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EXECUTIVE SUMMARY 
 
In Saskatchewan, the big question is how to get training to small workplaces since they 

make up the majority of businesses here. Six pilot projects in different regions and with 

different partners, but all focused on delivering essential workplace skills training to the 

small workplace, ran from March to June, 2001. The purpose of these pilots was to 

understand how to promote essential workplace skills training to the small workplace and 

how the small workplace could best access this training. 

 

Lessons learned were: 

 1.  the centrality of public awareness around essential workplace skills issues 

 2.  the importance of the timing of training 

 3.  the consideration necessary for the length of training 

 4. the impact of the training style 

 5. the need for specialized trainers 

 6. the importance of matched objectives between deliverer and participant 

 7. the necessity for follow-up 

 8. initial and on-going  ‘legwork' as the basis for success 

 9. the need to conserve the time of the relatively few business/labour leaders in small 

communities 

 10. the crucial importance of core funding to achieve sustainability 

 11. the learning of the partners as the basis for future success 

 12. the creation of local champions through the success of the pilots 

 13. the recognition that a learning culture takes time to develop 

 14. the knowledge that 'soft skills' are important as training needs, as possible masks 

to other essential skills gaps, and as a training entry into the workplace 

 15. the importance of workplace-based training to provide a meaningful context 

 16. the need for deliverers/trainers to understand the mindset of the workplace 

 

Models for future delivery of essential workplace skills are: 

 1. Partnership - in order to make essential workplace skills training cost effective, 

accessible, and applicable to the small workplace 

   



 2. Community ownership - training based on community needs, using community 

resources, and promoting community successes will lead to sustainability. 

 3. General and specific training offerings - all training initiatives should have this 

option in order to meet participants' needs 

 4. Workplace-based training - provides the best opportunity for specific training combined 

with a variety of delivery mechanisms 
5. Soft skills as entry point - promotion of this training may allow for later 

discussion/identification of other essential skills training needs 

 

The report concludes with a model illustrating how capacity building at the local/regional 

level can lead to sustainability 

•  Public awareness around essential workplace skills 

•  Pilot/demonstration project to meet local needs 

•  Development of local champions as a result of the pilot/demonstration projects 

•  Increased spiral of activity which builds capacity 

 

 
 

   



I. INTRODUCTION 

The Learning at Work project of the Saskatchewan Labour Force Development 

Board has been examining the issues around essential workplace skills since 

1998.  

 

 Essential workplace skills are defined as the effective and functional use of: 

 reading, writing, numeracy, oral communication, computers, conflict 

            resolution, decision-making, problem-solving, and critical thinking. 

 

In Saskatchewan, one issue that has stood out among many others is the fact that 

we are a small business culture, and we do mean small. The Canadian Federation 

of Independent Business tells us that 74% of all businesses in the province have 

five or fewer employees and, if we take the Canadian definition of 50 or fewer 

employees, then 94% of all businesses here fall into the small business category. 

 

The very size of businesses in the province has a serious impact on training: while 

larger companies may be able to identify resources for training, the small 

workplace has neither the time nor the money to do so. Furthermore, even if the 

small workplace did have the resources, the lack of ‘critical mass’ means that 

getting together a class size in order to access available training at the public 

training institutions is virtually impossible.  

 

The big question becomes how to get training to the small workplaces since they 

are so important to our economy, and we are all beginning to get the picture that 

those workplaces with a highly skilled workforce will be the ones to succeed in 

the new global, knowledge-based economy. 

 

 The Learning at Work project decided to establish some pilot projects focusing 

on delivery of essential skills training to the small workplace, and with funding 

from the National Literacy Secretariat and a solutions-based approach, six pilot 

projects ran from March – June, 2001. Because of our province’s diverse regional 

   



needs and variety of community resources, we wanted to have pilots in different 

regions and with different partners so that the lessons learned would reflect the 

creative approaches taken around the province. 

 

The purpose of these pilots was to understand how to promote essential workplace 

skills training to the small workplace and how the small workplace could best 

access this training. This was done through actual delivery of training deemed 

necessary at the local/regional level. The regional partners were asked to develop 

a training proposal for essential workplace skills for currently employed workers. 

Since each pilot had a different training focus and different partners as well as 

using different resources, we developed a common evaluation form which could 

help us pull together the information to see if we had, indeed, fulfilled the purpose 

of these pilot projects. 

 

We would like to: 

• describe briefly each pilot so that people can understand the diversity of the 

training (each pilot has a summary report in the appendices),  

• take a snapshot of a generic small workplace so that people can understand 

the dynamics within which training must occur,  

• move on to the lessons learned from the pilots, and  

• describe possible models for delivery of essential workplace skills training   

 

 
II. THE PILOTS 

1. Estevan (south-east corner) 

Several partners (eg. Saskatchewan Rural Resource Center and the 

Agriculture Institute of Management in Saskatchewan, Inc.) were involved in 

this pilot, but it was delivered by the Estevan Chamber of Commerce and 

Southeast Regional College. The focus of training was on the ‘soft skills’ (eg. 

interpersonal skills/communication in the workplace) as a result of a survey 

about training needs done by the Chamber with its members. The delivery was 

   



a series of six Lunch and Learn events with both local speakers and more 

high-profile speakers brought into the community for the events; in addition, 

there was a final ‘recognition dinner’ which included a keynote presentation 

on ‘Surviving Change’. 

 

2. Swift Current (southwest corner) 

The local partner was a private training company with the support/advice of 

the Chamber of Commerce and the Entrepreneurial Centre. The focus of the 

training was assistance to individual workplaces on using the Guide to 

Essential Workplace Skills, a self-assessment tool for use in the workplace. 

