning to put a bug in your ear regarding employment.  I understand that you  want to wait until you’re done with school however;

1.  I think that overlooking the added value of joining us earlier, i.e. you get to work and study on the same subjects which will help you excel much faster then starting employment once you complete your courses.

2. We realize that you haven't completed your education as of yet so our expectations are measured accordingly. 

3. There is no entry exam or test if you want to start before completing your courses, you have a "pass go" card from both Todd and myself 

4. Our desire to get you started earlier rather then later is so that we can build up your skills to be part of the L8 A team.  All things take time and the sooner you start the better and farther we all get and as more time passes while on the job your abilities and benefit to the employer will accelerate.

Anyway I really think that you should reconsider, however, all that aside if you still want to wait I understand and we will certainly look forward to reviewing employment opportunities at that time.

FYI:  We have just requested recommendations from your school for 2 new positions, so don't be surprised if you see the posting around school. If you know of anyone else that would make a great team member please let us know.

Thanks for your time and I look forward to hearing back from you

Sincerely    

Troy C. Werelius 

Lucid8 Information Services LLC 

* troy_werelius@lucid8.com 

* Phone:  425.451.2595  Ext 500

*  Monday-Friday 8:00am to 6:00pm PST 

Encouraging Students to Read Aloud


A Presentation on Information Processing

Name:  Michael Dahl                      



   Program:  Counseling
Description: Encourage your students to “Read Aloud”.  An explanation of information processing needs to be given to the students.  To get the student to understand the process simply tell the student that by reading aloud, multiple receptive processes are initiated in the brain.  

Point to the left front portion of the brain just above and behind the eye.  Tell the student this is where oral speech is developed and by reading aloud, this part of the brain is activated.

Then point to an area of the head just above the front area of the ear.  Run your finger from ear to ear and say this is the area of the brain where we receive information from the outside world.  It is also the area of the brain that activates our muscles.  So when we read aloud, this area of the brain is activated.

Then point to the back portion of the head.  This is the area where the visual cortex is located.  By reading aloud or reading silently this portion of the brain is activated.

The point to an area just above the ear and about half-way between the ear and the eye.  This is the where the temporal lobe is located.  This area of the brain has a lot to do with written and oral expression.  When reading aloud, this area of the brain is activated.

Then point to an area above the center of the ear.  This is an area in the brain referred to as Wernicke’s Area.  This is where the integration of visual and auditory information takes place.

Then tell the student that by reading aloud, it can be understood that it creates whole brain functioning and give a person a better chance for retention of information.

Rationale for the strategy:  To assist information acquisition and retention.
Time and Cost:  No cost, simply a few minutes of lecture on how the process is to be presented by the student.

Results:  More participation in classroom discussions and exercises.  Better results on tests.
How do I measure its success?  Increased student participation.  Increased performance on activities and tests.
Giving Students Extensive Handouts

Improving Information Retention for a Variety of Students

Name:  Debbie Crumb                       



 Program:  Library
Description:  I teach a bunch of one-hour workshops for the Library on a variety of information literacy topics.  Often the topic includes learning how to use a  computer-related library resource such as an online database.  Because there is often a wide variety of skill levels and English language levels, I always prepare and distribute to each student, a workshop handout that has all the notes for the workshop.  The handout will frequently include more information than what we actually have time to cover in the workshop.  As an example, the following is a copy of the handout that I developed for the Online Job Search Workshop that the Library is currently offering

Rationale for the strategy: By giving each student an extensive handout, they don’t have to waste time taking notes and can concentrate instead on participating and having fun in the workshop.  It also is a tool that they can refer back to after the workshop is over to reinforce what they learned
Time and Cost:   The cost in time is my time to develop the handouts and the time it takes to photocopy them.  Even though it may take me time to develop the handouts, they are also very useful to me as I use them to teach from.  It helps me to organize my thoughts on how I want to present the workshop material.  Once I have develop the handouts, I can then copy and paste appropriate sections from them into new documents that I develop for other different workshops.

