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How to use this report

This manual has a simple layout dividing everything into sections. Following the page (page 10)
entitled "What Is Each Section About?" will allow the reader to focus on the areas of the
importance to them. It is strongly suggested to take the time to review the entire manual, to
understand the project from beginning to end.

The last section of the manual contains Appendices referred to throughout the manual. It was felt
that placing them at the end would make the manual less cumbersome. If you would like a copy
of any of the PowerPoint presentations found in the appendices, just e-mail your request to
Project READ at pro jread@golden.net.
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Project Overview

The goal of this project was to create a template or model for other networks and literacy
providers to set-up their own coordination process of workplace education services within their
regions. The following is what we accomplished.

OBJECTIVES:

a) PROTOCOLS:
» Established reference committee from all area literacy providers, similar to the Literacy
Community Planning Process or Literacy Service Planning groups (LSP)

» Established new group dynamics and relationships, as some providers had different
representatives from the LSP's

» Established clear marketing goals and objectives for the group. This included:

1.
3.
4,
5.

6.

Gathering of current workplace training provided

Identification of area of expertise or niche of each provider

Who wished to provide basic skills education for the workplace and who wished
to provide basic skills education for the workforce

Established what the network's role would be: coordination, Organizational Needs
Assessments (DNA), evaluation, referrals, etc.

Identification of Industry Sector focus. What industries were identified in local
board's environmental scans as requiring basic skills upgrading?

Identification of fee ranges for training

» Established performance indicators. Quality control is essential to the success of
coordination of workplace training and these standards are the basis used to evaluate and
maintain quality.

b) MARKETING:

» Established the marketing plan and strategies. This included creating the packages that
would be used in marketing. It required finding area champions, meaning businesses
where providers have already had successful workplace programs running and receiving
letters' of reference. This can also include businesses that have utilized clear writing
services.



c) TRAINING:
» Some providers were ready to take on workplace basic skills training immediately, others
required further training themselves.

» ONA's. Once we had decided who would be doing the aNA's (network or providers),
training was required on this form of assessment which differs greatly from the individual
needs assessments currently done within LBS programs.

» Contracts and Proposals. This training ensured all providers knew what was required
within a proposal to cover their costs (program development, assessments, training and
evaluation). Ensured all providers knew what was required within a contract to formalize
the business contract they would make.

» Setting up a workplace education program. Training was required on the process to set-up
a program once the aNA had been completed and results shared.

d) EVALUATION:
» The reference committee needed to approve the evaluation process. This was to establish:
1. Who will provide the evaluation?
2. What will be evaluated?
3. What will the evaluation look like?
4. Who will receive the results of the evaluation?
5. What will be done with the results of the evaluation?

The evaluation is the only tool that could be used to ensure the training was meeting the core set
of standards developed by the committee.



Background

Prior to this project, PRLNworked closely with the Waterloo-Wellington Training and
Adjustment Board (WWTAB) to address the literacy needs uncovered by the board's
Environmental Scans. WWTAB completed 3 Environmental Scans (E-Scans) for Waterloo
Regionand Wellington County:

» 1stE-scan: focused on literacy and basic skills needs in 4 industry sectors.

» 2ndE-scan: found there were literacy and basic skills issues focusing on health and safety
within the grocery producers and automotive parts and related manufacturi ng.

» 3 E-scan: sought out more specific information on the literacy and basic skills needs
based on the recommendations of the 2.1 E-scan.

The result of the 34 E-scan was the identification of 3 sectors that would benefit
from literacy upgrading. They are as follows:

A. Grocery Producers

B. Automotive Parts and Related Manufacturing

C. Agriculture and related fields

INITIAL REFERENCECOMMITTEE:

WWTAB approached Project READ about addressing the identified literacy needs in the
Grocery Producers sector. The Local Board facilitated a series of meetings between literacy
agencies and grocery producers as well as an action plan to address the sector's basic skills
needs. Project READ, area literacy providers (college, school board and community-based),
United Food and Commercial Workers Union, Canadian Grocery Producers Council and local
grocery producers attended the meetings.

Based on the E-Scans and the meetings with the grocery producers, Project READ applied for
funding to develop a model of Workplace Literacy Coordination.



Project Purpose Goals and Objectives

PURPOSE:
» Literacy agencies in Waterloo-Wellington wanted to address the gap between workplace
literacy needs, delivery capacity and potential opportunities.

» Building on a long history of partnership and strong literacy service planning, agencies
were ready to embark on developing a strategic plan to reach employers, employees, and
organized labour groups in our region. With evidence from literacy surveys (IALS),
published by Statistics Canada and environmental scans by Waterloo-Wellington
Training and Adjustment Board (WWTAB), we recognize unaddressed, employment
related literacy issues in our community.

» We wanted this pilot to be both a capacity building exercise for literacy agencies and a
coordinated effort to reach key workplace stakeholders.

GOALS:

1) To develop an effective and strategic marketing plan to reach targeted workplace sectors in
our region in an attempt to increase accessibility of management and workers to services. This
includes:

» identifying appropriate strategies;

» setting tangible outcomes and outputs;

» developing appropriate materials to provide employers and employees with information
regarding the most efficient pathways to both workplace and community literacy
programs.

2) To work collaboratively with literacy delivery agencies to develop a protocol to deal with
identified workplace needs and to develop agency capacity to meet those needs effectively
and efficiently.

3) To consult with key workplace stakeholders (i.e.: labour, employers, Waterloo- Wellington
Training and Adjustment Board, HRDC among others) and target three industry sectors to
distribute the protocol materials (Two sectors have been identified by WWTAB - Auto Parts
and Grocery Producers).

Objectives:

1) Develop, in consultation with area literacy providers, a written protocol or flowchart of
potential pathways that employers and employees can follow to access either workplace
(on-site) or community (off-site) literacy programs to increase employment related
literacy skills.

2) Facilitate discussions among literacy agencies to define their service niches within the
range of workplace literacy and employment-specific literacy programs.



3) Over the course of several meetings, consult with key workplace stakeholders regarding
targeting three industry sectors, discussing the best strategies to approach the individual
employers within the sectors, and to make contributions to the written protocol or
flowchart.

4) Develop and publish protocol materials specifically targeted at employers and employees,
and labour unions to inform them of how to identify workplace literacy issues and/or
access workplace or community literacy programs - potential pathways.

5) Develop and implement an effective plan of distribution of protocol materials to
individual workplaces and unions within the three targeted sectors.

6) Develop an evaluation plan and evaluative tools to assess our written protocol,
distribution plan, and materials by gathering feedback from employers, employees and
labour representatives.

7) Publish materials and protocol in a final report and distribute it to networks and other
groups across the province and/or Canada

What Each Section Is about

This report is divided into 7 sections plus appendices. You can read each in sequence or turn to
the section which most suits your current local situation and needs. This is a template of an
action plan to develop a local model of coordination. Take it as a whole or in parts. Good Luck!!!

SECTION 1 - Workplace Planning Process

This section discusses the Workplace Planning Process. It includes the set up of planning
process, information gathering and sharing, training for the providers and evaluations. Sample
questions and processes follow each topic of discussion. Detailed questionnaires and some
training handouts are in Appendix One, Two, Three and Five.

SECTION 2 - Marketing
This section includes the marketing strategy with many easy-to-use examples. A full copy of the
marketing materials is included in Appendix Four.

SECTION 3 - Evaluation of Process
Included is an evaluation of the process we used to gather information as well as an evaluation of
the project.



SECTION 4 - Field Test with QUILL Network

This highlights the results of our initial field test of setting protocols within

another network that includes a rural perspective. PowerPoint presentation with notes is included
in Appendix 6.

SECTION 5 - Recommendations, Challenges and Accomplishments
This section compiles the recommendations we have gathered based on the experience of this
project in our region.

SECTION 6 - Financial Requirements
MTCU requested that our project make a recommendation of the financial impact of hiring a
marketing person for workplace literacy.

SECTION 7 - Resources and Bibliography
This section includes all of the resources used with a brief description where appropriate.

APPENDICES - Tools for You
This section is divided into six areas.
» Appendix One contains a list of questions we asked all literacy providers in Waterloo-
Wellington to understand the extent of their knowledge/experience in regards to
workplace/workforce literacy.

» Appendix Two contains questions used for an Organizational Needs Assessment or ONA
(this is an assessment of literacy and basic skills needs within a workplace environment).
It also contains an observation checklist for the assessor.

» Appendix Three contains various key handouts obtained during the Administrative and
Practitioner Training days. It includes "Making a Presentation on Your Services",
"Developing Contracts", "The Componentsof the Training/Individual Needs

Assessment", "PlanningFor Program Delivery", "The Role of the Workplace Educator",
and a "Workplace Materials Checklist".

» Appendix Four contains copies of the marketing materials we developed. It also contains
samples of marketing phone scripts, a cover letter and a PowerPoint presentation for
marketing.

» Appendix Five contains sample proposals and contracts for workplace training.

» Appendix Six contains the PowerPoint presentation we delivered to the QUILL Network
to orient their members to workplace/workforce literacy and coordination.
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Workplace Planning Process

The following are the steps we suggest taking in the planning process.

A. SET-UP PROCESS
1. Key Players
2. Pre-Marketing Checklist

B. AWARENESS OF GROUP DYNAMICS AND DEVELOPING A TRUSTING
ENVIRONMENT

C. INFORMATION GATHERING AND SHARING

D. DETERMINING NICHES

E. TRAINING FOR DELIVERY AGENCIES
It is important to establish the training needs and address these needs as
soon as possible.
1. OVERVIEW OF WORKPLACE EDUCATION
2. ORGANIZATIONAL NEEDS ASSESSMENTS
3. Part One - MARKETING AND CONTRACTS FOR
ADMINISTRATORS and Part Two - DEVELOPING
WORKPLACE/WORKFORCE TRAINING FOR PRACTITIONERS




Set Up
Key Players

In order to be successful with your Workplace Planning, The network must have
the right players at the table from the beginning. Your setup may look something
like this:

GROUP ONE - LITERACY PROVIDERS - WHO SHOULD BE THERE?

[You may have two groups (see next page for description of "Group Two") to
consult with or you may combine them depending on the size of your region].

It is key to have a workplace education representative or interested staff person
from each sector and/or community within your network region. You should have at
least one rep from:

» Community College(s)

» School board (public and separate)

» Community Based program(s)

Before you meet with this group, send out the following "pre-thinking" questions to
get them thinking about workplace education:

1) What do you think workplace education is or what do you think workplace education should
be?

2) What does workplace education mean to you and your organization?

3) What do you do really well in your organization (i.e.: what is your service niche)?
4) What do you think your role would be in providing workplace education?

5) What role do you see the network having with respect to workplace education?

6) Do you think all providers should offer workplace education?

7) Do you think that a fee should be charged for providing workplace education?

8) If you already have some workplace education experience, could you share it with the other
providers? Why or why not?



HELPFUL HINTS ...

>

>

Coming to consensus on these questions may take several meetings but it is vital before
moving forward.

Make sure all of your providers are in agreement before you start to meet with Group
Two: Other Key Stakeholders!

GROUPTWO - OTHER KEY STAKEHOLDERS - WHO SHOULD BE THERE?

YV VVVVVVVY

Local Training and Adjustment Board

Chamber of Commerce

Rotary Club or other interested service clubs

Rep from each industry sector to be targeted (i.e.: auto parts, manufacturing, textiles etc.)
Other interested parties (i.e. HRDC,Apprenticeship Section, etc.)

HELPFUL HINTS ...
These stakeholders may want to be involved in all Group One meetings or just consulted
as needed.
These reps can provide valuable perspectives on workplace training.
-how to sell it?
-is it needed?
-how is it perceived by the industry sector?



Group Dynamics

CONSIDER ...

The representative that is on the Literacy Community Planning Committee (LCPP)
may not be the correct person to be on the workplace planning committee. In
larger organizations the LBS Coordinator or Administrator is different from the
Workplace Training Coordinator.

If this is the case, ask the LCPP rep to bring the Workplace rep with them to the
first meeting or Group One, in order to make introductions.

REMEMBER...

Since the players may not know each other, take the time at the first few
meetings to allow people to get to know each other and start to establish a level of
trust. Trust and mutual respect are the keys to cooperation and planning.

Try These Ideas ...
» Share something unique about yourself with the group.

» Ask the group to partner up. Give one partner a simple picture. With their backs turned to
each other, have the person with the drawing give specific details on how to draw the
picture to their partner (the partner cannot see the picture), then share the results. This is a
game in how to communicate effectively.

» Play brain twister games (e.g. balderdash, word puzzles, etc.). This will start the group
meeting by "thinking outside of the box".



Set Up Process

* At the first meeting provide the following information to literacy providers:

» Distribute a tentative timeline of the goals and objectives of your process and what
information you will need from them.

» Most providers want to know "up front" the level of time commitment necessary so they
can assign staff accordingly.

» Providers should begin to talk to you about how they see the role of the network in
workplace education programs.

* Receive the following from literacy providers:

» Since there is a lot of up front work, suggest reasonable deadlines for the information to
be received from the literacy providers (e.g. a two week response time to questionnaires).

Based On Our Experience ...

It was helpful for us to receive information early on, since it allowed the following:
» We were able to find out which literacy agencies had programs in place to provide
workplace education right away.
» Who needed more time, support and training before they were comfortable being
included in the marketing strategy.

HELPFUL HINT ...

» Make sure the literacy providers are aware of what is expected from them from the
beginning.



Pre-Marketing Checklist

The following checklist contains key issues that the network and literacy agencies
must think about before starting to market workplace education.