The delivery was visits to the workplace by the trainer with one-on-one 

discussions with employers.   

 

3. Saskatoon (central) 

The partner was a community-based literacy organization, READ Saskatoon, 

with facilities support provided by the Saskatoon Public Library and training 

support from volunteer tutors. The training focus was on writing for the 

workplace. The delivery was a series of workshops provided by an instructor 

and volunteers, using individual, small group, and whole class instruction. 

 

4. Yorkton (east central) 

The partners were Parkland Regional College and a local business, Popowich 

Milling. In addition, SkillPlan donated half the assessment booklets. The 

training focus was on preparing an Essential Skills Profile for one occupation 

at the business, doing an assessment of the people in that occupation, and 

providing appropriate training as a result of the assessment. The delivery was 

profiling at the business around the shifts of the workers, assessing at the 

college, and providing one-on-one tutor training to the workers. 

 

5. Nipawin (northeast central) 

   



The partners were Cumberland Regional College (4 campuses) and four local 

Chambers of Commerce. The training focus was on ‘soft skills’, particularly 

conflict resolution, as identified in surveys of Chamber members. Delivery 

was a workshop in each of the four communities given by a trainer hired by 

the College. 

 

6. La Ronge (north) 

The partner was La Ronge Motor Hotel with support from Northlands 

Regional College and Saskatchewan Tourism Education Council. The training 

focus was to provide both a literacy learning centre for all hotel staff as well 

as specific literacy coaching in order to attain national certification for one 

department of the hotel, the housekeepers. Delivery was the provision of a 

learning centre on-site at the hotel open for three hours a day, five days a 

week, and staffed by a former employee who had taken tutor training; 

coaching was done by the same staff person at hours chosen by the 

housekeepers.    

 

III. THE DYNAMICS OF A SMALL WORKPLACE  

Small business owners are often most comfortable in the role of product or 

service delivery, probably because they have come from that role in another 

company before starting up their businesses. The challenge is that these owners 

have many roles to fulfill such as financial, marketing, human resources 

management, and facilities supervision, and they may not be well skilled in all 

areas. If problems with staff or the business arise, the business owners may see 

working harder as the solution rather than looking for causes or finding training to 

resolve the issue, particularly new businesses. Besides, many small workplaces 

don’t have much of a profit margin, and when the bottom line is a person’s main 

focus, who has time or money for training? As one business person put it, “When 

we’re busy, we don’t have time to train; when we’re not busy, we don’t have the 

money to train.” Even if training is considered, who wants the community to 

know the business has problems? Confidentiality is critical. 

   



 

If business is going well, why bother with training? What are the benefits? Why 

look down the road if we’re getting what we want now? Besides, if people are 

sent for training, who is left to mind the store? The owner? Job descriptions aren’t 

necessary; the staff just does the work assigned to them. People seem to get along 

and work well together. New staff? We don’t need any right now. New processes 

or procedures? We’ll get the industry supplier to do the training. If someone can’t 

handle the training, it is probably because she or he is incompetent anyway, and 

we would just hire someone else.  

 

For the people who work in the small workplaces, if there are no job descriptions, 

where do the expectations for the job come from? Verbal directions or hands-on 

demonstrations from the boss, or a co-worker, most likely. What if staff is asked 

to do tasks they do not feel qualified to do or if the expectations for the job are 

unrealistic?  Everyone is working hard, so everyone attempts to do the work 

required. Besides, if someone asks for training/upgrading, everyone will know, 

and others will think the person is incompetent.  

 

A small workplace magnifies the time, personnel, and resources constraints of 

large companies with the result that essential workplace skills training may not 

even be considered an option leading to business and personal success.   

 

IV. LESSONS LEARNED 

Collectively, these six pilots provided a wealth of information from which we can 

draw lessons, but it is also important to remember that there are several groups for 

whom these lessons will be important: 

• The clients or participants – may not be the same; for example, in 

Yorkton, the company was the client while the workers were the 

participants 

   



• The deliverers/trainers/instructors – may not be the same; for example, in 

Estevan, the college and the Chamber of Commerce were the deliverers 

while they hired trainers to give the sessions 

• The organizations involved – these would be the partners and support 

groups 

• The community at large – this would be the impact on the wider 

community 

 

It is not our intention to analyze each individual pilot project (individual reports 

can be found in the appendices); rather, we want to understand what these pilots 

tell us about promoting training to the small workplace and making the training 

accessible. What is it we need on the ground to get essential workplace skills 

training into the small workplace? 

 

1. Public Awareness 

The level of awareness around the importance of essential workplace skills, 

both in the community and within a particular organization, has a decided 

impact on how successful deliverers of training can be. For example, in 

Yorkton, the deliverers were having trouble finding a business partner until 

they identified a business that was knowledgeable about essential workplace 

skills (ie. had attended a Learning at Work information luncheon and had 

experience with Job Start/Future Skills) and thought the training might help 

them develop a department in their company. In Estevan, the ground work laid 

by the Learning at Work project was again beneficial because the lead 

partners, the college and the Chamber, were keen to take on the pilot and 

promote it to their members in the community as well as to bring in more 

partners to the endeavor.   

 

2. Timing of Training 

Saskatchewan is a province of diverse regions and serious weather! As several 

pilots pointed out, spring is not a good time for training because of spring 

   



seeding activities and the first nice weather after a long, bitter winter. In 

smaller communities in rural areas, not only does spring seeding affect 

farmers, but businesses as well. It is a busy time of year when businesses 

might have to stay open extra hours to provide service to customers or cover 

for employees who have responsibilities on the farm. In larger urban areas, the 

nice weather means people can be called back to work (eg. construction) or 

that outdoor activities gear up (eg. the children’s soccer leagues) which 

interfere with training. In the North, tourism-related businesses are getting 

ready for their high season. Attendance at training events suffers even when 

participants have the best of intentions. 