The cost in money is the photocopying costs.  Depending on the length of the workshop, the handout usually is 4 - 8 pages (2 – 4 pages if copied back to back) in length.

Results:  Students seem appreciative of not having to take notes.  I also can move through some of the workshop material more quickly by telling the students that they can refer to the handout for more information

How do I measure its success?  Few students leave their handouts behind in the Library classroom when the workshop is over.  I’ve also had students come back later into the Library when they are working on a project (such as writing a research paper) and they have the workshop handout in their hand (such as the handout about how to use NoodleBib to create bibliographies online for their research paper).   At a Student Advisory Committee meeting on 03/11/04, I had a student ask me for a copy of the handout for the Online Job Search Workshop that I was promoting
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Online Job Search Workshop

(03/11/04)

Online = Small Part of the Process

Online job searching is a small part of the overall job hunting process.  According to one study, only 4% of all online job hunters actually found their most recent job that way. (Bolles, Richard Nelson.  What Color is Your Parachute.  Berkeley, CA: Ten Speed Press, 2003, p.32.)  Parts of the job search process include:

· Assessing your interests and skills

· Defining your job goals

· Researching careers and occupations

· Getting the training and education you need for your desired career or occupation

· Developing a job search strategy

· Networking

· Joining occupational-specific online mailing lists (listservs)

· Developing your resume

· Writing a cover letter

· Searching for job openings

· Researching potential employers

· Customizing your resume and cover letter

· Sending your resume and cover letter
· Following up on job leads

· Interviewing

· Following up after the interview

· Practicing patience as you wait for job offers

· Being offered the job

· Negotiating salary and benefits

· Accepting the job

· Putting your best foot forward in your new job and passing probation

· Keeping your job and/or advancing in your job.

What We’ll Cover & Why It’s Important

This workshop will focus on how to conduct basic online searching for job openings and information about potential employers.  We will be using two online databases that the RTC Library subscribes to:  WOIS and ReferenceUSA.  We’ll also use some of the job web site links from the RTC Library’s web site including the WorkSource Washington web site.  

It’s important because the more you know about how to use some of these resources, the easier it will be to quickly find the information that you are looking for.

If you need help with any of the other above steps of the job search process, please contact the RTC Student Success Center (see page 7 of this handout for more information).

Using the Wireless Laptop Computers

Turning on and Logging into the Notebook Computer

1. Press the silver button above the keyboard to turn the computer on.

2. Press the Ctrl + Alt + Del keys all at the same time.

3. Click in the User name blank box and enter trcguest
4. Click in the Password blank box and enter trcguest
5. Leave the Log on to box to show the equipment tag number of that computer.

Make the Notebook Computer Screen Easier to Read

· Tilt the computer screen away from you.

· Hold down the blue Fn key (left side) and tap the key with the blue sun and up arrow (right side) several times.

Opening and Closing a Program

1. Click on the green Start button at the bottom left corner of the screen.

2. In the Start menu, click on the name of the program you want to open.

3. If you can’t see the program name, click on All Programs to see more names.

4. When the program is open, it will show the name of the program on the title bar.

5. To close a program, click on the red X button in the upper right corner.

How to Minimize, Maximize and Close Windows 

In the upper right corner, there are 3 buttons:

· Click on the Minimize button (-) to hide the window (it will still be listed on the taskbar at the bottom).

· Click on the Maximize button (the middle button) to make the window re-appear.

· Click on the Close button (X) to close a window. 
Using MS Internet Explorer
Connecting to Web Sites, Navigating and Viewing Pages

1. Open MS Internet Explorer to connect to Internet. 

2. Click on the web address in the Address box (will highlight the web address in blue). 

3. Enter the web address of the site to connect to (you don't need to input http://) and press the Enter key. 

4. Use the Back and Forward buttons to move to previously displayed web pages.

 

Printing Web Pages 

1. Have the web page you want to print showing on the computer screen.

2. Click on the Print button on the menu bar OR click on File on the menu bar, and then click on Print.  

3. When the Print dialog box opens, select the desired Page Range and then click on Print.

4. When in doubt about the size of the print job, click on File on the menu bar, and then click on Print Preview to see how many pages are in the document.