HELPFUL HINTS ...

» It will be very beneficial if the network can say check yes to most of these questions!
» Be prepared for the questions you may be asked BEFORE you are asked them!

*Total buy in and support
» Are all providers supportive of the concept of workplace education?
» Do you have support of a few key local businesses to be "champions" for workplace
education?

*Agreement to support the network marketing workplace education services
offered by all key stakeholders from the network level

» Are all provider and network boards of directors supportive of workplace education?
» Isthe MTCU - LBS Field Consultant available for any questions you have?

*Support from the local board and their role
» Is your local training board willing to be involved? (i.e.: host breakfast meetings,
introduce you to key contacts etc.)

*Clear definition of the role of the network
» Think about the role the network plays.
» Review the 7 core functions of a network in a workplace context.

*Providers agree to follow a general **Statements of Good Practice™ for
providing workplace education
» What are standards that each literacy provider is willing to follow for their own
organization?

*'Providers' agreement to participate in standardized evaluations
» Since the network is marketing the services, it is important to evaluate all programs the
same way to maintain credibility.
» Providers and the network create the evaluation tool and the networkadministers it.

*Fee schedules or fee ranges of the cost to provide workplace programs
» Since the network is marketing the services, are you able to provide information on the
range of fees charged by the literacy providers?



*Determination of service niche
» Before the network markets, each provider must identify their distinct service niche?
(One provider cannot do everything) (Also refer to Page26 "Determining Niches". E.g.
community-based agencies excel in 1:1and small group (2 to 6) delivery).

*'Willingness to partner with other literacy providers
» Will literacy providers agree to subcontract with each other when necessary in order to
provide the best service possible?

*'Willingness to share resources
» Will providers share workplace resources with each other? (Either paid or for free)

*'Winter or Spring start date for marketing campaign
» Determine the best time to market based on the companiesin your region (ex: summer
may be when plants shut down).

Based On Our Experience ...

We needed to ask ourselves, " What do companies want/need to know about the
literacy providers that the network is marketing?' If the following information is
not present somewhere in the marketing materials, it needs to be included.

We also asked the providers 'If someone came to you unsolicited, and wanted to
sell you something, what would you want to know?"

Who is this person?

Why are they here?

Who do they represent?

Cost?

Benefits of product/services?

Why do they think we need it?
Reputation/ credentials of businesses?
What support can they give us (the
employer)?

Potential outcomes/measurement?
Timelines?

Do I trust the salesperson?

Service guarantee(s)?

When can they deliver?

Is the price negotiable?

Is their price/service comparable?
Where can I get more info?



Information Gathering and Sharing

Information is gathered by the network from each literacy agency interested in
participating in workplace education. This information is then shared by agencies
at the Group One meetings.

A marketing tool is developed in the form of a workplace education directory. In
order to create a workplace education directory, each provider must share
information with the group. The purpose is to gather information that the

providers may have already discovered in their experiences, and reduce duplication
of effort, time and resources.

HELPFUL HINTS ...

» Send out a preparatory list of questions to gather background information about
workplace education from your providers before you meet with them.

» Allow approximately 2 weeks for your providers to send the information back to you.

» It is key to have support from the union when providing workplace education in a
unionized environment

EXAMPLES OF QUESTIONS FOR LITERACY PROVIDERS...
To be distributed at the first meeting to prepare for the second meeting.

The following is adapted from Workplace Education Activities in Sask. An
Overview. Funded by NLS and HRDC January 96 (some modifications to questions
1,2,38,39)

EXTENT AND TYPES OF WORKPLACE EDUCATION ACTIVITIES
PROVIDED.

1. Do you offer workplace education programs? If yes, what LBS level are they?

2. If you are not offering workplace programs now, have you offered them in the past and what
LBS level were they?

3. Do you offer upgrading programs?

For the complete list of questions, look in: "TOOLS FOR YOU", "Questions to ask Literacy
Providers", "Appendix " Page71.



BASED ON OUR EXPERIENCE...

A timeline is an essential tool that:

>
>
>

helps remember logical order of agreement.
helps discover literacy agencies' service niche.
serves as a guide to help you move on to the next step.

TRY THESE IDEAS ...

>
>

>

The main topics covered at the initial meetings are listed below.

Each provider received the following questions based on our timelines with instructions
to complete each question on how it applies to their organization.

Each item had to be agreed upon or decided against as a group over a series of meetings.

* Role of Network:

>

>

Who makes referrals from workplace contacts to the providers?- the network or should
all providers be responsible?

Will the network do the needs assessment on behalf of all literacy providers or will the
network do the needs assessments for agencies that do not have the capacity to do them at
this time?

How involved will the network get in negotiating workplace contracts?

* Needs Assessments and fees:

>
>

>

YV V
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Will the provider who is doing the contract do the needs assessment?

Should there be some form of "standard" when doing needs assessments in the case of
different providers doing needs assessments? (Quality and consistency issue)

If going into a unionized environment and dealing with unions who have experience
doing needs assessments, will providers be willing to let the union do that aspect of the
workplace program? (e.g.: the Grocery Producers Council does needs assessments.)

Will providers offer programming on or off site or both?

Is the entire fee paid at the end of implementation?

Is the needs assessment paid for first and the rest paid at the completion of the program?
Or should it be a 70/30 or other suggested split?

Will there be a fee schedule for a needs assessment based on size of company (i.e.: small
- 0-50 employees, medium - 51-149 employees, large - 150 + employees)?

Will all literacy providers agree to the same fee schedule for a needs assessment?

Will there be a range in fees for the instructor? Will these be the same for each provider?
Will the fee be an hourly rate or a per program rate?

Will these be the same for each provider?

Will GST and PST be added to the fee?

Will your agency agree to give your fees to the network for marketing purposes?



Customization:
» Will each program be customized using materials in that particular workplace?
» Is everyone willing to do customizing as necessary and not use pre-existing formats,
unless appropriate?
» What is the approximate time to setup program based on customization (time will vary
depending on needs of company)?

Evaluation:

» Will agencies agree to provide the network with contact nameof company, teacher name,
time of program etc. (This could be beneficial to providers as it should be looked at
as an outside source coming in and doing a FREE consultation/evaluation of the
program that was provided. The results would be given only to the provider and
since it is not done by someone at that organization, it is very objective.)

Services:

Who wants to have their workplace services marketed by the network?

Who wants more time to set up programming, but will join later?

Who wants professional development on workplace literacy?

What topics would be of interest?

Will companies already doing workplace literacy be willing to share resources and

expertise to other literacy organizations?

Provide contact name and number of person in charge of workplace program at your

agency and best time to contact him/her.

Fee schedule or fee range (based on agreements)

Niche of service (no one can do it all!)

Will you be willing to partner or subcontract and who would you do that with - specific

organizations only or whoever is best suited to fill that need?

Who is going to do what?

* Who is going to offer 1-1 tutoring in the workplace

* Who is going to do small group - 2-8 students

* Who is going to do large group/classroom (10+ students)

* Who will be doing low level 1

* Who will do high level 1 to low level 2

* Who will do high level 2 to low level 3

* Who will do high level 3-5 (the company does not need to know levels, but
the networks and literacy providers do)

» How long will it take (on average) to go from needs assessment to implementation and
evaluation of workplace program (based on small, medium and large size company- 6
months to one year etc.)?

» When will programs be offered? (i.e.: Monday to Friday, Mornings, Afternoons,
Evenings, Saturday and Sunday, All year, By semester or term, No services in summer
(July - August), Shift schedules (i.e.: early morning or midnight shifts etc.)

YV VYVV ¥V VVVVY



Recognition:

» Will there be anything in place for employees who complete a workplace literacy
course/program? (tangible) (For example, someone completing a high school or college
course may get a certificate.)

» What will the employer accept as demonstration of learning?

Certification:
» Will they get a certificate of completion through the provider or the network?
» Should the employees get anything at all?
» Should something be given based on the completion of course or based on x number of
hours completed?
» Should the company who is paying for the workplace do the recognition?

Marketing:

» How to contact employers? (Mass mailing, target mailing, follow up call etc, general
breakfast meeting, 1-1 meeting)

» How many employers to contact? (Need a number to be able to measure success at
end of project)

» Number of contracts to be established for the program by the end of the year

» Names of companies to contact (some company names were given in the workplace
survey, but providers need to give the "ok" to contact them and contact names if
possible - we don't want to "push in" on existing contracts/contact)

Determining Niches

WHAT IS A SERVICE NICHE?

A service niche is the type of service that an agency excels in providing.

Basically, you have defined your niche when you can answer:
WHO is my target audience or group (be specific)?
WHAT is my purpose?

WHERE will the tutorials or training take place?
WHEN will the tutorials or training take place?

HOW is my program unique from the others provided?
HOW will the target audience or group be instructed?

YVVYVYYY



HELPFUL HINTS ...

» One provider cannot offer everything! (Unless you are in a small or rural community).

» All providers must agree with each other's niches and respect them.

» In order to provide high quality workplace education programs, all providers must agree
to customize programs for the needs of each individual company.



Training for Delivery Agencies
#1 — Overview of Workplace
Education

Based on our experience we found that training is essential for the success of
workplace education. The literacy providers will most likely have varying levels of
experience with workplace education. The providers identified the need for
workplace literacy training in order to build their capacity to deliver services.

It is important for the providers of workplace programs to become comfortable
with workplace education and making sure everyone is on the "same page" and
speaking the "same language".

The group identified the need for an introduction to Workplace Education for
their first training session. While it is not necessary to go into detail, it is
important to give a general overview of what is involved in workplace education.

REMEMBER...

» your first training session will set the tone for the rest of the sessions as well as the view
towards Workplace Education.

» atrainer with practical experience with workplace education is essential to successful
training sessions.

YOUR "OVERVIEW OF WORKPLACE EDUCATION" SHOULD COVER...

What Workplace Education Means to Each Literacy Provider

Similarities and Differences Between Workplace Education and the Community
Programs

Program and Curriculum Development

Benefits of Workplace Education

Myths of Workplace Education

YVVYV VYV

Based On Our Experience ...

An outside trainer with a workplace education background was necessary for
bringing the providers to the same level of knowledge. We were fortunate to have
Sue Folinsbee of Tri En Communications to provide all three of our training
sessions.



Training for Delivery Agencies
#2 — Organizational Needs
Assessment

At the first training session providers identified the need for training about
Organizational Needs Assessment (ONA).

It is beneficial to offer this after you have already determined the niches of the
providers. (See ""Determining Niches', page 29, which outlines the process to
follow)

This will ensure that the providers are clear on what they offer and the ONA will
become more efficient and effective.

Once the needs assessment is completed and a provider is chosen, the provider will
meet with each worker individually and determine the individual needs.

HELPFUL HINTS ...

» All providers must understand the purpose of the Organizational Needs Assessment
(ONA) and the provider's role within it.

» An ONA can take anywhere from 2 hours to 6 months depending on the needs of the
company.

» Any information you can get before you do an ONA will be helpful in making your
recommendations.

ADVANTAGES OF THE NETWORK COMPLETING THE ONA ...

» Inform the company about all aspects of what a good workplace education program
contains

Determine if the company has a workplace, literacy-specific education need

Determine which provider will be able to best suit the needs of the company

Save time and effort of providers and provider neutral source of information to workplace

YV V



OUTLINE OF AN ORGANIZATIONAL NEEDS ASSESSMENT ...

The following is adapted from "Needs Assessment in Workplace Education': Dale C
Brandenburg, Ph.D. and Rita C Richey, Ph. D., Wayne State University, 1998

Sample job descriptions - should include degree of difficulty, required skills and resources, the
level of literacy skills needed to do the job.

Employee Descriptions - general literacy levels, idea of who the participants will be (i.e.:
cultures, educational levels, training experience, work experience, literacy level, attitudes about
training, past interest in being involved in training (literacy and/or language).

Instructional Environment Descriptions - any existing language or literacy instructional
programs, inventory of available instructional materials, inventory of available instructional
equipment, description of existing instructional facilities and other types of instructional support
available.

Organizational Climate Descriptions - overview of existing organizational climate, the
existing incentives for literacy in each organization/department, description of the problems
within the organization that are affected by literacy/language, what has been the impact of new
technology in the workplace, what are other anticipated training needs of the company, what
would facilitate or impede the transfer of literacy training.

SAMPLE QUESTIONS FOR AN ONA. ..

The remainder of the questions can be found in "Tools for You': "ONA Sample
Questions to Ask Employees': "Appendix 2': Page 75.

Examples of Questions to ask Employees:
1. What is your job title?

2. What shift do you work (circle one)?
Days Afternoons Midnights Split shifts

3. How many years have you been working at this job?



Training for Delivery Agencies
#3 —Administrative & Practitioners

The final training we had for our providers was divided into administrative topics
and practitioner or instructor topics. Once again the need for this training was
identified as a result of the second training.

In the morning we covered the following:
Administrative:

* presenting to companies - marketing your services
* developing contracts and proposals

The afternoon training was for practitioners:

* overview of workplace education process

* role of the instructor

» taking what they already know how to do and adapting it for workplace needs

See Appendix 3, Pages 89 - 98 for samples from the training
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Marketing Plan/ Strategy

MARKETING PLAN:

The key to marketing workplace education is to develop a targeted and comprehensive plan. The
important thing in a marketing plan is to answer all the questions of: who, what, where, when,
why and how. The plan is a step by step process and requires a variety of steps to be completed.

1. Who can you and will you contact?
» Manufacturers in Waterloo Region and Wellington County
» Make a list of all manufacturers within the region
» Develop a "hot contact" and "cold contact" list.