 

3. Length of training 

We know that people who work in small workplaces are very busy, so how 

long  should the training be? When some of the pilots surveyed the 

participants to determine length of training, between one to two hours was 

indicated. On the evaluation forms, however, participants often stated that a 

longer period of time would have been better. This seems to relate to the 

difference between general and specific types of training. For example, some 

of the sessions for ‘soft skills’ training were quite general, more an 

introduction to the topic, and while participants enjoyed the sessions, they 

thought that a longer training period would have allowed the training to get 

specific, meaning meet their particular needs. For example, one participant 

thought that he needed to get his entire staff trained in conflict resolution, the 

better to deal with the public, but realized through the general session that a 

longer, more targeted type of training was needed. On the other hand, 

participants often felt that they had received what they needed, especially in 

the time available to them for training (eg. over the lunch hour with some 

extra release time from the owner). Perhaps it will always be necessary to 

have both general and specific types of training, to introduce the topic and 

build interest for more applicable, future training as well as to give the basics 

that people may turn to their advantage back in the workplace. 

   



 

4. Training style 

The training style used is important to the success of the project. In the lunch 

hour sessions, a lecture style was often used to get the information across. 

Participants recognized the usefulness of this approach in getting the 

maximum information in the time available, but also noted that it constrained 

active participation which might have been helpful to the learning process. 

Another pilot used a one-on-one approach with businesses which was 

successful because sessions could be at the convenience of the owner, and 

confidentiality was maintained. Yet another pilot used a mixture: one-on-one, 

small groups, and whole group activity in order to meet participants needs. 

Finally, one pilot used a peer tutor approach which was particularly successful 

with the cultural group involved. It should also be noted that the style of 

training can depend on the type of training wanted and the time available. 

 

5. Specialized trainers 

Deliverers often commented on the importance of using specialized trainers, 

and participants also noted that the expertise of the trainer was key to success. 

For example, the pilot that looked at the essential skills needs of one 

occupation in a business benefited from a trainer who had been trained as an 

Essential Skills Profiler and who could use the appropriate materials. This 

pilot’s client was impressed by the professionalism, believed in the process 

and, as a result, was convinced to proceed with the training at its own 

expense. Another pilot used a peer coach/mentor to ensure culturally and 

professionally appropriate training. Yet another used a variety of instructors, 

paid professionals and specialized volunteers. Finally, one pilot used a private 

training company with excellent ties to the business community.   

 

6. Matched objectives 

The importance of matching the objectives of the training with the needs of 

the clients cannot be overstated. As previously mentioned, people are so busy 

   



and so many things can come up to interfere with training that accurately 

determining the appropriate training is a major factor in training success. 

There are, however, many constraints on achieving appropriate training. For 

example, the time available for training can determine how general or specific 

the training is, or a lack of time in the set-up phase to consult adequately with 

the client can mean that participants are expecting something else and may 

drop out as a result.   

 

7. Follow-up 

Without exception, all of the deliverers commented on the need for some type 

of follow-up, whether it was for the purpose of finding out why some 

participants stopped attending, keeping the momentum going for essential 

workplace skills training, or seeing if the participants had been able to use the 

training once back in the workplace. In addition, the deliverers were keen to 

know if business felt it had received a good ‘return on investment’ which 

would help the development of future training activities. 

 

8. Leg Work 

Starting at the beginning of the process of organizing training, a lot of leg 

work is required. Promotion needs many forms: advertisements, phone calls, 

faxes, and face-to-face meetings; promotion must also be done more than 

once. Every pilot commented on the amount of work needed to promote the 

training, and even after people have committed themselves to attend, follow-

up phone calls are required to ensure attendance. In addition, if multiple 

sessions are involved, continuous effort is needed to ensure everything is on 

track (eg. the trainer shows up, materials are duplicated, evaluation forms are 

given out, coffee/lunch is delivered). No time can be wasted around the actual 

training event, so the leg work done by the deliverers is the foundation for 

successful training. 

 

9. Small communities 

   



 In small communities, the same people tend to be involved in the service 

clubs and the Chambers of Commerce. The consequence is that these people 

are extremely short of time for more meetings and may not consider training a 

valuable option, yet it is these very people who have the influence to promote 

training and a learning culture in the community. Ways of coordinating 

training events that coincide with the meetings of these groups need to be 

developed so that the people involved do not feel so constrained by time that 

training is not on the agenda. In addition, confidentiality is an important issue 

in a community where everyone knows everyone else’s business. 

 

10. Money 

 If we are talking about sustainability, which we should be, then 

money/funding has to be part of the discussion. While all the pilots were 

enthusiastic about the opportunity to deliver essential workplace skills 

training, they all commented that having raised expectations in the wider 

community meant that it would be poor business not to have the ability to 

keep going with training options. Not that anyone is expecting handouts; 

rather, everyone expects to contribute, but funding which allows organizations 

to proceed is needed. One pilot stated that long-term funding is the only way 

to keep workplace education on the radar screen while another said, “Short-

term funding leads to long-term failure.” In addition, the very specific training 

needed at times for a few people is expensive, so cost effective delivery 

methods need to go hand in hand with the core funding necessary to keep 

workplace training as a whole going. 