 

Printing Web Pages with Frames

· Frames are distinct areas within the display screen.  To print information within a frame, you can select/highlight the desired information and then click on File on the menu bar, then click on Print, and when the Print dialog box opens up, select to print just the Selection.


· Another way to print within frames is to click on File on the menu bar, then click on Print Preview and then select to print the page As laid out on the screen or Only the selected frame or All frames individually.

 

Saving Web Pages to Floppy Disk 

1. Have the web page you want to save displayed on the computer screen.
2. Click on File on the menu bar. 

3. Click on Save As in the drop down menu. 

4. Select where to Save In file such as 3 1/2 Floppy (A) for saving to a floppy disk.

5. Select to Save as Type as either a Web Page (you’ll need web browser to view it) or as Text File (you’ll need word processor to view it).
6. Keep the same file name or give it a new name. 

7. Click on the Save button.
 
Copying Web Page Text to Word Processing Document

1. Open up both MS Internet Explorer and a blank document in a word processing program (Word, WordPad, NotePad, etc.).

2. Minimize the word processing program.

3. While in MS Internet Explorer, highlight the desired text. 

4. Click on Edit on the menu bar. 

5. When the drop down menu appears, click on Copy. 

6. Click on blank document in Windows taskbar to maximize the word processing program. 

7. Click in the word processing document where you want to insert the copied text. 

8. Click on Edit on the menu bar. 

9. When the drop down menu appears, click on Paste. 

10. Repeat the above steps until you have copied all the text you want.

11.  You may need or want to reformat the pasted text. 

Using the RTC Library’s Web Site
The RTC Library’s web site contains a variety of resources that may be helpful in your job search.  Anyone with a computer and Internet access can go to the RTC Library web site at http://www.rtc.edu/library   At the RTC Library’s web site, click on the desired link.  If you need more help, please contact any library staff member.  The RTC Library phone number is (425) 235-2331 and the fax number is (425) 235-7816.  The email address is librarian@rtc.ctc.edu .

Library Online Catalog

The RTC Library’s online catalog lists the materials (books, videos, audiocassettes, etc.) owned by the Library.  The catalog can be searched in a variety of ways including by keyword, author, title or subject.  The search results will give information about the material, which collection it is located in and the call number (the number you need to find the material on the shelf.)

The RTC Library has a special C/J Collection (Career and Job Search) in the Library.  In the C/J Collection you will find books dealing with:

· different career fields

· practical help on finding and applying for jobs

· directories that list Pacific Northwest employers

· directories that list employers from all over the U.S. and from some countries outside the US.

Listed below are just two examples of RTC Library books that contain information about online job searching:

· Ackley, Kristina M.  100 Top Internet Job Sites.  Manassas Park, VA: Impact Publications, 2000.  [650.140285 ACKLEY 2000 in the C/J Collection]

· ADAMS Electronic Job Search Almanac 2000.  Holbrook, MA: Adams Media Corporation, 2000.  [650.14 ADAMS 2000e in the C/J Collection]

The RTC Library also has some media (videos, audiocassettes) on job searching that are located in the 650.14 section of the Media Collection.

Ask any RTC Library staff member for help in finding these materials.  Most of them are available for checkout with an RTC Library card.  If you don’t yet have an RTC Library card, ask any library staff member and they can help you sign up for a card.

Library Online Databases

The RTC Library subscribes to several online databases that can be accessed from any computer on the RTC Campus via the college’s campus network.  Two of the Library’s online database subscriptions (eLibrary and ProQuest) have articles from magazines, journals and newspapers about the job hunting process. These articles can be viewed online, printed out, saved to floppy disk or sent to an email address. Another database (WOIS) has information about occupations in Washington State and links to job openings.  Another database (ReferenceUSA) has basic information about companies, organizations and government agencies.  If you need help using the Library's online databases, read the screens and use the Help or Search Tips options.  If you still can't find what you need, contact any library staff member for help.  