* "hot contacts" are when you have a direct connection to the person in charge of training
within a company or someone within an executive level.

* "cold contacts" are when you either cold-call or go to a company and endeavor to find
out who the appropriate person is in charge of training.

» The launch. Create media releases (and lists of everyone it will be sent to media,
politicians, lawyers, everyone who has influence), public service announcements (PSA),
contacting newspaper business editors, make appointments on talk radio shows and book
appropriate trade shows.

2. What are you selling?

» For a literacy network we are selling the ONA and the training capabilities of our
membership. literacy and basic skills are being sold in a "how do they relate" approach to
the company. It is our job to convince a company that an ONA will provide them with an
overview of potential training needs their employees require and potential clear writing
issues within a variety of their documents.

3. Where are you selling it?
» Training

o This can be done on-site if the company has the room and that is the desired site
from all participants.

o This can be done off-site at one of the providers' sites or at an alternate site (if
available).

o The ONA will be done on-site with participation from a variety of individuals
within the company. It is important to see how the company communicates in
their environment.



4. When will everything occur?
» The ONA will take place at a time most convenient to the company. Within 3 - 5 days of

the completion of an ONA, the training coordinator at the company will receive a
summary of the findings of the ONA with recommendations on the training and/or clear
writing needs. The recommended provider(s) will also receive a copy of the ONA at this
time.

When a company decides to contract for training, the network workplace coordinator will
ensure the contact between the provider and the company, unless otherwise specified by
the company. Within 3 to 5 days of this contact, the network workplace coordinator will
contact the provider as a follow-up. In some cases, the company may wish more than one
provider to bid on the training and this will also require deadlines and follow-up by the
workplace coordinator.

The length of time between the provider contacting the company and the actual training
occurring will vary on many factors:
* The type of training and how many employees in the company will be involved.
* The completion of in-depth, individualized assessments.
* The setting up of the site for training.
* The pre-preparation to training, i.e. curriculum development, the hiring of a
facilitator.
* The length of training required and the time constraints for number of classes
per week.

5. Why do they need training?

>

>

>

This is where the promotional and marketing materials will answer their questions. The
network workplace coordinator must know these benefits and facts "inside and out".

It is also important, if possible, to have a PowerPoint presentation available and a laptop
when meeting with the company's training coordinator or human resources manager.

Benefits to the company must be shown...how will they save money?; how will this
improve production?; Is it advantageous to ISO and QS within the company?;How will
their consumers benefit?

6. How will everything be done? This is your marketing strategy.

>

Part of the strategy is also to create a budget and success ratios. The budget will include:
* Paper costs (envelopes, cover letters, marketing materials and folder)
* Postage
* Long distance charges
* Time
o To put the packages together and mail them
o To do the original and follow-up calls



MARKETING STRATEGY:

1. Development of Marketing Materials

Cover letters

Brochures

Fact sheets

Newspaper articles

Letters of reference

Useful statistics

Make it all professional through a desktop publisher and create a presentation folder
PowerPoint Presentation

VVVVYVYYYVY

2. Creation of your contact list
» Hot Contact List:
* Contacts through your local board
* Contacts already made through your providers
* Personal contacts
* Contacts made through networking: Chambers of Commerce, Rotary Clubs, Trade
Shows

» Cold Contact List:
* Manufacturers within the geographic region you cover research them through the
internet and local business directories at the libraries.
« It is easier to make these contacts once you have a contract in place, as you can
market to similar companies within the region.

3. Making contact. Remember that once contact has been made, companies
and individuals prefer to have one-point of contact and that is the role the
network will play.

» Hot contacts will be much easier and will follow the process similarly after a cold contact
has been made into an appointment.

* The only issue you may deal with in hot contacts are people who are familiar with
the supplemental funding for workplace education in the past. Being prepared isn't
just for the boy scouts. A good counteractive measure in this case is to say, "Yes, in
the past there were dollars to assist some employers with training, but then you also
had the government controlling the training. Now you get to say what you want and
need." The selling of the empowerment point is strong

» Cold contacts. There are four steps to remember with cold contacts and the last three fit
with hot contacts also:
1. Getting the name
2. Talking to them
3. Meeting them
4. The close



Once you have chosen the company to contact there are is only one person you need to get
through to reach the training coordinator or Human Resources Manager or person in charge
of employee training and that is the front office person or receptionist. It is this person's job
to screen people like you out and to not allow the "training coordinator" to be bothered with
regular solicitation.

Using a phone script (see Appendix Four, Pages 112 - 115) is good, it will help you through
the difficult moments. The script should include that you are a non-profit organization with
a history in training and a bit about your services. Then the inquiry into whom in the
company is the person you should be talking to. Ask if they are available (usually not), ask
when it would be best to call them and make sure you have the receptionist's name and the
name and title of the person in charge of training.

The follow-up call should be made within the time you were told or 3 days if no time was
given. Use the receptionist's first name and ask to speak to the training coordinator (using
their first name, too). Familiarity of using the first names will give you a better chance of
getting through.

You are through to the training coordinator (hot contact or cold contact). After giving your
brief sales pitch again, offer to send out an information package to them. If they agree, then
tell them you will call again after they have received the package to discuss this great
opportunity further. This is the point where you have to decide if the contact is a good or
bad one. Were they non-committal or told you "we'll call you" when informed of the
follow-up to the package? Trust your instincts, if there wasn't any interest, put it aside.
Sending out expensive packages to groups that don't even want to read it is a waste of
money and time.

If the contact feels good, then proceed. Personalize one of the cover letters and put the
package together. Handwrite the address and contact's name on the envelope. They receive
a multitude of packages and one that's hand-written may have less of a tendency to end up
in the garbage than a pre-typed label.

Three to five days after mailing (know your mailing times within a region) contact the
individual again to discuss the package further. Have two potential appointment times
ready and ask them if they'd be available for a meeting at either time. Tell them the meeting
will not take more than 15 minutes (and make sure it doesn't ...that's the importance of the
presentation ...simple and short and to the point).

Using a PowerPoint presentation with a laptop will assist greatly in your face-to-face
meeting. It helps to keep things to the point and allows for visual and tactile stimulation
with the auditory speech. Hitting your audience's learning styles is the best way to begin
the sell.

The focus now must be on this particular company's needs...how will they benefit from an
DNA? Solid research into the company is key to explain the benefits. Ensure that your



marketing materials also have simple questions that a training coordinator can answer to
see the internal need themselves.

e Always use close-ended questions which will result in yes or no answers. Get
them in a momentum of saying YES! This goes for phone contact or face to
face.

» Blind Mailing.
This can be done, but it's not recommended for its results. The costs can be
overwhelming for the actual results you get.
It's also not effective to just wait after advertising ...that's not enough to be
successful.

4. The closing.
» Always ensure you have an DNA contract ready for the company you are seeing.
Chances are you won't close the deal there, but you can at least hand them the contract for
your follow-up.

» Ask them if they can see the value of having an DNA. If not, you still have more selling
to do...if yes, then ask them if they need more time to review the materials and contract
again or if they would like to set up a time for the DNA to take place.

» Be ready for an eventuality. Have ready dates at hand in case you can close the deal on-
site or dates you can use for follow-up to close.

» Remember the price is the closing and the service is the selling. When someone can see a
high-value for a service and the price is very reasonable, it's a much easier close. Be
ready with scenarios of training costs and clear writing costs.

» Don't get discouraged. An excellent closing ratio is if you send out 30 packages and get
Icontract.

5. You've done the DNA, what's next?

» Now you have to sell the services of your providers. The DNA summary should be the
most important selling point in doing this. They've made the initial investment ...they
have the interest ...now it's your job to get the providers in the door. Emphasize their
years of experience in training, individualized training plans, outcomes and clear writing.
Point to letters of reference (if you have them) or references from training in other
regions. Follow the procedures you did to sell the DNA. Keep it positive and close the
deal.

» Don't be discouraged. DNA's do not automatically mean you will get a training contract.
Set a realistic closing ratio of training contracts to DNA's.



» ALWAYS, no matter what, ask for a letter of reference from companies who have
contracted you to do DNA's and/or training. Have sample reference letters ready for a
specific company, as many people do not have the time to compose one themselves, but
feel comfortable either signing or editing one written for them.

» ALWAYS, no matter what, ask for referrals from companies who have contracted you to
do DNA's and/or training. You can even ask for referrals from companies who do not
contract you. A cold contact, can lead into a hot contact.

6. Evaluation
» You need to evaluate the success of your DNA and your training, but what about
evaluating where you didn't succeed in getting either? It's worthwhile to ask these
contacts why they chose not to use your services, so you can avoid those problems in the
future.

7. Continuing Marketing
» Marketing never stops. It's why McDonald's and Ford, for examples, are so successful.
Even if Ford lots are empty and there's a 3-month waiting period on any new vehicle,
they continue to market their product. Why? Demand. The more you are in demand, the
more people want what you have AND the moment you drop out of sight, you ARE out
of mind.

8. Continue to review your budget and ratios. As time goes on, the costs may drop (packages
are easier to put together for example) or the ratios may not be realistic. Realistic goals with
realistic budgets will help you to maintain a momentum.

See Appendix Four for samples of the following:
 marketing materials (Pages 99 - 111)
» call scripts (Pages 112 - 115)
* cover letter for marketing package (Page 116)
* PowerPoint Presentation for marketing (Pages 117 - 120)



Budget & Ratios

Workplace Budget and Ratios for Project READ Literacy Network

Budget for mailing 1package:

Product Cost
letter head $0.75
marketing materials $9.55
folder $1.50
envelope $0.75
postage (E) $1.75
time to make initial call (15 minutes) $6.25
time to make initial contact call (10 minutes) $ 4.25
time to personalize cover letter (15 minutes) $6.25
time to put package together and mail (10 minutes) $4.25
time to make follow-up call (15 minutes) $6.25
TOTAL $41.55

Time available to market per week is 20 hours. Therefore you only have time to
send out approximately 15 packages per week. That's a total budget cost for

the packages of $623.25 per week.

That's a total cost annually of $32.409.00.

Ten (10) packages per week to start would be $415.50 per week and $21, 606.00

per year.

Success Ratios:

» lappointment to 10 packages is an excellent result, as would be 10NA to 3 appointments.

» 1 appointment to 20 packages to start
» 1ONA to 6 appointments to start
> 80 packages to 1 ONA as a starting point




Proposals And Contracts

See Appendix Five, Pages 121 - 130 for samples
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Evaluation of this Project

Evaluation of any project is essential to help determine how successful the process
was, to find out what went well and what could be changed next time.

The following questions were asked of each of the providers who were involved in
the project.

3 Training Sessions

1. Please give examples of what you are doing differently as a direct result of the workplace
training sessions that were offered.

2. What things were you able to implement immediately from the training sessions at your
organization?

3. What areas of the training had the most impact/relevance for your organization? How
were you able to apply these to fit your organization?

4. What other workplace training would you like to see offered after the completion of this
project to prepare for the next phases of workplace education?

5. How has your attitude towards workplace education changed since attending the training
sessions? What are the reasons for that?

Information Gathering/Sharing Process (i.e.: meetings to determine niches,
review marketing material content, etc.)

1. Do you feel that we had
Too many Enough Not enough
meetings in order to achieve the goals of the project?

2. As a member of the reference group, what do you feel was your greatest contribution(s) to the
project? (i.e.: knowledge, experience, presence etc.)

3. As a member of the reference group, please give examples of times you were able to offer
constructive criticism to the project.

4. What aspect of the meetings were the most useful for you?
Information sharing (i.e.: who has contacts, etc)
Project Updates
Input for processes and materials (i.e.: marketing materials, flow
charts)



Opportunity to express concerns
Opportunity to come up with solutions for concerns
5. When you gave your input at meetings or otherwise, in what ways did you see that it was
implemented in the project? (i.e.: changes to agendas, materials etc)

6. What areas (if any) of workplace education do you think that your organization still needs
time to develop? (i.e.: developing principals of good practice)

7. What method of information sharing do you feel was most useful for you: Alphaplus, Email,
phone calls etc?

8. Were there enough different opportunities to share your ideas? (i.e.: meetings, email, Alpha
Plus, phone calls)

General
1. How have you passed the knowledge from this project on to your staff?

2. How will your organization follow the process that you helped develop for companies and
employees to access workplace education?

3. Based on the agreements made about LBS levels, what do you have in place to ensure that you
do not take on a contract that is outside of your level of expertise?

4. Are you comfortable with your service niche for workplace education? How Will you refer to
other agencies if you do not have the capacity to provide what a company needs?

5. Have you experienced an increase in calls from employed workers from companies that have
been marketed to for this project?

6. Do you feel the marketing materials you helped create will reach the contacts they are targeted
for?

7. Do you feel that the marketing plan was general enough so that it did not limit any company
from receiving information about workplace education?

8. In what ways did your organization support/contribute to this project?
Responded to email requests before timelines
Participated in Alphaplus discussions
Offered to be a resource for other providers
Able to offer meeting space
Attended meetings consistently
Sent appropriate people to meetings/training

Communication Process



1. What opportunities were you given for input in the creation of this project before any staff was
hired?

2. Do you feel that other key stakeholders were aware of the project and given the opportunity
for input? What could have been done differently (if anything)?

3. In what ways did and the project staff keep you up to date and informed about the project as it
progressed?

4. When you were asked for your feedback, was it implemented? In what way was this shown?



PROJECT READ'S EVALUATION RESULTS:

>

Training:

* Delivery agencies that attended the training felt it gave them a better overall knowledge
of workplace education.