 

11. Learning of partners 

This is probably the most exciting of the lessons learned because it is the basis 

of that community-owned mechanism for sustainable delivery that is needed 

for the future. Each pilot commented on the importance of the pilot projects in 

bringing together community partners and highlighting essential workplace 

skills training, on the opportunity the pilots provided for deliverers to get into 

   



the workplace, and on the lessons they learned about delivering workplace 

education programs/services for the future. For example, in Yorkton there are 

now an additional trained Essential Skills Profiler at the regional college with 

experience with a local company, a business partner aware of the basic skills 

needed for one occupation in the company, and workers with clear job 

descriptions who can participate in essential skills training devoted to their 

needs. In Nipawin, the Chambers of Commerce have proven to be excellent 

partners for the regional college in that they can help the college access the 

workplaces for training. In Saskatoon, the community-based organization that 

delivered the pilot now has a broader idea of its capabilities which pleases its 

Board of Directors and opens opportunities for the future. Finally, the pilots 

have done a good job in these communities around raising the profile of 

essential workplace skills training, both with individuals and workplaces, 

which should make it easier in the future to offer training. 

 

12. Success leads to success 

Each pilot commented on the fact that their successes would allow future 

activity around essential workplace skills training. In particular, local 

champions were created who can help promote the importance of essential 

workplace skills. For example, the business manager at one of the Chamber of 

Commerce offices has volunteered to help the regional college organize more 

training events; the entire  community of Estevan is open to more training 

because of the number of partners involved and word of mouth endorsements 

of participants in the Lunch and Learn series; and the community-based 

organization in Saskatoon has identified union offices open to planning future 

training. Local champions will be important for workplace education 

initiatives in the province since a ‘one size fits all’ approach will never work 

here; while organizations with a provincial perspective will be helpful in such 

activities as sharing information and promoting standards, it will be the people 

on the ground in the different regions and with an industry perspective and 

contacts who make the training happen. 

   



 

13. Learning cultures take time 

While every pilot considered itself successful, acknowledgement was made 

that time is needed to have a learning culture firmly in place. The particular 

circumstances of a community or of a workplace can affect how easily this 

happens. For example, in the La Ronge pilot, the desire to have a learning 

centre open to all hotel staff did not pay off in participation because in that 

workplace with that particular culture, more time was needed for people to see 

the benefits, not to mention the need for promotion by someone accepted and 

trusted by the staff. Even if a problem is ‘fixed’, is there an awareness of the 

need for on-going essential skills training to prevent future problems? 

 

14. Soft skills 

Two of the pilots focused on the ‘soft skills’ of essential workplace skills, 

specifically conflict resolution and problem-solving. The experience of the 

Learning at Work project shows that workplaces often mention 

communication problems, and employability skills have communication as 

one of their areas of focus. There are questions to be asked here: specifically, 

why are the soft skills considered to be such an important need and do these 

communication problems perhaps mask other essential skills gaps? One 

Human Resources manager, not from a pilot project, has mentioned that what 

were considered to be communication problems in her workplace turned out 

to be problems with the basic skills of numeracy and reading. Since ‘soft 

skills’ issues seem to provide one point of entry into the workplace, they 

should not be considered less important, but perhaps deliverers should keep in 

mind the possibility that other basic skills problems may be at work and 

should be part of the follow-up.   

 

15. Workplace-based training 

When training is taken on by a particular workplace, it should be noted that 

usually work is being added to the already substantial workload. Appropriate 

   



allocation of time and resources is needed for work-based training, and a 

specific focus must be maintained so that the training doesn’t wander off to 

other things. For example, the La Ronge pilot depended in large part on the 

enthusiasm and hard work of the general manager; obviously, he has many 

duties other than ensuring the specific professional training of the 

housekeepers and the learning centre for the rest of the staff were ticking 

along. He, himself, noted that for the learning centre to be successful, an 

extensive and long-term promotional campaign was needed. When a local 

champion of essential workplace skills training is found, such as the general 

manager, supports need to be in place to ensure training objectives are met 

because the danger is that these local champions can burn out, and then we are 

back at square one. 

 

16. The mindset of the workplace 

For deliverers/trainers, understanding the mindset of the workplace is crucial 

if they are to be successful in offering essential workplace skills training. 

Opportunities must be developed for deliverers/trainers at the local/regional 

level to come to understand the needs of industry so that appropriate, 

accessible, sustainable training can become a commonplace. The connections 

made during these pilot projects are the first steps: the colleges and the 

Chambers of Commerce, the community-based organization and unions, and 

the private trainers with other training support organizations. The next steps, 

some of which also happened in the pilots, are accurately identifying training 

needs, developing creative delivery mechanisms, and establishing accountable 

follow-up.            

  

V. MODELS  

As a result of all these lessons derived from the six pilots, what models for future 

delivery of essential workplace skills training can we develop? In Saskatchewan, 

with its small business environment, small communities in rural areas, and a large 

Aboriginal population in the North, certain models spring to mind. 

   



 

1. Partnership 

Small workplaces and individuals can not go it alone with their training needs. 

Partnerships allow the costs to be shared, promotion to be more effective, 

participation to be broader, and future initiatives to be sustained. Partnerships 

produce a win-win situation: in Yorkton, the deliverer has trained personnel, 

the business is enhancing the operation of one of its departments, the workers 

can access appropriate training, and the materials developers (SkillPlan and 

Bow Valley College) get to test things in the real world of small business. 

 

2. Community ownership 

Training based on community needs, using community resources, and 

promoting community successes will lead to sustainable workplace education 

initiatives. Provincial/national organizations /agencies need to provide supports 

to these community-based training plans, and the foremost requirement is 

helping these communities develop the coordination mechanism which can 

marshal the local resources and not waste energy, time, money, and resources. 

 

3. General and specific training offerings 

All training initiatives should have general and specific content alternatives. 