Access From RTC Campus

· Go to RTC Library's web site <http://www.rtc.edu/library>.
· Click on Online Databases link.
· Click on the title of the desired database.
Access From Off Campus (you must be a current RTC student or staff member)
· Follow the same instructions as access from the RTC Campus.

· To use most of the databases, enter your RTC Library card number (located on back of card) and in some cases, your last name.

· Ask library staff for the special login and password needed for WOIS and NoodleBib.
· The current WOIS login is rentontc and the password is nsr464 
· The current NoodleBib login is rentontc and the password is trc202
Using the WOIS Online Database

The WOIS online database contains information about occupations in Washington State including an occupational summary, related occupations, task list, common work activities, working conditions, physical demands, skills and abilities, knowledge, interests, training, educational programs, helpful high school courses, hiring practices, advancement opportunities, wages, employment, outlook, other resources, videos, and references.  It also contains links to Washington State job openings from the America’s Job Bank web site.  In the Tools section of WOIS, there are several online tools to help you decide what occupations you are best suited for.

1. Go to the RTC Library’s web home page at http://www.rtc.edu/library 

2. Click on the Online Databases link.

3. Scroll down the page and click on the WOIS link.

4. In WOIS, click on the Occupations link.

5. Click on the desired occupational title link.

6. In the occupational description, click on the Hiring Practices link.

7. Click on the Find Jobs button for the desired job within that occupation.

8. Click on the desired job for more information about that job.

Using the Jobs Links at the Library’s Web Site

1. Go to the RTC Library’s web home page at http://www.rtc.edu/library 

2. Click on Subject Links.

3. Click on Student Life Links.

4. Scroll down the page and click on the Jobs link.

5. Click on the title of desired job web site.

6. For example, click on the WorkSource Washington link.

Using the WorkSource Washington Web Site and Centers

WorkSource Washington is a joint venture of several Washington state agencies and colleges, Workforce Development Councils, businesses and labor.  The WorkSource Washington web site provides a variety of services for job hunters including a resume center, links to information about job hunting and job web sites and listings of current job openings. There are WorkSource Washington Centers located throughout the State run by the State Dept. of Employment Security.

On the RTC Campus, contact WorkFirst Coordinator Jennifer Gillis at (425) 235-2352 x2286. She is located in Room J-218.    

The WorkSource Renton Center is located at 919 SW Grady Way, Suite 125, Renton, WA  98055.  Their phone number is (206) 205-3500 and their fax number is (425) 271-0885.

At the WorkSource Washington web site (http://www.wa.gov/esd/employment.html):

1. Click on the Quick Job Search tab.

2. Select a desired location from the Select a Location – Required drop-down menu.

3. Select desired occupational grouping from the All Occupations drop-down menu.

4. If desired, check boxes for Part-Time Only or Entry Level Only.

5. If desired, enter one or two keywords in the Keywords (Optional) box and indicate whether to search for All of the words, Any of the words or as a phrase.

6. Click on Search Jobs button.

7. In the results list, click on the job title for more information about that job.

8. For additional info about the employer, click on the Employer URL link if available.

9. Click on the Advanced Search tab to search for multiple locations or to sort by relevance, date or location.

Using the ReferenceUSA Online Database

ReferenceUSA is an online database that contains basic information about U.S. and Canadian businesses, organizations and government agencies as well as residential listings from U.S. phone books.  It is one of many sources for information about potential employers.