» Attendees indicated they understood the difference between workforce and workplace
training and how it relates to their current services.

* General increase in knowledge of marketing and contracts and developing workplace-
specific training.

* Delivery agencies were more willing to participate in workplace education after the
training session.

Information Gathering/Sharing Process:

* Delivery agencies with more workplace education experience indicated we had too
many meetings while agencies new to the experience felt there were enough meetings.

* The most useful aspect of the meetings was information sharing and input for processes
and materials.

* The best method of information sharing was through phone calls and e-mail, as the
Alphaplus discussion was used more as a bulletin board.

General:
* This is an on-going evaluation process and delivery agencies felt they needed more
experience before answering these questions.

Communication Process:

* Input into the creation of this project in many cases was given by individuals who were
not involved in the project itself. The amount of time from when the project was
discussed until it was funded left people confused about what they had agreed to do.

* Delivery agencies felt they were given ample opportunity for input into the project as it
progressed, but the timing of the project was difficult for them. It was requested that
any future projects begin in the fall for agency staff to have full involvement (this does
not mean that the research portion of projects cannot begin before this).
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Field Test with Quill Network

QUILL is field testing the model developed by PRLN to see how it applies in a rural
environment. The following are the results of their initial planning meeting.

(For a copy of the PowerPoint Presentation made for QUILL network with notes see Appendix 6,
Pages131- 139)

QUILL requested a meeting of all interested programs within their region to review the current
process and the following are questions and/or concerns expressed by the group:

1. Clarity was needed on champions, meaning supporting groups/ unions/businesses/other.

2. Clarity was needed on the differences between workforce and workplace literacy and
definitions were required.

3. Organizational Needs Assessments or ONA needs clarification ...if the network does it, it
must be viewed more as a scan than an individual needs assessment.
> Why would employer want an ONA and not the full needs assessment? This
must be reviewed more within the marketing portion of the next projects.
Employers will not be patient with time -consuming projects, the ONA
description needs to be very clear. The benefits to the employer must be
easily seen.

4. It was agreed that the network should be the coordinating body, as one point of contact
would be preferable.

5. Concerns were expressed on who will provide workplace training ...is it mandatory?
Consensus was that each program should provide workforce training, but workplace
training should be optional.

6. Concerns were expressed by programs already doing workplace training and cultivation.
It is important to establish the guidelines on who will be contacted and which contacts
currently have an established relationship with a provider.

7. Concerns were expressed on how business/employers may view a literacy network within
a region. Do they take them seriously? OR Do they see them as lacking in business
expertise?

8. The idea of sub-contracting was given support. It can allow the business the right to pick
any provider they choose, even if their training requirements do not fit the niche of that
provider.

9. When marketing services and fee ranges it must be clear what the business is getting
within the $50 to $125 fee range and is this marketable?



10. QUILL providers preferred the coordination model for their network, as it is something
they are comfortable with from the LSP coordination role.

11. They agreed that recognition would best be done between the provider and the company
they are working with.

12. For the providers at the table, there was /00io buy-in to the process and willingness to
proceed forward.

CONCERNS:

The only major concerns not previously expressed were that providers who had worked together
during the LSP suddenly saw each other as new competition and it may create a new set of group
dynamics.

BENEFITS AND RISKS OF WORKPLACE EDUCATION:

The following benefits and risks were identified by LBS providers and other stakeholders at a
workplace training event held by the Ministry of Training Colleges and Universities - Literacy
and Basic Skills Section on May 17, 2001.

BENEFITS:

1
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. It will provide a better understanding of workplace education and skills to identify and

locate materials relevant to students' needs.

. It will provide strong links within the community between providers and employers.
. It will benefit the individual learner (i.e. employability).

. It will open a door of opportunity for present learners to access employers.

. It will be good for agencies to better understand "corporate speak" and training

philosophies.

. It will contribute to improved productivity ($) in the workplace.
. Fee-for-service can open new doors for opportunities ...increased hours and/or wages

for practitioners.

. If approved by management or governing board there will be a permanent effect!



RISKS:
1.
2.

Learners may lose track as things may move at a faster pace than they can handle.
There is a difficulty in accessing "start-up" resources (i.e. time for development of
partnerships and program/materials).

3. That there may not be efficient, lasting marketing of such programming.
4. Our own knowledge base is not as strong as needed.

5.
6
7
8

Not being adequately prepared and seeming to be unprofessional.

. Managing the time commitment.

. Access to adequate "start-up" funds.
. Arranging fee-for-service plan.

9. Workers may be too tired after shifts ...extra time.
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Recommendations

Fact: Training for providers is key before you start to offer workplace education programs.
Based on the experiences from our network, we recommend the following:

1) No matter what, offer training for your providers before you start marketing workplace
education. Some topics to offer are: needs assessment, curriculum development, cost benefits,
etc. Not all providers have workplace experience and may be intimidated by workplace
education.

2) Create awareness of the importance of literacy in your community first by doing a region wide

literacy awareness campaign. Some options are having breakfast meetings, speaking at local

associations etc. Once companies are aware, then you can be more successful marketing
workplace education.

3) Be patient. It may take months of work before a contract is received. Use this time to make
sure all the providers are trained and comfortable with their role in workplace education.

4) Have the key decision makers at the table from the beginning. This saves time in the long run
by being able to make decisions immediately instead of having to wait 2 weeks.

5) Keep providers informed of contacts/contracts the network is in the process of finding. Trust
of the network by the providers is key for this model to work. It is a very collaborative model
and must stay that way throughout.

6) Involve the providers in the content of the marketing materials. It is crucial to have the correct
information from each provider marketed. Have the providers proof-read the final copies of
materials.

7) Spend the money necessary to create professional looking marketing materials. You are
marketing to companies who make money and need to market workplace education in a way
familiar with that market.

8) Set up a discussion group on Alphaplus to use as a means of communication, as well as face-
to-face meetings. Providers are busy and once you have the base information, group meetings
are not necessary. Time can be better spent using Alphaplus and email.

9) Keep current on all of the workplace projects and programs that are currently being offered
and pass that information along to your providers.

10) Make sure that once you start marketing you don't stop. It is key to always create a demand
for your product. You may need to hire a part time or full time person to do this.



Challenges Faced and Overcome

The following are challenges faced during this project and how we either overcame them or how
we would address them differently.

1. Group Dynamics: The project coordinators assumed the delivery agencies would work
together well, as they had been involved in a similar process through Literacy Service
Planning. Unfortunately, this was not the case, as with larger delivery agencies there are
different individuals doing workplace training coordination. As previously suggested, we
would work on teambuilding and trust exercises to create a more trusting environment. It is
also significant to note that this project began in June, which meant many of the key
players were on holidays throughout the summer months and that meant the group
dynamics changed a number of times. It is important to ensure that meetings are not
scheduled over summer months, as important decisions cannot always be made at that time.

2. Developing Service Niches: The workplace strategy from the Ministry of Training,
Colleges and Universities allows for funding of the marketing of workplace, but not for
delivery. This leads to a very difficult problem, as groups will see workplace education as a
means of enhancing their budgets. We found that the way around this issue was to discuss
quality of service and the evaluation process. Customer service is a key factor in delivering
workplace education and all delivery agencies wanted to maintain their high quality profile
in their respective communities.

3. The network being the referral agency. This includes who would do the Organizational
Needs Assessment. It was not as big a challenge as we first anticipated. Project READ
already did individual assessments for Ontario Works' clients in Waterloo Region and the
delivery agencies see the network as being a neutral body that is capable of doing fair
referrals. It will be essential for other networks who do not have a centralized assessment
process to develop a strategy with all delivery agencies on how and who will do referrals
and ONA's within their regions. Stressing the need for consistency with all delivery
agencies will be of great importance. For some networks, a training session on the value of
common assessments and "one-point-of-contact" marketing will be essential.

4. Gathering of information. Delivery agencies feel bogged-down with the amount of
information and paperwork they are required to do. Adding on requests for information
from this project became overwhelming. The agencies suggested that in the future, we
always add in replacement dollars for staff time in all project grant budgets. We also found
that bolded action points at the end of minutes indicating who still needed to give us
information was helpful.



5. Time. Is there ever enough time or money to do everything you want to do? That answer is

obvious, but in this case we ran into difficulties with the aforementioned challenges and the
challenge of the need for education and training for delivery agencies on workplace
education. To ensure that our model was something all our delivery agencies would be
willing to work within we had to slow down the process and provide appropriate training
and time for everyone to feel comfortable with each step.

Accomplishments

We do feel it is important to point out the accomplishments we made. Even if there were
struggles and challenges, it is important to celebrate the achievements of the hard work done by
Waterloo-Wellington delivery agencies.

The following is a list of those accomplishments:

1.

Agreement on service niches. The delivery agencies were able to establish their service
niches and agree to focus their workplace training on the niches. It was even decided that if
a workplace chose a specific agency for training and that agency did not fit all the training
requirements, they would sub-contract the portions of the training to the appropriate
agency.

. Agreement on referrals. It was agreed that the network would be the referral body for

workplace training and perform the initial ONA. Currently, when companies or businesses
contact an agency in regards to literacy needs, the agencies are referring the business to the
network or the agency is calling the network with the contact information.

. 100% involvement. All delivery agencies agreed to be involved in workplace education. It

was difficult for many of the community-based organizations to see where or how they fit
into workplace education at first, but with more information and training they were all
willing and eager to provide this service.

. Sharing of information. At first, agencies involved in workplace education were hesitant to

share the charges for their services. The fear was based on others potentially "undercutting"
their rates. However, all the agencies agreed to charge on one scale ranging from $50 to
$100 per hour, dependent on the training required.

. Marketing Materials. When presented with the first draft of the marketing materials, the

delivery agencies only had minor wording changes and a request that their be separate
brochures for Waterloo and Wellington. The agencies were provided with a variety of
layouts from the desktop publisher and were unanimous in their choices for the end
products. Being allowed full input and having their suggestions worked into the materials
gave the agencies a solid comfort-level on the end products.



6. Evaluations. The delivery agencies needed to know that the evaluation results would be
shared with them first and would allow for their input and not just be based on how the
workplace evaluated their services. Once this was established, the agencies all agreed it

would be important to have the network do the evaluation of services to maintain a form of
quality control.

7. Support the delivery agencies participated in this project at their own cost. This means they
provided staff for our meetings and gave staff time off to be involved in the training
sessions. This is a major accomplishment and shows the dedication and support the

delivery agencies give to not just the network, but the literacy field in general. Thank you
to our delivery agencies!
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Financial Requirements

PROPOSAL OF:
Financial Requirements for Networks
to Provide Workplace Training Coordination

FIRST YEAR EXPENSES $
Marketer with literacy knowledge (12hrs/wk) $17,500.00
Travel $1,500.00
Workplace Planning Process Coordination $ 6,000.00
Replacement $ for provider staff in process
(based on $250/agency @ 8 agencies) $ 2,000.00
Office Supplies $ 1,000.00
Advertising $ 1,500.00
Postage/Telephone $ 1,200.00
Administration (supervision/rent/equipment) $ 3,000.00
TOTAL $ 33,700.00
FOLLOWING YEAR EXPENSES $
Marketer with literacy knowledge (10 hrs/wk) $ 14,600.00
Travel $ 1,200.00
Office Supplies $ 750.00
Advertising $ 1,200.00
Postage/Telephone $ 1,000.00
Administration (supervision/rent/equipment) $ 2,000.00
TOTAL $ 20,750.00

This assumes that marketing materials will be provided by MTCU.



RATIONALIZATION OF FINANCIAL REQUIREMENTS:

It is important to note that the first year will require more money, time and
energy to ensure success. Subsequent years of funding will be consistent with cost
of living increases, but will remain more constant.

The budget is bare-bones. This is the minimal amount networks will need to
coordinate workplace training for their regions.

Marketing

» this will require expertise to be successful.

» there are skills involved in marketing that are different from most skills found within
network staff.

« it would be best to have someone for 15 to 20 hours per week, but financially, probably
not feasible.

* in subsequent years, the number of hours required can be decreased but it is preferable
to have 10 to 15 hours per week.

Travel

« the individual doing marketing will be traveling to make contacts and presentations.

« travel time would have to increase for larger geographic regions.

Coordination

* the first year will require coordination of the workplace planning process.

« it will require developing regional protocols.

« it will require coordination of information, training and meetings.

+ in following years, updates or information can be shared through the LSP process.

Replacement $$

* to ensure buy-in and cooperation from providers respect for their time is a requirement.

» individuals are more willing to attend meetings when they know their time is being
compensated.

* to help avoid overload ...most agencies are feeling great time constraints, replacement
$$ helps to alleviate any extra work created by the process.

Advertising

» part of the marketing process is to advertise.

* newspaper ads are good products to add to the marketing package.
» professional PSAs get more play.

Postage/Telephone
* as can be seen from the marketing plan/strategy telephone calls and mailing are the
essential components of marketing.
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the program etc. www.nald.ca/province/sask/wecs/builskil/

Manitoba Association of Workplace Educators and Consultants — information about how

they run their organization
www.nald.ca/PROVINCE/MAN/Mawec/About/about.htm

Workplace Education PEI - www.nald.ca/wepei.htm

Western CanadaWorkplace Essential Training Skills Network (WWestNet).
www.nald.ca/WWestNet/index.html

National Institute for Literacy (excellent source of information, access to discussion groups etc.)
www.nifl.gov

Peel-Halton-Dufferin Adult Learning Bookstore (Assessing the quality and impact of Workplace
Literacy Programs, Marketing Workplace Basic Skills)-
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www.statcan.ca
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Workplace Literacy Publications - www.nald.ca/NLS/inpub/biblio.htm

Workplace Training and Services www.trainingwts.com
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specific sections that may be more relevant to your organization than others.
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Marketing Websites:
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www.businesstown.com (Creating marketing plans)
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BOQ).
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Appendix One:
Questions to Ask Literary Providers

QUESTIONS TO ASK WORKPLACEUTERACY PROVIDERS...