Depending on the training situation, participants may need or only have time 

for a general session, but the general session may trigger the need for a more 

specific approach to a particular workplace. As essential workplace skills 

training gains momentum, a variety of specific training initiatives, coupled 

with creative delivery mechanisms, will be needed, and deliverers need to be 

able to give training in a timely manner. 

 

4. Workplace-based training 

This model will provide the best opportunity for specific training and can also 

make use of a variety of delivery mechanisms such as peer tutors, on-line 

training,  private trainers, and mentors from the community. Care must be 

   



taken, however, that the additional workload this implies is well managed. In 

particular, when a combination of essential workplace skills and professional 

training for certification purposes is required, as in the La Ronge pilot, this 

connection to the workplace is crucial.    

 

5. Soft skills as entry point 

Given the identification of soft skills such as conflict resolution as being of 

great importance to the workplace, the promotion of this training may allow for 

the later discussion/identification of other essential skills training needs. 

Meanwhile, a reported need is being taken care of, and the participants have 

acquired a tool that will help them in the workplace. As stated earlier, it takes 

time to build a learning culture, so it is important to take advantage of training 

opportunities which can lead to the promotion of life-long learning. 

 

 

VI. CONCLUSION 

Obviously, much has been learned from these pilot projects but, most importantly, 

the excitement and enthusiasm bodes well for the future. The clients/participants, 

deliverers/trainers, organizations/partners, and the community at large all 

benefited. Being the ‘umbrella’ manager of the six pilots had its moments, but it 

must be stated that the local people carried the projects and ensured their success: 

another vote for community ownership!  

 

There is one more point to be made, and that point surrounds the issue of 

sustainability. It seems that the real objective of the exercise was to examine how 

to achieve sustainable delivery of essential workplace skills, and in Saskatchewan 

that means developing capacity at the local/regional level. Through the experiences 

of the pilot projects, we have been able to develop a model for capacity building. 

 

 

 

   



 

 

 

 

 

 

 

 

 

 

Our experience shows that capacity building: 

(a)  begins with public awareness which creates the climate necessary to implement a 

pilot/demonstration project of some kind  

(b) continues with a pilot/demonstration project that is successful in meeting community 

needs, thereby creating more public awareness around the issues relating to essential 

workplace skills and identifying local champions 

(c)  depends on the local champions promoting the benefits of essential workplace skills 

training, increasing public awareness, building partnerships, helping to assess local 

needs, and enlarging the scope of essential workplace skills training 

(d) ensures the spiral of activity increases which makes sustainability possible.    

 

Certainly, the pilots’ success indicated the need that exists for essential workplace skills 

training. We now must focus on achieving that elusive goal of sustainable delivery of 

appropriate, accessible training. 
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Delivering Agencies: 
 

Southeast Regional College 
Box 5000 - 130 

Estevan, SK 
S4A 2V6 

 
Estevan Chamber of Commerce 

303 - Fourth Street 
Estevan, SK 
S4A OW6 

 

   



Position, titles and employers who participated in Planning 
 
The Estevan Chamber of Commerce represents its membership in the business, industry and 
professional sectors of the Estevan community. As a result of a visionary agreement between the 
City of Estevan and the Chamber of Commerce, the Business Manager of the Chamber is 
responsible for business development within the city. The mandate of the Estevan Chamber of 
Commerce includes supporting local training initiatives for its members. Current membership is 
approaching 200 businesses. 
 
Southeast Regional College is a rural, student-centered, community based college, responding to 
the diverse training needs of Southeast Saskatchewan. The mission is to provide accessible, 
valued, and innovative education and learning experiences that enable individual, businesses and 
communities to meet the realities of today and create opportunities for tomorrow. Southeast 
Regional College has an impressive record of delivering high value programs to the business 
community. 
 
The project management team consists of the following participants: 
 
Karen Melle - Coordinator, Business, Industry and Career - Southeast Regional College 
managed the delivery function of the program. 
 
Barry Hodgson - Business Manager for Estevan Chamber of Commerce provided guidance and 
mentorship services for the project. 
 
Jim Reed - Senior Coordinator, Business, Industry and Career for Southeast Regional Colleges 
was the overseer of the project. 
 
Number of businesses participating = 22 

 
Total number of participants = 44 
 
 
Times of the Sessions: 
 
The learners were encouraged to arrive at the Southeast Regional College at 11:15 am. They 
were asked to pick up their lunch and have a seat. The learning session began at 11:30 
promptly and went until 1:00 p.m. 
 
The dates of the session were as follows: 
 
April 5 - "Humor in the Workplace" 
April 26 - "Understanding You - Understanding Me" 
May 11 - "Putting Spark into Your Communication" 
May 17 - "Managing Finances - You and Your Employer" 
May 24 - "Good Stress - Bad Stress" 
May 30 - "Dealing With Difficult People" 
June 14 - "Surviving Change" 
 
 
Student Recognition: 

   



 
Each student was invited to attend the closing "Participant Recognition and Awards Night”' 
At this time the participating employer was presented a framed certificate that represented 
their participation and support of their employees as well each employee that attended any 
session was given a certificate that identified the session they attended. 
 
Learning Objectives & evaluation comments. 
 
The learning objectives were identified and captured in the evaluation form and summarized 
as follows 
 
i)  "Laughter in the Workplace" - Chris Johnson - Having a sense of humor and use of 

appropriate humor is essential in almost every work situation. The objective of this seminar  
 is to help participants identify the value of having fun at work and how laughter promotes  
 positive attitudes and a healthy work place. 
  