To look up basic information about a company, organization or government agency in ReferenceUSA:
1. Go to the RTC Library’s web home page at http://www.rtc.edu/library 

2. Click on the Online Databases link.

3. Scroll down the page and click on the ReferenceUSA link.

4. Click on the Business Database link.

5. In the blank search box, enter the name of the company you want to search.

6. In the appropriate boxes, enter the city (if known) and the name of the state. 

7. Click on the Search Now button.

8. In the results list, click on the name of the company to get a detailed listing.

For additional information, click on the URL (if one is listed) for that company to go directly to their web site.

To view other records linked to a specific record (branches, subsidiaries and headquarters), click on the up and down triangles to the right of the record. For more information on linkage, click on the word Linkage at the top of the linkage column.

To print a screen, click on your browser's Print button.  To print the results, either use your browser's Print button or click on the boxes next to the records you want to print and click on the ReferenceUSA Print button.  The number of records that can be printed at one time is limited based on the Library's subscription. 

Click the Download button and select how you want your records saved (file format, computer platform and the level of detail) and then click on the Download button.  The total number of records that can be downloaded is limited based on the Library's subscription.  

To see the location of the company on a map, click the Map This! link at the bottom of the screen. 
When searching in ReferenceUSA:
· Keep it simple. When searching by Company Name, use any distinctive words.

· Use an asterisk ( * ) as a wildcard or truncation symbol when unsure of the spelling.

· Be as specific as possible to limit the number of results.

Researching Companies and Organizations Online

ReferenceUSA is only one of many online resources that you can use to find out information about companies and organizations.  For an online tutorial on how to find information about companies and organizations on the Web, visit Debbie Flanagan’s web site Researching Companies on the Internet – A Tutorial located at http://www.learnwebskills.com/company/index.html  

Other Resources
The RTC Student Success Center

In the RTC Student Success Center (Room J-218), you will find job announcements which you can review as well as other resources.

If you need help with any of the activities listed below, please contact Tasceaie Jennings, the Placement Coordinator, at the Student Success Center in Room J-214.  Her phone number is (425) 235-2352 x7785 and her campus mail box is #59.  Her email address is tjennings@rtc.ctc.edu
· Resume and cover letter writing

· Job application completion

· Career research

· Employer contacts and research

· Interviewing skills

· Job search techniques

· And more!

Your Local Public Library

Your local public library (King County Library System, Renton Public Library, Seattle Public Library, etc.) also has many materials and online databases that might be helpful in your job search process.  You will need a library card issued by your local public library to check materials out of their libraries.  You can access their databases at the many branch libraries or from any computer with Internet access using your public library card number.  If you need more information about your local public library, how to contact them or how to get a library card from them, please ask any RTC Library staff member for help.

Workshop Evaluation

Please complete the optional, anonymous workshop evaluation form.  Completing the evaluation form will help us improve future sessions of this workshop.  Thanks for your help!
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Job Search Web Sites

(03/11/04)
Below are web sites that may be helpful in your job search.  To access these web sites:

1. In MS Windows, click on the green Start button at the left bottom of the screen.

2. Click on the Internet - Internet Explorer option to access the Internet.

3. In MS Internet Explorer’s Address box, click on the web address to highlight the address in blue.
4. Enter the exact web site address of the site you want to go to.
5. Press the Enter key.
	Career & Occupational Info, Job Links 
	

	America’s Career InfoNet
	http://www.acinet.org

	JobHuntersBible (What Color is Your Parachute?)
	http://www.jobhuntersbible.com 

	Occupational Outlook Handbook
	http://www.bls.gov/oco 

	The Riley Guide
	http://www.rileyguide.com 

	Quintessential Careers
	http://www.quintcareers.com 

	WOIS  (College or Library-paid subscription)
	http://www.wois.org/online/wci.cfm 


	City/County/State Job Sites
	

	City of Bellevue
	http://www.cityofbellevue.org/page.asp?view=1038 

	City of Burien
	http://www.ci.burien.wa.us/jobsvol/jobs_volunteers.htm 

	City of Federal Way
	http://www.ci.federal-way.wa.us/depts/ms/hr/employ/listings/index.htm 