Please be as descriptive as possible. Answers should be based on workplace literacy only.
Thanks.

EXTENT AND TYPES OF WORKPLACE EDUCATION ACTIVITIES
PROVIDED.

1.

2.

Do you offer workplace education programs? If yes, what LBS level are they?

If you are not offering workplace programs now, have you offered them in the past and what
LBS level were they?

. Do you offer upgrading programs?

. Where do you deliver programs? (i.e.: at your location, worksite, or both)

. Do you administer the GED or provide GED preparatory work?

. Do you offer ESL programs?

. What percentage of your workplace education programs are ESL orientated?

. Have you been involved in providing co-op programs? (i.e.: programs, which involve

employees from a number of different businesses, businesses within the same industry or
region?)

. Do you charge a fee for your workplace programs?



INSTRUCTIONAL METHODS, EDUCATIONAL MATERIALS AND
RESOURCES USED

10.What method of instruction do you use? (i.e.: peer or 1-1 tutoring, small group, classroom)
11.What type of educational materials or curriculum do you use?

12.Have you developed and/or produced any materials? (i.e.: programs, curriculum, handbooks,
brochures)

13.What types of methods of instruction have been most successful in your experience?

14.What types of workplace education methods of instruction have been least successful and
why?

NEEDS INTEREST IN, AND DEMAND FOR WORKPLACE
EDUCATION PROGRAMS BY BUSINESS, UNION AND
INDIVIDUALS

15. Have you identified any educational needs/trends, which apply specifically to a certain
population sector, region, industry, or occupation?

16.What specific businesses are you aware of that would benefit from a workplace education
program?

17.What companies have asked for information about workplace education, but have not yet
implemented programs or have decided against them?

18.What do you think are the main reasons why businesses do not pursue or decline to
implement workplace education programs?

19.What businesses have you delivered/are delivering workplace education programs for?

20.0f the businesses that you work(ed) with, who initiated contact (you, the business, the
union)?

21. What are some of the reasons that businesses/unions gave you for needing your workplace
program?

22 .How many workplace education programs have been requested by businesses for skills
upgrading due to technological change?

23.Do companies who have implemented workplace education in the past with you, feel that they
have an ongoing need for workplace education programs?



24 Have you implemented programs continuously at any worksite? Please specify. (i.e.: could be
the same program implemented more than once, programs which are in a series, or could be
several different programs focusing on several different areas)

UNIONS AND WORKPLACE EDUCATION

25.Are there particular unions that have a stronger commitment or interest in workplace
education?

26.Do you find that workplace education programs are easier to implement in unionized
environments?

BENEFITS OF WORKPLACE EDUCATION, ASSESSMENT AND
FOLLOW-UP

27. What difficulties do you have in assessing the success or benefits received from workplace
education?

28. What difficulties do employers have in assessing the Success or benefits received from
workplace education programs?

29. What difficulties do employees have in assessing the success or benefits from workplace
programs?

30. When thinking about the successful workplace education programs that you have been
involved with, what were the common factors that contributed to their success?

WORKPLACE EDUCATION CHALLENGES, CONCERNS AND
OBSTACLES

31.What concerns are most often voiced by employers regarding workplace education programs?
32. What concerns are most often voiced by employees regarding workplace education

programs?

PRESENT INTEREST IN WORKPLACE EDUCATION PROGRAMS

33.Have you experienced an increase or decrease in inquiries about workplace education
programs from the business community or has it remained about the same over the past 12
months and 24 months?



34.Have you experienced an increase or decrease in implementation of workplace education
programs in the past 12 months and 24 months?

35.Do you think that there are particular business sectors or industries with a greater interest or
understanding of workplace education? Who are they?

36.In your opinion, what are the particular sectors or regions that need special contact or
attention in order to increase their level of awareness and understanding of workplace
education programs?

37.What types of promotion have you been using?

38.Do you have any suggestions on how best to increase the awareness and understanding of
workplace education in the business and industrial sectors?

NETWORKING, COMMUNICATION AND COORDINATION

39.Do you have any ideas on how to develop a more effective network specifically for workplace
literacy?



Appendix Two
ONA Questions

QUESTIONS TO ASK YOUR EMPLOYEES(ONA)
HELPFUL HINTS ...

* Explain to the employees why you are here. Let them know that any information you receive
from them is confidential and will not identify them in any way.

* Try to keep a conversational tone to your interview. Try not to ask questions word for word.
Allow for flexibility.

* You will gain more information from the employee if you take an interest in them as a person
as opposed to just the next employee to be interviewed.

* Interviews with employees should be kept to about 20 minutes each.
Therefore, pick and choose the questions you ask.

1. What is your job title?

2. What shift do you work? (circle one)
Days Afternoons Midnights Split shifts

3. How many years have you been working at this job?
4. Have you had other jobs here? If so, how many years were you at these other jobs?

5. Have you done the kind of work you do now at other companies?
Yes No

6. How many years did you do this kind of work?

7. Where do you do this job?
Same place everyday Moves throughout plant Other

8. Please describe the setting where you work in detail.
9. Who do you work with?

Alone Co-workers Supervisors Engineers
Other,

10.What other languages have you noticed that are spoken here?
11.What do you do on your job (details - from when you arrive to when you go home)?

12.How are instructions/directions given to you?
Orally Written No directions given



13.Do you think this kind of direction is typical of this organization?
14.Do you have anything to say about how you receive your directions?

15.0n an average day, how frequently do you get spoken, written directions?
Never 1-2 times 3-4 times 5-6 times 7 or more

16.How frequently do you use forms?
Never 1-2 times 3-4 times 5-6 times 7 or more

17.Describe the forms you use and how you use them.
18.Do you use computer screens or terminals? Yes No
19.How do you use them?

20.How often do you use computer screen or terminals per day?
Never 1-2 times 3-4 times 5-6 times 7 or more

21.Who do you contact if there is a problem or breakdown? Who else?

22.How do you contact them?
Spoken Written Other

23.What types of tools and equipment do you use on your job? Describe them in detail.
24. What types of computers and electronic equipment do you use?

25.How important is reading in your job?

Not at all Not much A fair amount A lot
26.How frequently must you read on an average day?
Never 1-2 times 3-4 times 5-6 times 7 or more

27. What is it that you have to read that is most critical in getting the job done right?
28. What do you do if you cannot read something?

29. What happens if you misread something?

30. What type of math do you need for your job?

31. Ask questions about the kind of things they do - i.e.: what types of # do you add, subtract
etc., charting, graphing etc.

32. What do they do if they are not able to do the math?



33. What happens if they make a mistake on their math?

34.In an average week, how often are you faced with a problem while you do your job?
Never 1-2 times 3-4 times 5-6 times 7 or more

35.Get an example of a typical or common problem.
36. What is the most recent problem they have had to solve?
37.Ask how they solve the problems - alone or group?

38.How important is problem solving in your job?
Not at all A little Average Very much so

39.Is there a difficult part of your job? Describe it.

40.Did you have any training when you started this job - what kind of training, when did it occur,
how was the training conducted, waS the training helpful?

41. Is there any other training that you think would have been helpful- what is it?

42 .How did you learn to do your job?
Formal training Someone showed me By myself  Other

43.How are employees chosen for new job opportunities?

44 . Howsatisfied are you with your job?

45. What could be done to make it easier for you to do your mob?

46.How would you describe your relationship between your co-workers are upper management?
47. What things are looked at to determine if you are good at your job?

48. What do you think should be taught in this educational program?

SAMPLE QUESTIONS TO ASK EMPLOYERS (ONA)
1. What is your job title?
2. What are the main responsibilities of your department? (List them)

3. What are the measures of productivity in your area?



4. How much of your work involves customers or other departments in the company?
5. Have you identified any productivity problems related to your area?

6. How many people do you supervise in your area?
None One-2 3-4 5-6 7+

7. What are the job titles of each person in your area?
8. What is the typical work experience in your area?

9. On a normal day, how do you give directions to the people you supervise?
Orally Written No directions given

10.0n an average day, how frequently do you give spoken directions?
Never 1-2 3-4 5-6 7+

11.How critical are these spoken directions?
Not at all A little Average Very much so

12.0n an average day, how frequently do you give written directions?
Never 1-2 3-4 5-6 7+

13.How critical are these written directions?
Not at all A little Average Very much so

14.1s there any difference in this communication when there is a breakdown or material
problem?

15.What tools and equipment do your employees have a problem with?

16.0n an average week, how frequent are these problems?
Never 1-2 3-4 5-6 7+

17.How does this impact productivity?
Not at all A little Average Very much so

18.Do you think your employees have adequate tools and resources to get the job done?
Yes No

19.Describe situations involving math that employees seem to have difficulty with.
20.What kind of math do your employees need to know?

21.Describe any situations involving reading that your employees have difficulty with.



22 .How frequent are those reading problems?
23.How critical are those reading problems?
24 . What impact do those reading problems have on productivity?

25.Describe any situation involving problem solving that your employees have problems with.
How frequently? How critical?

26.What is the impact on productivity?

27.What kind of problem solving skills do they need to have?
28.1s there any training provided for your employees? Yes No
29.What training?

30.When does it occur?
None at very beginning of job Quite frequently Every so often

31.How is the training done?
Individual Instructor led Small group Computer based

Large group Video Other

32.Is there any other training that you think would have been helpful for your employees to have
had?

33.What is it?

34.How do your employees learn their jobs?
Formal training Somebody showed them Other By themselves

35.How are employees chosen for new job opportunities?

36.Describe any changes in the next 2 years that may require employees to use
higher-level skills.

37.How satisfied are your employees with their job?
Very satisfied Satisfied Somewhat Satisfied
Somewhat Dissatisfied Dissatisfied Very Dissatisfied

38.How satisfied are supervisors with their jobs?
Very satisfied Satisfied Somewhat Dissatisfied
Somewhat Satisfied Dissatisfied Very Dissatisfied

39.What could the company do to make it easier to do your job?



40.How would you describe the relationship between other supervisors and the employees?
Poor Fair Good Very Good Excellent

41. What do you think should be taught in this educational program?



Observation ChecKklist for Tours

Tip: If you are going into a factory setting, dress accordingly.

1.

4.

5.

What is the physical environment of the workplace in general?
Clean or dirty
Quiet or Noisy
Ventilation Good Bad
Temperature Hot OK Cold
Vandal ism/ Graffiti Yes No

. What furnishings do employees use?

. What personalization of the employee work areas exist?

What is the overall atmosphere of the plant?

Draw a physical map of the workplace and attach it to the form.

6. What is the physical environment of the individual work areas or line?

Clean or dirty
Quiet or Noisy
Ventilation Good Bad
Temperature Hot OK Cold
Vandalism/Graffiti Yes No
. What furnishings do employees use?

. What personalization of employee work areas exist?

. What is the overall atmosphere of the plant?



Job Process
1. What interaction/communication does the worker have with ...

» Frequency Codes?

01 Frequent 02 Infrequent 03 Not at all

» Criticality Codes?

01 Very critical 02 Critical 03 Less critical
Verbal Non Verbal Written

Person Frequency | Criticality | Frequency | Criticality | Frequency | Criticality
Supervisor
Worker
Clients
Vendors
Front
Office
Others
2. What is the reaction of the workers to observers? Circle answer

Friendly Open Suspicious Nervous Relaxed

3. Does the worker have suggestions to improve the job process?
No Yes

4. Has the worker communicated the suggestions?
No Yes

5. How has the worker communicated the suggestions?
6. To whom were the suggestions communicated?

7. What action was taken on the suggestions?




Print Environment

1. What print materials are present in the plant in general?
» ~ Bulletin boards Yes No
» ~ Newspapers Yes No
» ~ Safety Signs Yes No

2. What signs are present?
3. What notices or announcements are present?

4. What print materials are at the workstations?

» Preventative Maintenance Notices Yes No
» Safety Signs Yes No
» Books or manuals Yes No
» Tally Sheets Yes No
» Tags in Basket Yes No
5. Is there any indication the worker avoids reading? Yes No

6. What are the indications?

7. What documents have to be read?
» Frequency Codes
01 Frequent 02 Infrequent 03 Not at all

» Criticality Codes
01 Very critical 02 Critical 03 Less critical

Document Frequency Criticality

Tally Sheets

Downtime Sheets

Rejection Sheets/Red
Tags

Memos

Alerts

Manuals

Logbooks

Other

Other /




8. What documents have to be filled out or written?
» Frequency Codes
01 Frequent 02 Infrequent
» Criticality Codes

01 Very critical 02 Critical

03 Not at all

03 Less critical

Document Frequency Criticality

Tally Sheets

Downtime Sheets

Rejection Sheets/Red
Tags

Memos

Alerts

Manuals

Logbooks

Other

Other /

9. What math computations are performed on the job?
> Frequency Codes
01 Frequent 02 Infrequent
» Criticality Codes

01 Very critical 02 Critical

03 Not at all

03 Less critical

Document Frequency Criticality

Addition

Subtraction

Multiplication

Division

Fractions

Decimals

Averaging

Charting

Graphing

Measurement

Other

Other




10.What tools are used on the job?
» Frequency Codes
01 Frequent 02 Infrequent 03 Not at all

» Criticality Codes
01 Very critical 02 Critical 03 Less critical

Document Frequency Criticality

Screw Drivers

Hammers

Check Fixtures

Other

Other

Other

11. Do the tools belong to the individual or the company?
Individual Company

12. Are there adequate tools to do the job?
Yes No

13.If no, what tools are needed?