 The comments from this session were very positive. Chris Johnson is very high energy and 

motivational. Chris did pull together a message of not sweating the small stuff and hit home 
with many participants. 

 
 
ii)  "Understanding You - Understanding Me" - Joyce Evans - We all have different 

personality traits & styles and that is a good thing. The objective of this session is to 
identify our own personality style and turn the understanding of personality styles of others 
into opportunity. 

 
 The comments and thoughts that were presented in this sessions that it was very interesting. 

It was a fun session to see what personality type you are identified as and how you feel it 
effects your work and how you work with others. The personality profiles do take time and 
the time allotted for this session was too short. The participants were looking for more 
information on this topic. Joyce was a local presenter and was well received. 

 
 
iii)  "Verbal & Non Verbal Communication" - It is not always what you say, but how, 

when and to whom you say it that really matters. The objective of this seminar is to identify 
how important it can be to be aware of how to be sure your workplace communications are 
respected and understood. 

 
 The comments from this session were very good as well. Shelly is an local elementary 

teacher and did an excellent job in providing pertinent information on the communication 
section of our sessions. Again time was brought forth as a concern. The Verbal and Non 
Verbal role playing was fun and interesting. 

 
 
iv)  "Managing Finances - You and Your Employer" - Mike Lyndon – Financial problem  
 can affect our productively, self-esteem, stress level as well as how we act around our 

colleagues, family and friends. The object of this seminar is to identify how you can (or can 
help someone else) avoid the pitfalls of poor money management and to identify solutions 
to deal with financial problems as they arise. 

 

   



 This session really opened the eyes of our participants.   Mike provided many facts that 
many participants were not aware of.  Everyone gave very good evaluations and comments. 
Some of the information almost shocked some of the participants. All comments were 
positive and the session was well received. 

 
 
v)  "Good Stress - Bad Stress" - Joyce Wegner - To identify general and personal sources 

of stress ( all lemons don't come from one tree), to formulate positive responses to stress 
(squeeze, don't grate), to incorporate the energy of stress (mix it all together) and to use 
stress to enhance creativity (enjoying the end result) 

 
 Linda received excellent evaluations as well. Linda has given many talks to the rural 

communities around stress and stress management. Linda was able to give suggestions on 
how to cope and deal with stressful situations. Her compassion, sincerity and honesty was 
evident and the participants voiced that opinion 

 
 
vi)   "Dealing With Difficult Situations/The Customer is Your Pay Cheque" - Brenda 

Fenn - Find out what customer service is and how to provide good service.  How to "fix" a 
"bad hire" and how to put the quality service process into action through the art of 
communication. 

 
 Brenda was also a local speaker as well. The evaluations were again very positive and 

encouraging. Participants felt there was a lot good information and good sharing of 
information. Brenda told many stories and participants felt they could relate and use 
suggestions she provided. 

 

   



 
SASK LABOUR FORCE DEVELOPMENT BOARD 

 
LUNCH & LEARN SEMINARS 

 
 
 
 
TOPICS: 
 
1. "Humor in the Workplace" 
 Presenter: Dr. Laugh a.k.a. Chris Johnson 
 Date: April 5, 2001 
 
2. "Understanding You - Understanding Me" 
 Presenter: Joyce Evans 
 Date: April 26, 2001 
 
3. "Putting the Spark into Your Communication" 
 Presenter: Shelley Kocoy 
 Date: May 11, 2001 
 
4. "Managing Finances - You and Your Employer" 
 Presenter: Mike Lyndon 
 Date: May 17,2001 
 
5. "Good Stress - Bad Stress" 
 Presenter: Linda Wagner 
 Date: May 24, 2001 
 
6. "Dealing With Difficult Situations/The Customer Is Your Pay Cheque" 
 Presenter: Brenda Fenn 
 Date: May 30,2001 
 
7. Wrap up session at Taylorton Room - Beefeater 
 Presenter: TBA 
 Date: June 14, 2001 
 Time: 7:00 pm 
 
 
NOTE: All businesses need to be represented at all scheduled sessions. Lunch will be served starting 
at 11:15. All participants must be in attendance before 11:30 as sessions will start at 11:45 promptly. 
No admittance once session starts. 
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ESSENTIAL WORKPLACE SKILLS PILOT PROJECT 
 Final Report 

 
The purpose of the pilot project was learning how to promote/implement workplace literacy with small 
businesses. 
 
This report will share information and perceptions gained through working with individual small business 
owners and employees using the Guide to Essential Workplace Skills workbook and diskette as provided 
by the Saskatchewan Labour Force Development Board. 
 
KI3F Development Services targeted new, expanding, and well-established small businesses as potential 
clients for the project. New and expanding small businesses were most receptive to participating in the 
project- 
 
Initial contacts through telephone or meetings revealed established businesses that were retaining staff over 
a long-term were less interested in investing their time in the pilot project. Reasons stated were: 

•  We recruit employees who have competency in the essential skills. 
•  We do not participate in work experience programs. 
•  We have systems in place that help us identify gaps. 
•  We don't believe in job descriptions. 
•  Employees in our workplace are working together effectively 
•  We feel we have what we want. 

 
New and expanding small businesses were more open to working with the Essential Workplace Skills Pilot 
Project. Businesses experiencing human resource challenges were most receptive to the information and 
tools available in the Guide to Essential Workplace Skills workbook and diskette. Business owners in crisis 
and open to seeking solutions were accepting of the project. They were open to exploring the learning 
opportunities provided as a means of creating successful solutions for their businesses. 
 
Employees with limited work experience, who worked through the diskette independently, felt that they 
received minimal benefit from the process. What is the level of reading skills required to use the Guide to 
Essential Workplace Skills? 
 