	City of Renton
	http://www.ci.renton.wa.us/hrrm/jobs.htm 

	City of SeaTac
	http://www.seatac.wa.gov/cgi-bin/showjobs.pl 

	City of Seattle
	http://www.ci.seattle.wa.us/html/business/employment.htm 

	King County
	http://www.metrokc.gov/ohrm/jobs/  

	University of Washington
	http://www.washington.edu/admin/hr/uwjobs/ 

	Wash. St. Dept of Personnel – State Jobs
	http://hr.dop.wa.gov/statejobs/jobs.htm 

	WorkSource Washington
	http://www.wa.gov/esd/employment.html 


	Local/State Newspapers
	

	King County Journal
	http://kingcounty.abracat.com/c2/employment/search/index.xml 

	Seattle Post-Intelligencer & Seattle Times
	http://classifieds.nwsource.com/jobs/  

	Tacoma Tribune
	http://www.southsoundjobs.com

	WorkSource Wash. Newspaper Links
	http://www.wa.gov/esd/work/jobs.htm 


	National Job Banks
	

	America’s Job Bank
	http://www.ajb.dni.us 

	Career Builder
	http://www.careerbuilder.com

	FlipDog.com
	http://www.flipdog.com 

	HotJobs.com
	http://www.hotjobs.com 

	Monster.com
	http://www.monster.com


	Researching Companies/Employers
	

	Big Book
	http://www.bigbook.com

	CEO Express
	http://www.ceoexpress.com 

	EDGAR Database of Corporate Info
	http://www.sec.gov/edgarhp.htm

	Hoover’s Online: the Business Info Authority
	http://www.hoovers.com 

	ReferenceUSA    (Library-paid subscription)
	http://www.referenceusa.com 


How to Improve your Lessons

Using Suggestions from the Berkeley Compendium Online

Name:  Connie Berrysmith                                                   Program:  Dental Assistant
Description:  I used an internet site “Teaching with Excellence” at the Berkeley Compendium site coordinated by Barbara Gross Davis, which provides strategies for improving your lessons by updating, revising, changing, adding or deleting information on an “as needed basis” to help you to become the best instructor you can be.  

The four points I focused on are:  
1) Review your textbooks   




   

2) Keep cumulative notes for each topic 




   

3) Keep a Journal   



               

4) Re-work your lecture notes

Rationale for the strategy:  The information contained on this website is extremely relevant to instruction and very beneficial to any instructor who wishes to improve their lessons.  Improving lessons is one of the key principles of “differentiated learning.”

Time and Cost:  The time involved in preparing your lessons following these strategies are no different than when you prepare any good lesson plan.  Using the strategies for improving your lessons each time you give them only takes a few moments at the end of the day, and the benefit of you being an awesome instructor is well worth the time.  You will be highly organized and thorough in your delivery and your confidence will soar knowing that you have perfected your lessons.  The cost is very minimal.  I suggest putting each lesson into a binder and protecting your note pages with plastic covers as you will be using them over and over again.
Results:  Since I began using this strategy, my lessons have improved tremendously.  I would highly recommend this to any instructor who is using power point.
How do I measure its success?  I know that these strategies are successful because I am guaranteed to meet the learning objectives each and every time I give the lesson and by using the improvement strategies I can be sure to remember what went well, what needed improvement as well as never forgetting important points in the lecture.  I can add details to the lesson and remember important things that came up during the lesson for next time.  I can add student comments and be sure to remember difficult concepts.  These instructional strategies will make you shine and be one of the most effective, successful instructors on campus!

Note:  We had to shorten this entry but you will find The Berkeley Compendium at http://teaching.berkeley.edu/compendium.  Appendix B has a self-evaluation form to identify aspects of your teaching you want to improve and menus to locate suggestions.  Related information is in Davis’ Tools for Teaching available in the Renton Technical College Bookstore or Library.