14.Are tools organized so that they are readily available?
Yes No

15.What materials are used?

16.Are materials available in a timely matter?
No Yes

17.When are the materials used?
Before During After

18.Are there any hazardous materials?
No Yes

19.If yes, what types of hazardous materials?

20. Does the worker have any control over the use of the tools or materials?
No Yes



Instructional Environment

Describe the instructional environment.
Size of room:
Tables:
Electrical outlets:
Storage:
Lighting:
Accessibility:
Areas of privacy:
Noise:
Temperature:
Ventilation:
Bulletin Boards:

Chalkboards:



Appendix 3:
Administrative and Practitioner Training

Administrative

Making A Presentation on Your Services

Work in small groups to develop an outline for a presentation that you will make to a
worker/management committee (from 4 to 8 people) on one particular program, workshop or
service that you might be requested to deliver from the needs coming out of an ONA. You will
have half an hour for the presentation--15 minutes for the presentation and 15 minutes for
questions. Be prepared to present your outline to the large group. Here are some ideas to select
from:

* a program on basic math dealing with measurement and metric conversions, math for
conducting averages for Statistical Process Control in a food processing factory

* a basic computer course for beginners in a department store

* a clear language workshop for workshop writing for supervisors and managers in a textile
factory

* a part-time, drop-in program for a factory where people can get tutoring and help with reading,
writing, math and computers

* or choose something else you might deliver

Consider the following in the outline your presentation:

* How will you present yourself and your organization to the company?

* What kind of process will you present to the workplace in terms of getting the program up and
running and ensuring it is on track?

* How will you ensure that the interests of management and workers are included in what you
say (i.e. that both will feel comfortable with what you have to offer?)

» What will you pay attention to in the style and language of your presentation?

* What medium will you use-- overheads, video, handouts, etc? Why have you chosen this
particular medium?



Developing Contracts

Work with another person to look at the various contracts or letters you have in front of you. What
features do you like? What don't you like? Make 1) and outline for a proposal for one of these and 2)
make up your own contract for one of the following options. Each pair's contract will be made
available to the rest of the group.

* a 12-week, on-site computer course for 20 people. Each person will get 12 hours of training.
* a one-day clear language workshop
* a 12-week drop in program for the basics-- 2 times a week-- 3 hours at a time.

Consider the following:

* roles and responsibilities

» timelines for completion of different phases of work

* hidden costs like preparation, meetings. management time as well as actual delivery and teaching time
* cost-- what is the going rate for similar kinds of work in your region



Working through the Workplace Literacy Process: A
Workshop for Delivery Agencies

An Outline for a Presentation to a Workplace

Short introduction to you and your organization and its track record.

. A description of what you can offer to the workplace; what the process would be and how
it would work. (individual needs assessment / program development /delivery /
evaluation)

. Benefits of what you are offering for both workers and management. (how it can address
needs that have come out of the DNA)

. Question and Answer.



Working through the Workplace Literacy Process: A Workshop for
Delivery Agencies

Tips for Making Presentations to the Workplace

. Keep it short and sweet.

. Use clear language.

. Always consider the implications for workers and management.
. Focus on flexibility.

. Focus on their needs rather than your programs and services.

AN L B~ W N =

. Use other relevant experience to illustrate your track record even if you don’t
have workplace experience.

-

. Be prepared to answer their questions.

8. Don't over promise.



Working through the Workplace Literacy Process: A Workshop
for Delivery Agencies

What Goes into a Workplace Proposal for Provider
Services?

1. Introduction including purpose of proposal and about your organization
2. Overall approach to the service or program provided
3. Work plan with the sequence of activities and tasks and timeframes.

4. Budget-- a breakdown of costs



The Components of the Training/Individual Needs
Assessment

You have been asked to develop a Workplace Communications and Computer Training Program that will
include understanding the paperwork better and completing several short written reports directly on to the
computer for workers on the plant floor of a food processing factory. This is an area that came out of the
ONA where the company wants to do some training. There are potentially 20 people who have signed up
from the plant floor. Many people have little or no experience with computers and some may need to
enhance their reading and writing. Some are lead hands and supervisors. Some are speakers of other
languages. There is amount of discomfort and fear about computers although people would like to know
them to keep up with their children.

A. What would you do as part of your training/individual needs assessment?

B. Look at the initial assessment process used by the Wellington County Learning Centre (or your own if
you have brought it with you). What parts could you use for individuals for this program? What parts
would you delete? What new additions would you make? Ensure that it is tailored to this situation and
can be done in 20 minutes.

C. The company also want you to team teach with the quality coordinator during the workplace
orientation (all new employees) and with the WHMIS trainer (all employees take this training) to
ensure that participants understand what is going on and take principles of adult education are
followed. What kind of assessment would you do to prepare to help?



Planning For program Delivery

Examine the following summaries that have come about as a result of a training/individual needs
assessment. Prepare goals and objectives for your program, a brief outline for your program and what you
would do during the first two hours with participants. Think about how the workplace situation is the
same or different from what you already do. Present your plan to the whole group.

Situation A: Basic Math

You will be teaching a basic Math course with 12 people from different parts of the workplace. The
program is offered on 50/50 time so that half the course will be workplace-related and the other half will
address participants' personal needs. Management would like people to have more learning with respect to
figuring out and plotting averages as part of their quality program. People have already had

some training with the company's engineer but felt traumatized because the language was too high and
they didn't understand it. The trainer used a presentation style and read out of a handbook. There was little
practice except when he called on people to answer a question.

Participants have said they would like to figure out math to do with banking, investments, mortgages,
their annual vacation, and helping their children with homework. The course will be 16 hours--4 hours a
week over 4 weeks.

Situation B:

You have been asked to develop a Workplace Communications and Computer Training Program
that will include understanding the paperwork better and completing several short written reports
directly on to the computer for workers on the plant floor of a food processing factory. This is an
area that came out of the DNA where the company wants to do some training. There are
potentially 20 people, a culturally and racially mixed group, who have signed up from the plant
floor. The program will be offered two times a week, 2 hour at a time for 5 weeks. Many people
have little or no experience with computers and some may need to enhance their reading and
writing. Some are lead hands and supervisors. Some are speakers of other languages. There is
amount of discomfort and fear about computers and job loss if they don't learn them: although
people said in the DNA that they would like to know them to keep up with their children.

Situation C

Company X wants to offer clear business writing for its office staff as well as protocols for e-mail which
is relatively new to the company. The 10 participants, mostly women, will be from reception, marketing
and sales administration, accounts payable and receivable and human resources. They have to write
memos, letters, and short reports internally and to customers about products they order--some of this bye-
mail. They have said that they want to be able to write without stewing for days and days about what they
are going to write about and have more confidence. They want to know about "correct" ways to use e-
mail--how formal or informal they should be--how much detail, not enough detail.



The Role of the Workplace Educator

The participatory model is welcome in few workplace settings. Practitioners are often only able to weave
it in, intermittently, with more traditional approaches. But this is true outside of workplace education as
well, even though the language of "empowerment" and "student directedness" is everywhere. Adult
education is generally oriented to preparing people to uncritically participate in the current work, school
and political systems. Many argue that this is what adults say they want. Participatory education W1J/
continue to ask deeper questions to find out if this is all they really want.

Nash, A. (2001). Participatory workplace education: Resisting fear driven models. In P. Campbell & B.
Burnaby (Eds.). Participatory practices in adult education (pp. 185-195). New Jersey: Lawrence
Erlbaum.

In small groups discuss the statement above. Do you agree or disagree with it? Then discuss the following
points that Nash also makes:

Given the delicate context we are working in, we can apply the participatory approach in the following
ways:

1. Use very opportunity to explore how the workplace runs and how it affects our lives. Investigate the
ordinary by asking questions like:
* How is information shared here? (official and unofficial ways)
* What's a good job here?
* Make a map of the workplace.

2. Seek to understand and make connections between individual concerns and the larger context.
3. Use the participatory approach flexibly, try to carry forth its purpose rather than it method. Getting to
explicit public action is not as important is not as central as developing a depth of understanding that

can support informed action whenever it becomes appropriate.

4. Prioritize worker goals to learn concrete skills. Articulate the skills they are learning during non-
traditional lessons.



Checklist

Workplace materials (from management and union)

a”)
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site maps and plans

advertising brochures

posters

employee handbooks (history of the organization, regulations, etc.)
benefit plans

health and safety manuals

training manuals

fire regulations

payroll slips

newsletters, newspapers

job descriptions

instructions for operating equipment

descriptions of other procedures or processes used in the workplace
job-specific written materials (forms, memos, menus, code books)
annual reports

Audio, video, and other sources

presentations for orientation, staff development, on-the-job training
advertising

staff meetings - you could be an observer or participant

employee presentations to groups

job-specific presentations - given by or for learners in the workplace



Appendix Four:
Marketing Materials
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Quick Facts Sheet

Workplace Education Quick Facts

1 out of 3J Canadian employers experience basic skills-related problems with
their workforce, yet less than 1 out of 10 employers are involved in literacy
programs or referrals to programs

The Impact of Basic Skills Programs on Canadian Workplace, by the Workplace Education
Center of ABC CANADA. reports on 86 employer and employee

representatives from 53 workplaces which had participated in basic skills training

for at least 1 year:

79% reported increased productivity

84% reported improvements in the quality of people's work

73% reported an increase in the work effort

87% reported more competent use of workplace based technology
82% reported increased health and safety

97% reported increased self confidence that benefits the workplace

When 600 managers from a broad spectrum of Canadian industry were surveyed in
1992, about 1/3 of them reported that poor literacy caused serious difficulty with:

e introducing new technology

e product quality

e productivity

The estimated annual cost of low literacy to Canadian business is $1.6 billion fur
industrial accidents alone. This does not include the cost of illiteracy from lost
productivity in other areas, ,

The Allen-Bradlev Corporation, maker of programmable controllers, found that
customer service calls shifted from 50 calls a day to 2 calls a month after they
redesigned their documents using plain language and readable formats .



How do I know (for employers)... ?

How do I know if my Employees would benefit
from an Employee Development Program?

If you have contacted Project READ Literacy Network, or another provider. chances are you know there
is a need in your company for employees to enhance their skills. However. there isn't a specific test or
questionnaire to identify all educational and upgrading needs. here are some dues that you should watch

for in employees.

Writing Clues

Employees:

take reports home to complete

get coworkers to fill out forms

have trouble filling out a time sheet

have trouble with grammar and spelling

have trouble expressing themselves in writing
written messages are difficult to understand

Reading Clues

Employees:

do not follow written instructions correctly

have not read the safety manual

get hurt even though there are signs indicating danger
mix chemicals together that should not be mixed

say they forgot their glasses to get others to read for them

General Clues

Employees:

have expressed an interest in employee development in the past
do not participate in meetings

are worried about t he implementation of computers in their
specific jobs

are nervous about being trained in new equipment

have been employed in the same position for the past 20 years
and have not made any indication that they would like to
advance.



Flowchart for setting up employee program

Setting up an Employee Development Program?

This is what YOU, as a company, can do to set up an employee development program

1.

Call Project READ or a workplace provider to set up an information meeting.

2. Determine if management supervisors, union, and employees are supportive.

3.

9.

Form a workplace planning committee with representative from management, supervisors, union &
employees.

. Do a workplace needs assessment to determine what is best for your company.

. Workplace planning committee sets goals, objectives and action plans based on the results of

the needs assessment

. What do employees want and need in a workplace education program?

What is the interest level to attend a workplace program?

. Work with the provider to develop the programs to implement along with the necessary

curriculum.

. Work with the provider to develop evaluations for the programs - outcomes and benchmarks

of success.

Implement the programs that were created

10. Work with the provider to evaluate programs individually as part of the workplace program.

11. Work with the provider to develop action plans to implement the results of evaluations.

12. Start again with the next program



Brochures for Unions and Workers (note that each region requested their own brochures
for each of the 3 separate brochures)
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Sample Memo

MEMO TO ALL EMPLOYEES

(Insert company name ) 18
offering courses to help you
get better at reading, writing,
math and computers.

Do you want to be better at:
e communicating with your co-workers
o understanding work memos
o writing shift reports
o understanding safety rules
e learning new things to help
you do your job better




SAMPLE

PHONE SCRIPTS FOR WORKPLACE

HOT CONTACT
Good morning/afternoon/evening <insert their name>. I'm and I'm calling
from Project READ literacy network. I was given your name by , who

thought you maybe interested in our services.
OR

We met at <name the organization or event> and we had briefly discussed the services
my organization provides. You may remember that we're a not ...<continue with the point
in the script>.

You may have heard of us we're a not for profit literacy umbrella organization
representing all literacy providers in Waterloo/Wellington. Our providers have over 20
years of experience in providing adult basic education and training in basic . skills and
we're now offering this service to the workplace.

What we would like to do is mail you out a package of our informational materials for
you to peruse. Would that be okay?

IF YES:
Great!!! I'll get that out in the mail today for you and follow up with you on <day of the
week 3 to 5 days from now>.

Thank you for taking the time to speak with me and to review our package, I'm sure
you'll be interested in further information once you've read it. Have a wonderful day.

IF NO:
Would it be better if T hand delivered it?