Employers stated that human resource challenges manifested in the workplace in different ways: 

•  productivity in the workplace 
•  financial stress for the business 
•  over-worked management 
•  stressed management 
•   employers feeling stuck with a workforce that did not align with their expectations 
•  tension between employers and employees 
•  communication issues in the workplace 

 
The employers were open to exploring the opportunity to create success for their business/employees 
through participation in the project. All were grateful that their commitment would be their time 
and feedback. Confidentiality was guaranteed to participants. None of the participating businesses 
felt they had the financial resources to pay for participation, as they perceived they were in crisis. 
These businesses keep their business concerns close to their chest. Most employers would have 
declined participation in the project if there had been a financial cost attached. An employer stated: 
"Our business has already made a nine month investment in this employee, we want to keep the 
employee if we can move forward". Others commented: "By working with this project we will be in a 
better position to prepare for our next employee since our last hire was unsuccessful". “I can see how 
important it is to be able to breakdown duties into mini-steps or tasks (which I take for granted) 
when I bring new people into the workplace. Common understanding sets the stage for employees to 
be able to meet my expectations". 
 

   



It is important for readers to understand that small businesses make volunteer contributions to community 
by participating in work experience programs with the schools and colleges. These businesses bear the 
training and financial responsibilities of hiring at-risk employees. These same businesses may participate in 
JobStart/Future Skills programs, HRDC funded youth programs, Supported Employment programs or 
CanSask client driven programs. They receive the benefit that the employee participant provides, however, 
the contribution to the individual's learning by the business must be understood. If we wish to create a 
larger pool of new and existing businesses with healthy learning environments, we must provide resources 
to support them. Employers, open to learning, articulated they care about their employees and what their 
employees think about them and the workplace. Employers expressed that they desire effective, productive 
workplaces. 
 
 
Challenges articulated by small business owners 
 
Small business owners articulated some of the challenges we would face together through their 
participation in the project. The primary challenge would be time. In southwest Saskatchewan, a rural 
agricultural region, the months of April, May, and June are extremely busy as businesses work hand in 
hand with agriculture during spring seeding. This is the most important time of year for agriculture-related 
businesses to generate sales thus ensuring sustainability. Customer service demands that businesses meet 
their clients' needs with extended hours of service (often covered by the owner). Many businesses have 
employees who participate in farm work after their business hours or take time off to assist with spring 
seeding. January, February, March is slower times for many of these businesses. Service businesses that 
link to tourism are gearing up for the season in April and May. A number of businesses expressed regret 
that they were unable to commit to the project due to the timing. 
 
 
Flexibility for meeting times and flexibility of location were essential in working with small business 
owners. Some employers wanted their staff to know about the project; others would choose to involve 
employees at a later date as they gained comfort with the process. 
 
The small business owners discussed their multiple roles in the workplace, which include: Finance, 
product/service delivery, marketing, human resources, facilities, 
The primary focus in business is to earn profit so the business can continue to exist. 
 
Confidentiality is critical in doing the work of this Project with small businesses. 
 
 
Characteristics of the small business open to participation in the project: 
 
Many small business owners are most comfortable in the role of product/service delivery. They have 
evolved from the role of worker (technician) in another company to establishing their own business. When 
this worker/owner establishes business they began with themselves and minimum staff. As a result, when 
challenges begin, they strive to create business solutions though working harder themselves before working 
smarter or considering other options. 
 
Small businesses in the pilot project that were most open to the Essential Workplace Skills Project were 
less than five years old. They were businesses that were adding staff or had difficulties retaining staff. 
Owners of these businesses were extremely busy. They found working with staff challenging, successful 
new hires were a concern, and productivity of existing staff was a challenge. They expressed concerns 
regarding their own communication skills and human resource expertise with their staff. They 
demonstrated a genuine desire to create a stronger workplace. Many lacked job descriptions. They had 
hired staff.  Jobs evolved as the work of the business grew. 
 
Initial phone calls or meetings with pilot businesses confirmed that employers do not spend time thinking 
about essential workplace skills -- their focus is the product/service they expect employees to deliver. What 
drives the rationale is creating financial sustainability for the business. As we spent time in discussing the 

   



business, the job of the worker and the success/challenges, employers began to evaluate essential 
workplace skills and their value in business. 
 
 
Resources needed to get the training going: 
 

 Financial resources to provide the training at no cost to small business  
 Investment in businesses open to the learning  
 Educate the employer  
 One-on-one confidential, respectful, accessible facilitated support  
 Job description development (most small businesses in the target group did not have job 

descriptions)  
 Materials in the guide  
 A confidential link to employers  
 Funding for a one-year project with a pilot group to allow learning, measuring time lines, next 

steps. Support employers as they test the impact of working on job descriptions with employees. 
This phase will require a minimum of 4 to 6 months to enable employers/employees to see the 
results of what they have created, allow for employee feedback and measurement of achievement 
of expectations. This flows into the phase of performance appraisals and employee/employer 
development plans. With this process in place, employers, together with employees, will have the 
tools to begin to address the literacy needs in the workplace.  

 Access to existing programs that address the employee needs identified through the process  
 Access/develop group seminars or training for employers as appropriate for delivery through 

organizations that support business (Entrepreneurial Centre, Chamber of Commerce, REDA, etc.) 
 

 
Barriers 

 
 Timing of the project. As previously stated, the months of April and May are very busy for 

business while the months of January, February and March are much slower in our agricultural 
communities. It is essential to be mindful of the needs of small business as they work to create 
sustainability on our communities.  