It Says, I Say

Using Paraphrasing to Reinforce Learning

Name:  Michael Dahl                         


Program:  Counseling
Description: The Strategy is called “It Says, I Say.”  This is for review questions at the end of a chapter.  It is meant to get the student to work with the information multiple times.  In other words, the more the person repeats the information the greater the likelihood the information will become a part of the student’s long-term memory.  The steps are as follows:

1.  On a sheet of paper that you are going to answer the question, write the 

     question verbatim.

2.  “It Says” - Look up the answer in the text and write the answer to the question

     verbatim.

3.  “I Say” – then in your own words convert the exact text into the statement

      that has meaning to you.

4.  The next step is to list the page or pages where you found the answer.

Rationale for the strategy:  To assist information acquisition and retention.
Time and Cost:  No cost, simply a few minutes of lecture on how the process is to be presented by the student

Results:  More participation in class room discussions and exercises.  Better results on tests.
How do I measure its success?  Increased student participation.  Increased performance on activities and tests.
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Connie Berrysmith 


RSQC2, 20


Categorizing Grid, 18


Classroom Management, 23


Coat of Arms, 38


How to Improve Your lessons, 70

Rich Brownell


Warthog Certificates, 33
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Door Prize Drawings, 29


Giving Students Extensive 


Handouts, 58


Using a Trivia Question, 52


Using Realia to Teach

   
Concepts, 50

Michael Dahl


Encouraging Students to Read 

    Aloud, 57


It Says, I Say, 71
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Interactive Board Games to Test 


Student Skills, 19

Kinsey Fobes


Using Exam View, 22

Sandra Goldsbary


Jeopardy, 43


Student Concentration with White 

Boards, 21

Glenda Hanson


Active Voice or Round Robin, 36

Michele Benjamin Lesmeister


Using MS Word Form Feature to 


Create Exercises, 13

Noreen Light

Sally McDonald

Active Role Playing (Labor), 35


Jeopardy, 44


Poster Stems, 45


Student’s Acting Out a Process 


(Osmosis), 48

        
Using a Play to Explain a 

 
Process, 49

Linda Morales


Electronic Job Applications, 5


Electronic Student Portfolios, 6


Googling, 8


Multimedia Presentation to Intro-

duce New Vocabulary, 9


Spreadsheet to Track Student’s 


Progress, 10


Student Goal Writing, 11


Using Excel to Keep Track of 


School Hours (Electronic 


Timesheet), 12


Webpage for Students with 


Homework & Resources, 17

John Mundy


Excel Database for the 



Automotive Industry, 7

Karen Braunstein-Post


Informational Interviews, 54

Mimi Reed


Recipe Raps, 46

Leza Schimelpfenig


Human Relations Activity with 


Children’s Puzzles, 41

Shannon Sharpe


Fun Bucks, 31

   Reviewing Exams, 32

Expires





 100 pts





Dry erase lapboards are available through � HYPERLINK "http://www.oreintaltrading.com/" �www.orientaltrading.com� for $19.95/dozen as of 8/04.


Shower board from home improvement stores can also be cut into individual lap boards.





Congratulations to the competition winners:


			


			Instructor			Strategy


			Berrysmith Connie		Categorizing Grid


			Fobes, Kinsey			Using Exam View


			Lesmeister, Michelle		Using MS Word Form Feature 


							     to Create Exercises


			Light, Noreen			Reviewing Exams


			MacDonald, Sally		Students Acting out a Process			   	Morales, Linda		Electronic Job Applications


			Post, Karen Braunstein	Informational Interview


			Reed, Mimi			Recipe Rap 


			Sharpe, Shannon		Medical Bucks
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Not redeemable for cash. Redemption value not to exceed $00.00





Authorized by





This certificate entitles:





MART  100% Shop Grade 





This game can also be played as an exercise in non-verbal communication with a third instruction that the students not talk or write notes while completing the puzzles.





Want to play a high tech version of Jeopardy - -Complete with screen images and buzzers?





Contact Instructional Improvement


425-235-2434 or instructimprove@rtc.ctc.edu
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