IF STILL NO:

I can understand you don't want more paper to recycle in your office, but I do think your
company would benefit from the services we are offering. Even if just to rewrite
materials into clear language which can lower customer service questions or assist you in
meeting [SO standards.

IF STILL NO AGAIN:
Thank you for your time, I hope we can perhaps be of service to you in the future. Have a
wonderful day.



SAMPLE

PHONE SCRIPTS FOR WORKPLACE
COLD CALL

Good morning/afternoon/evening <insert their name>. I'm and I'm calling from
Project READ literacy network. You may have heard of us we're a not for profit literacy
umbrella organization representing all literacy providers in Waterloo/Wellington. Our providers
have over 20 years of experience in providing adult basic education and training in basic

skills and we're now offering this service to the workplace.

What we would like to do is mail you out a package of our informational materials for you to
peruse. Would that be okay?

IF YES:
Great!!! I'll get that out in the mail today for you and follow up with you on <day of the week 3
to 5 days from now>.

Thank you for taking the time to speak with me and to review our package, I'm sure you'll be
interested in further information once you've read it. Have a wonderful day.

IF NO:
Would it be better if I hand delivered it?

IF STILL NO:

I can understand you don't want more paper to recycle in your office, but I do think your
company would benefit from the services we are offering. Even if just to rewrite materials into
clear language which can lower customer service questions or assist you in meeting [SO
standards.

IF STILL NO AGAIN:
Thank you for your time, I hope we can perhaps be of service to you in the future. Have a
wonderful day.



SAMPLE

PHONE SCRIPTS FOR WORKPLACE
FOLLOW-UP

Good morning/afternoon/evening <insert their name>. It's from Project READ
calling, following up on that information package I sent you. Did you receive it?

IF YES:

Do you have any questions in regards to the materials in the package? I would like to make an
appointment with you, it will only take 15 minutes of your time to further discuss the services we
provide. How is <have two dates ready, morning or afternoon>?

IF TIMES ARE UNSUITABLE:

When would be a good and convenient time for you to meet with me then? Wonderful!!! I'll see
you at <repeat the appointment date and time> and look forward to discussing our services in
more detail. Have a great day!



SAMPLE

Cover letter to business with marketing package

<name of contact>
<company name>
<street address>
<city, province>
<postal code>

Dear

Some of the most common responses from participants in workplace education are: "I've learned how to
communicate more effectively" and "I've learned to listen better". These are two statements everyone
wants to hear said in their company. Communication is the key to success and that's why Project READ
Literacy Network and its members are offering the basic skills services to the workplace in our
community.

As a not for profit organization we are offering an Organizational Needs Assessment which will identify
training needs within your company and clear writing needs for internal and external documents. We will
also identify the best workplace program for your needs in the community. All companies can benefit
from clear writing. For example, Cambridge Hydro has a program entitled Share the Warmth and for the
first couple of years it had no responses. Unbelievable, they're offering a service to assist people in paying
for utilities through the winter and no one responded? For the third year, we rewrote their brochure into
clear language and suddenly they received over 50 responses. Clear communication is the answer. To
acquire clear communication throughout your company though you need to ensure that everyone can
communicate in the same way .. .language, low reading skills, low writing skills and general low
communication skills can impede your potential.

After reviewing all the materials in this folder, you will be interested in having your company's needs
addressed, which we can discuss when I call you in a few days.

With regard,

Jane Tuer
Executive Administrator



SAMPLE
POWERPOINT PRESENTATION FOR MARKETING

Slide 1

Workplace Education

Project READ Literacy

Network Waterloo-

Wellington

Giving Exployers, Employees and Unions
the edge in keeping up with technologics
and quality service

Slide 2

Overview

« Project READ is offering
organizational needs assessments

(ONA) to assist everyone in your
company with ensuring clear

communications interneally and

externally. %

* The ONA will provide a
comprehensive evaluation of

training needs and available options
in the community. It will also
provide suggestions for re-writing of




Slide 3

Features & Benefits

the Groundwork for a
Workplace Neods Asscssment:

« Getting all groups committed to the
needs assessment
Organize u planning committee

+ Plan and bold initial committee

meetings
Design the workplace needs %
assessment .

Slide 4

Carrying Out the Needs
Assessment

Schedule interviews and focus
groups .

Prepare the interview and focus
group formats

Test the interview and focus group
formats

Slide 5
Collecting Information

o D e

« Focus groups will be used to collect
the information (Ethnographic
principles will be used)

e

« Information will also be gathered
from other sources (analyzing
workplace documents)




Slide 6

Slide 7

Slide 8

Interpreting and
Reportiz

Mecting the needs of the
organization, the employee and
the job

Writing an executive summary
of findings
Creating a potential action plan

Reporting the findings %

Applications

The ONA will give be useful to
everyone within the company.
Using focus groups we will
determine what training nceds exist
and what kind of training is
required. %
We will also be able to review
sample documents, intermal and
external for clear writing.

At Allen Diradiey, when customer documenis were
rewrirten inte cloar langueape. customer service
oalls devreased from 30 calls per day to 2 per
month

Specifications

: In order for an ONA to be successful
we will require input from all
aspects of the company, including:
management, supervisors, laborers
and office staff. o

: Using focus groups and asking key
questions, we will be sbie to make
clear recommendations on training
needs based on the outcomes.

- To assess documents for clear-
writing, we will need a few samples
to review.




Slide 9

Slide 10

Pricing
If you are located in Cambridge, North
Cambridge Rotary will help to supplement
the costs of an ONA and training.

Clear writing is based on & fee of

680 /hour (for cxample a 33 page
PowerPolat prescntation has taken 3 1/2
hours)

The regular costs of an ONA are kept to a
minimasl-

=p to 50 coployces 6260

%) 15 100 smpleyens 5300

101 ve 150 employens S350 .
151 to 200 employess S400

301 te 350 employcee 2450
svor T30 cmpleyocs SGO0

Availability

An ONA can be done at any time
convenient to you
We are flexible to meet your needs.

The training that we will ;'

recommend can be done on-site or
in another location and will be
provided by the training expertise
of our members, as lsted in oux
brochure.




Appendix Five
Proposals and Contracts

Proposal to Develop a Series of Clear Language
Workshops for Company ABC

Prepared by:

Educational Organizatior X

March, 1999




1. Introduction

a. Purpose of Proposal

The purpose of this proposal is to present a project plan for developing a series of clear language
workshops for Company ABC. We understand that the daylong workshop will be run three times
with a maximum of 12 participants in each workshop. The goals of the company in offering
these workshops are:

e to ensure that technical personnel, supervisors and managers write using
principles of clear writing and design to improve everyone's understanding of
workplace written communication and e-mail communication

e to develop a systematic process for clear writing to be followed by everyone in
the company who writes workplace documents and corresponds bye-mail.

e to improve written communication and understanding of it in Company ABC

b. The Approach

Educational Organization X will use a collaborative approach to develop the clear language
workshops. The Plan will be based on an individual needs assessment with participants and will
consider the clear language issues that came out of the ONA. We will work closely with the Joint
Training Committee to understand the issues in more detail. The workshops will be tailored to
Company X through this process.

The Clear Language Writing Workshops will include:

what makes reading and understanding difficult at Company X

the impact on lack of understanding on the company and individuals

the principles of clear language and design: step by step

putting the principles into practice using participants' own pieces of writing
next steps towards developing a company clear language policy

I1. About Educational Organization X

Educational Organization X focuses on the development of foundation skills like reading, writing, basic
computers and math to the public and private sectors. We have been delivering clear language

workshops in the region for the last 10 years. Here's what other organizations say about our work:

XXX



II. Recommended Work Plan

We recommend that the Clear Language Workshops be developed according to the following steps.

a. Step 1: Consult with Client (April 1999)

In Step 1, we would like to meet with our key contact and the Training Committee to clarify 1) the scope of the
project, 2) client needs, and 3) clear language issues that came out of the company's ONA. This consultation will
provide solid preparation for the next steps.

b. Step 2: Develop Individual Training Needs Assessment Strategy  (April 1999)

In Step 2, we will develop a needs assessment tool and plan in consultation with the client. One major purpose of
the needs assessment is to collect information from workshop participants and other on the difficulties with written
communication and workplace materials.

C. Step 3: Conduct Individual/Training Needs Assessment (May 1999)

We will conduct interviews with workshop participants and collect information according to an agreed-upon needs
assessment plan with the client. We will develop an outline for the Clear Writing Workshop based on these findings
and present it to the Training Committee for final approval.

d. Step 4: Design and Deliver Clear Writing Workshop (June 1999)

We will develop the workshop based on the approved outline. We will pilot the workshop with the
Training Committee and other key contacts and adjust the workshop accordingly for the rest of the series.
Participants will be asked to complete an evaluation form at the end of the workshop. These results will
be summarized in a final report for the Company.

e. Step 5: Follow-up Meeting with Client (July 1999)

We will follow up with the client to review the project process and ensure that there has been satisfaction
with the project.



V. Budget

1. Plan and Conduct Individual Training Needs Assessment:
40 hours @ $50. = $ 2000

2. Develop and Deliver 3 workshops for 36 people:
* Development and Preparation: 40 hours @ $50. = $ 2000

* Deliver Workshops 24 hour~ @ $50.=3$ 1200
3. Write Final Report: 15 hours @ $50.=1$ 750.
Total Cost: $ 5950.
Plus GST.

Subject: Contract for your Acceptance (bye-mail)

February 28, 2001

To: Jane Doe, Literacy Consultant

From: Name of Client

Dear Jane,

This letter will outline the terms of your contract to prepare a report on XX.

Time period: up to 10 days between March 1 - March 3112001

Fees: $XX per day

Objective: insert a brief outline of the objective for your training (i.e. clear language or specific

training of employees). The content should include: -make brief point-formed outlines of what will be
done.

Jane, I think this report will be a very useful document, and I'm very happy that you have agreed
to take this on. Please confirm by return e-mail.

Name of Client
Title of Client
Organization



Letter of Agreement Between Literacy Organization Giving Training (LOG
Training) and Workplace/Company Recipient of Training (W/C RT)

» Statement of Work: The project will include the development and delivery of a basic
math course with a focus on metric conversion and measurement for 12 participants, 4
hours a week for 3 weeks. There will be two groups, one for day shift and the other on
the midnight shift. The day shift program will operate from 6 a.m. - 8 a.m. every Tuesday
and Thursday. The midnight shift program will operate from 11 p.m. - 1 a.m. every
Monday and Friday. Each participant will receive a 20 minute, confidential individual
assessment. The instructor will present aggregate reports to the joint committee twice
during the course of the program. The delivery organization will prepare a final
evaluation report .

» Time Frames: The two groups will run between April 15 and May 7™, 2001. The
individual needs assessments will be conducted the first week of April. The final report
will be due two weeks after the last class.

> Fees: Fee associated with the development, delivery and evaluation of the program will
be paid in four equal installments at the completion of each component as follows:

Individual Needs Assessment: 24 hours x $50. = $1200.
Program Development: 40 hours x $50. = $ 2000.
Program Delivery: 24 hours x $50. =$ 1200.
Meetings, Evaluation and

Final Report 24 hours x $50.=% 1200

TOTAL: $5600 plus GST.

Signature of W/C RT RT Signature of LOG Training




April 2001

John Smith
XXZV Company
Everytown, ON

Dear John,

As per my conversation with Jane Doe, [ am submitting the enclosed proposal. My
understanding of what the committee wants to offer XXZY Company is as follows:

>
>
>

Y VYV

to provide a basic computer course for up to 60 employees;

up to 12 employees can access the training each time the course is offered;

to accommodate shift schedules, each course will provide three 2-hour sessions a week
for 4 weeks;

there will be a maximum of 4 employees per each 2-hour session;

assessment and training plan development will take a maximum of thirty minutes

the S.O.L. committee is interested in participating in the hiring process for the course
instructor.

The first offering of the course is slight more expensive than each additional course. This reflects
my assumption that start-up materials and course content should remain relatively unchanged
once developed (allowing of course for individual needs). Also, the cost per course offering
includes all materials with the exception of work related materials which course participants may
wish to supply.

I really enjoyed meeting with you and the rest of the committee. I'm pleased that you felt can

provide you with the training that the employees have indicated an interest in receiving. [ am

hopeful that we can start the first computer basics course before mid-March. Please call me if
you have any questions or need more information.



First Four Week Course

OBJECTIVE: To provide 12 XXZY Company employees with one-to-one basic computer
training.

Session times

6:00am - 8:00am

2:00pm - 4:00pm

10:00pm- 12:00am

# of Participants 4 4 4
Assessment & 30 minutes (max) 30 minutes (max) 30 minutes (max)
Training Plan per participant per participant per participant

Development

Program Delivery

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

Cost per Shift $1,350 $1,350 $1,350
Total Cost, first course $4,050

Each Additional Course

OBJECTIVE: To provide 12 XXZY Company employees with one-to-one basic computer

training.

Session times

6:00am - 8:00am

2:00pm - 4:00pm

10:00pm- 12:00am

# of Participants 4 4 4
Assessment & 30 minutes (max) 30 minutes (max) 30 minutes (max)
Training Plan per participant per participant per participant

Development

Program Delivery

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

Cost per Shift

$1,350

$1,350

$1,350

Total Cost, first course

$4,050




First Four Week Course

OBJECTIVE: To provide 12 XXZY Company employees with one-to-one basic computer
training.

Session times

6:00am - 8:00am

2:00pm - 4:00pm

10:00pm- 12:00am

# of Participants 4 4 4
Assessment & 30 minutes (max) 30 minutes (max) 30 minutes (max)
Training Plan per participant per participant per participant
Development
Program Delivery 8 hours total (2 hours | 8 hours total (2 hours | 8 hours total (2 hours
per week x 4 weeks per week x 4 weeks per week x 4 weeks

Cost per Shift $1,200 $1,200 $1,200

Total Cost, first course $3,600
Each Additional Course

OBJECTIVE: To provide 12 XXZY Company employees with one-to-one basic computer
training.

Session times

6:00am - 8:00am

2:00pm - 4:00pm

10:00pm- 12:00am

# of Participants 4 4 4
Assessment & 30 minutes (max) 30 minutes (max) 30 minutes (max)
Training Plan per participant per participant per participant

Development

Program Delivery

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

8 hours total (2 hours
per week x 4 weeks

Cost per Shift

$880

$880

$880

Total Cost, first course

$2,640




Scenario One

Scenario Two

Scenario Three

Peer Tutorig — 30 pairs

(tutoring training,
coordination, volunteer tutors
— 6 months)

Stand-up delivery

(20 trainees, 20 weeks of
training)

Learning Centre

(10 station networked lab
integrated learning systems, 50
students, 20 hours per week
combination workshops and
drop-in labs) 6 months

Tutor training - 5 days

Needs Assessment - 10 days

Needs assessment — 3 weeks

@ = @ = @ =
Instruction — N/C Instruction — 6h X 20 weeks Instruction — 10h X 25 weeks
(Volunteer tutors) 120 hours 250 hours

@ =

Preparation, administration, final
report — 20 hours

@ =

@ =

TA for labs — 10h X 25 weeks
250 hours

@ =

Coordination — 6 months

@ =

Supervision @ 15%

Project management @ 15%

Software lease — 6 mos @ 1500

Technical Installation

Maintainence — 6 mos $50

Miscellaneous — materials,
duplication, telephone, fax,
travel, parking

Miscellaneous — materials,
duplication, telephone, fax,
travel, parking

Miscellaneous — materials,
duplication, telephone, fax,
travel, parking

Admin overhead ?

Admin overhead ?

Admin overhead ?

Total cost

Total cost

Total cost

Per student cost
-30=

Per student cost
-20=

Per student cost
-50=




Slide 1
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Appendix Six:

Powerpoint Presentation to QUILL Network

Building Our Capacity

u Setting protocols for workplace service
delivery

# Creating a marketing plan/strategy

& Creating marketing materials

® Finding “champions’ Em

The Process:

oy

= The next slides will show you the

process we took and what we would
change

= We would like your comments and
thoughts as you view the ideas

= Keep in mind how this might differ for
your region

This is what our project covered
Explain champions - .e. WWTAB,
Grocery Producers Council, Rotary,
Chamber of Commerce

Encourage questions

Let them know there will be
questions we would like some input
on at the end of the presentation,
they refer to the pre-meeting
questions they received from
QUILL.



Slide 3

Slide 4

WHAT WE DID:

af 1he project

We also sont out &
recuest for referance
commitiee members
{rom each provider

region

= We sen! out a copy of _
the goals and objectives objectives we would

member agency In each

Sending oat inititl prosect information to providery

WHAT WE WOLALD
CHANGE:

» With 1he goals ang

also send a timeline

u Ensure the right plapers
are a1 the table and at
{irst have the
corresponang LCPP
membears prasent

WHAT WE DID

- . » One monih's notce was

| gven for mestngs with &
o Weok rermindor

= Comminee members were
ke for imdarmaten
regarding ther workslace
practices o potential below
mestngs

Scheduling Meetings and Information Gathesing

WHAT WE WOULD
CHANGE:

* Moatings would be monthly
ot Eral then move 1o e-mail
and alphacom decussons
Wit MROtngS GG NECoSEATY

« Meet Srst and explan the
ndcrmason gathering In
momn deel & alow ior
corfidenakty

= Ofer a one-to-one fomat for
agencies new 1o wokploce

.

What we did:

-a copy of the original proposal was
sent

-reference committee members
needed to be the individuals who
would make decisions about basic
skills training in the workplace

What we would change:

-the timeline would show when we
hoped to have each step in place to
give the providers time to handle
priority needs

-we thought the group would be
easy to work with, as they had
already developed LSPs

together ... however, it wasn't
always the same players at the table
(L.e. the school boards and the
college (who sent just the literacy
person)) ... this changed the group
dynamics and created an
atmosphere of secrecy and distrust.
Perhaps an exercise on working
together would also help, but you
need to have the original LSP
players at the table along with their
workplace coordinators

What we did:

-we needed to have more face to
face meetings at the beginning and
practitioners need to be made aware
of this. It's easier to cancel
unnecessary meetings than to add
more. The reason more were
needed at the beginning was the
lack of training in workplace and
the group dynamics and the feeling
of some providers that they had to
protect their program's information.
We eventually moved more and
more to e-mail and alphacom

-the information was gathered via
email and fax ... but with little to no
response a less intimidating shorter
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Meeung Agendas and Mectings

: WHAT WE DID:

b = Dealed agendas win

— Imelinea wove sent out ¥ Shoror agondas 1o aliow for
belom sech mesig O mcepth Secussiom

® Detaled minutes wore taken ¢ Onfy having famiiar MTGU
for sach mosding with MTCU SEres eIt W @l Meutirgs

<l pre (Sando Mnkn}

% Shorler mindes with acten

T A 4 SHDARY (RO

WHAT WE WOULD
CHANGE

questionnaire was sent What we
would change:

-an alphacom discussion would be
set up immediately. We would also
allow the providers options of how
they want information to be sent to
them.

-ask each agency their requirements
for confidentiality before meetings
-for new providers to workplace a
one-to-one information gathering
process was needed

What we did:

-we had a full agenda for meetings
with timelines for 2 hours, but that
didn't allow for much discussion
and meetings ran closer to 3 hours
-the minutes were sometimes 6 to 8
pages long

-Sande Minke attended all our
workplace meetings

What we would change:

-keep the meetings to 2 hours or
less

with shorter agendas and placing
other items for discussion on
alphaplus or e-mail

-Robert Dupuis came to explain the
workplace strategy and
unfortunately, instead of helping
clarification it made a few providers
feel "forced" and defensive
-minutes needed to be shorter with
only point form information

-one completely separate page was
sent with the minutes showing
action items and who was
responsible for them (I.e. hourly
fees ... WRDSB ... and date needed

by)
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.ﬁ Role of the network?
T
= Who does the marketing?

= Who makes workplace education
referrais?

» Who does the ONA?
= How involved should the network be?

ey

‘5 Needs Assessments and Fees

3
ﬁ = Who does the needs

- assessments...ONA and individual?
= ® Should assessments be standard?

# = How much are the fees and how should
S they be paid? (upon completion?)

== = WIll there be a consistent fee and will
@8  everyone share their fees?

It was decided that it would be best
if Project READ did the

marketing ... centralized and
unbiased as the coordinating body.
Workplaces need one point of
contact and that is key to success.

Since PRLN already does common
assessments for OW it was a little
easier to decide they should be the
referring body. However, it still
required discussion as to how the
referrals would be done and decided
upon and how feedback would be
obtained.

It was decided that the ONA needed
to be done by PRLN as the referring
body. It would just be an initial
assessment and the agency would
do a full needs assessment as part of
their program/training.

The providers have complete
control over how involved they
want the network .. .in some cases
the network maybe considered a
provider (I.e. clear writing).

As previously mentioned PRLN
would do the ONA and providers
would do the individual
assessments. (Explain what an ONA
is)

The question of should assessments
be standard for the individual and
in-depth assessments was asked.
Sharing assessments was done at
training, but it was felt that each
agency has their own policies and
procedures for doing assessments.

At first sharing fees was a fear, as
people were worried about the
competitive edge and the potential.
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Customization

=

i' » Will everyone be willing to customize

f. their program to the workplace?

= How long will it take to set-up a
workplace training program?

= Who will monitor quality control?

= What if a company requests a provider
but it's not the bes! program for the

3
l workplace?

undercutting. Instead we all agreed
upon a fee range, which also helped
providers not familiar with
workplace to establish an
appropriate fee schedule.

A fee range was good ... that way no
one would know for sure if they
were asked to bid for a contract who
was also bidding and what they
would be charging. It also allowed
for a consistency amongst all the
providers.

Quality control was a concern .. .it
was important for everyone to know
that they needed to customize each
training program for each
workplace's needs and have
everyone agree to this and some
basic quality standards.

At first everyone thought a couple
of weeks would be fine ... after
training, providers realized it may
take a few weeks to develop the
proper program for a worksite until
they become familiar with the
process.

After much discussion, it was
decided that PRLN would do an
evaluation of the workplace
program and would share their
findings with the practitioner/
provider for input before reporting
to the workplace. Programs will still
do their own form of evaluation.

This turned out to be very easy as
usually it would be the college or
school board (as they are currently
providing workplace training), so if
a peer tutoring was the better
program the college would sub-
contract to the appropriate agency.
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Marketing

& How will the marketing be dona?

- w WIll current contacts of committee members

be approached?
= What materials will be in the package?
= What will be the contact number(s)?
= Does each region have separate packages?

= How many and what workplaces do we
contact?

It was decided that PRLN would do
all the marketing and committee
members would decide if they
would share their current contacts
and whether or not we can contact
them ... that would be up to the
individual agency .

Review the marketing package with
them and contents.

Currently PRLN's numbers are the
contact, but depending on how
workplace will be done (hiring a
marketer) it could be another
number if it is an independent
contractor.

Each region felt it was important to
have separate packages, since
PRLN has a Wellington number and
a Waterloo number. It was also
decided that groups would stay
within their current provider's
geographic region.

At first we had lofty numbers ... 20
contracts ... we became more
realistic that one contract would be
more realistic and not to just focus
on what the environmental scan
showed.
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2

Agreements

@ Will providers share current contacts?

= Will providers share information on
workplace contracts for evaluation?

» How will the contracts look?

e

W Programming

# Who is willing to participate?

# What is everyone’s niche and is that
appropriate to workplace coordination?

= Will providers share resources?

= How long will programming be and
when will they be offered?

= Will there be a fee schedule?

Once again, it was up to the
individual agency, but all agencies
did share their contacts and names,
as no one was currently successfully
marketing basic skills, only trades,
technical and GED or high school
credits were being done.

This is why it is important to have a
decision made on who would do the
evaluations. Since PRLN will do
evaluations to start (review and
evaluating this process will be
ongoing), providers will share their
workplace contract information with
the network.

After training, it was decided that
each group would do their own
contracts (as some have standard
ones in place), but PRLN would act
as an assistant for groups
developing contracts. During
training sample contracts were also
shared with the group, so no one
will be starting from scratch.

Not everyone has the current
capacity to provide workplace
education, but everyone MUST
provide workforce training.
Community-based had the most
difficulties, but then realized their
small group and certainly their
expertise on peer tutoring could be
utilized (explain peer tutoring like
LLC).

Inherent problem ... since not
funded by MTCU who is to say
what anyone can do??? At first it
was a "we can do everything", but
then realizing that quality control
and the feasibility of a college
providing peer tutoring wouldn't be
financially profitable ... so LSP
niches were generally followed.
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! Provider Training

= Many issues could have been resolved
: by providing training to practitioners at
B ihe beginning. Required training:
g

- - An introduction to workplace/workforce

: literacy

ﬁ - Administrative: the contract, the proposal
. - Practitioner: setbhng up a workplace

program

-l - Network?: the ONA

Sharing resources ... some were
quite willing to share ... everyone
was willing to share, but colleges
and school boards would request
purchasing resources they
developed.

Length of programming will be
based on the need of the workplace.
Each agency decided when they
could offer training and where ... we
were able to cover 2417 which is a
necessity.

Fees would be based on the range
model.

Introduction allowed for an
overview of workplace training and
programming and was given by an
expert in the field, Sue Folinsbee.
An expert is required, as everyone
knew it was coming from
experience and not theory.

Separate training for administrators
and practitioners was extremely
useful ... a half-day for each and
everyone felt much more
comfortable with the process.
Practitioners full appreciated
meeting workplace needs and not
worrying about the MATRIX :).

We had training on ONA's and that
is when it was made easy for the
providers to allow the network to do
them. It's not an easy process, so
one recommendation our project
will make is for ONA training for
coordinators of workplace training.



Slide 13

Slide 14

Recognition

= What form of recognition will employees
get when completing a program?

» Will they get a certificate issued by the
network?

= Should they get anything at ali?
= Should it be given based on hours?

& Should the company do the
recognition?

Success

» The key to success is to ensure proper group
dynamics...there will be new players at the
table

u Full consensus is needed for everyone to
buy-in

» Everyone must define their niches

» Providers and networks require proper
training

» Two potential roles for networks:
coordination or broker "

After much discussion on this
topic:

Should the network have set
certificates?

Should the employers have set
certificates?

Should each provider have
certificates?

.. .it was decided that we do not
issue certificates, but the employer
can provide their own recognition
of

learning if they choose to do so.

Just the final bullet point:

Coordination is what we are doing.
ABLN in Hamilton is doing the
broker approach where they will
negotiate everything and will put
the potential contract out for
bidding . The bidding could also
include the network as a provider.

Our project will also be making
recommendations on the financial
and capacity requirements for
networks and agencies to use the
coordinator model. It will also be
making recommendations on
timelines and skill requirements to
do the marketing. To give credit,
this was asked for by MTCU ...
they

know it will require more money
and they need to know how much
that will be.

Other projects:
-workplace resources and tools
-the broker model

Projects to come:
-marketing, training and more
resources and tools
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