 Lack of time. Small business owners were extremely busy. Be mindful of the seasonal cycles of 
business in agricultural communities  

 Scheduling difficulties. Small number of staff makes it a challenge for the owner to find time.  
 Lack of financial resources. Bringing in additional paid staff to deal with scheduling is not an 

option if there are workers available.  
 Lack of awareness of Essential Workplace Skills and their importance in the workplace  
 Lack of skills to develop job descriptions with duties, tasks, expectations, effective 

employer/employee communication  
 Lack of knowledge. There is a need for pre-Essential Workplace Skills training for employers.  
 Business owners prefer to work in a confidential environment. 

 
 
Obstacles. 
 

 Limited budgets  
 Employers feel they cannot afford training seminars (time and money)  
 Some employers see investing in employee training as training for the next employer when the 

employee leaves  
 Size of staff - staff is too small to do the work of the business and accommodate in-house training  
 The employer needs the knowledge before they can buy in to training or share the knowledge with 

their staff 
 
 
Supports: 

   



 
Employers did not identify existing supports without coaching. 
 
We know that some supports for business already exist, others can be developed. These local organizations 
are supportive of or have the potential to be supports for this initiative. They are vehicles for community 
capacity building. 
 

 Chamber of Commerce - seminars for business (none of the pilot clients attended)  
 Job Start/Future Skills - a natural link for expanding business, the organization has relationships 

with employers who are open to working with employees and the co-ordinator  
 Southwest Centre for Entrepreneurial Development - delivers the Self Employment Program, has 

existing relationships with new small businesses, works to support small business and provides 
training opportunities  

 Southwest Community Futures - provides business loans/support to an existing client base, does 
not focus on human resources for small business  

 Southwest REDA - has access to limited funding to support economic development in the region  
 HRDC -Youth internship programs. Student employment office  
 Supported Employment - provides support to employees/employers through job coaches using 

some materials similar to portions of the Guide in their work, have a growing client base, many 
with special needs  

 CanSask Career and Employment Service - have opportunities to link with employers/small 
business through job postings, self-employment and bridging programs  

 Cypress Hills Regional College - delivers literacy programs and training applicable to 
employers/employees 

 
 
What are the resources needed on the ground to get this kind of training going? 
 
Initiating this training in the southwest would require few additional resources. 
 

 A contractor to work one-on-one with the small business community for a minimum of one year 
with an office, a phone, a car, a computer. It is best if this individual is not attached to any of the 
support agencies. This contractor is in a position to advocate for the employer/employee with 
agencies as required and to work with all agencies for the advancement of the project. 

 A contractor with a network of contacts in the support agencies  
 A contractor with the skills to work with the employer at the level of the employer, working to 

develop the learning required to address gaps in the workplace using the Guide  
 A supply of the Guide to Essential Workplace Skills to be used in the project  
 Small businesses ready to participate in the project  
 Support agencies willing to work with the project as needs are identified and referrals are made 

 
If the financial resources for this project were provided to the southwest, we could begin tomorrow. KBF 
Development Services would be willing to work with this project for a period of one year for the purpose 
of: 
 

 Creating a critical mass of small business participants  
 Strengthening links with support agencies and small business  
 Community capacity building 
 Facilitating the development of workplace literacy through awareness and learning 

 
Our intent would be to work toward the establishment of a model that would be sustainable after the end of 
one year with services provided by the network of supporting agencies. KBF Development Services has 
developed a network of contacts with the supporting agencies as previously listed. It is not our desire to 
take work from them. We would be honoured to work with business and supporting agencies to enhance 
literacy in the workplace in a way that is respectful of employees, employers, and supporting agencies. 
 

   



We have access to a group of small businesses that are prepared to move forward with the project now. 
 
 
Statistical Information 
 
Number of business contacted 40 

Number of business participating 12 

Number of employees participating 3 

Number of city businesses  8 

Number of business in rural areas 4 

Businesses unable to participate (timing) 15 

Uninterested businesses 13 

  
 
Sectors represented in the project 
 

 sales  
 service  
 retail  
 agriculture  
 manufacturing  
 tourism 
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Parkland Regional College and Popowich Milling 
 
In order to enhance the operations of one of its departments, Popowich Milling agreed to try having an 
Essential Skills Profile done. The company felt that they would learn a lot about the skills necessary in this 
department, and the resulting Profile would help them determine training needs and recruiting criteria. 
 
The project consisted of five steps: 
1. Interview five employees and compile a Profile of the Bulk Packaging Position at 
 Popowich Milling according to HRDC standards in order to determine the level of  essential skills 
needed 
2. The TOWES assessment was administered to 11 Bulk Packagers to determine which  essential skills 
they have and compare those to what is required according to the  Profile (SkillPlan generously donated 
half the assessment booklets). 
3. Meet with Popowich Milling supervisory staff to explain the results of the Profile  and the TOWES 
assessment; debrief the employees regarding their assessment  results. 
4. Using the Bow Valley College tool Building Workplace Essential Skills and individual tutors, help 

workers who volunteered for upgrading achieve the essential skills needed for the Bulk Packager 
position. Building Work-place Essential Skills was specifically designed to be a counterpart to the 
TOWES assessment. It is based on Canadian workplace documents and directly addresses the 
essential skills of reading, writing, and numeracy that a worker would need according to the skill level 
demanded by the job. No time or money, therefore, is wasted. 

5. Administer post-training TOWES assessment and evaluate the results. 
 
Other benefits resulted from this project: 

• Parkland College has an additional person trained to do Essential Skills Profiles and has 
experience using this person to work with a local business  

• Bow Valley College had their materials tested in a real small workplace situation  
• One business in the community can now act as a spokesperson for the usefulness of Essential 

Skills Profiles which may encourage other businesses to try them  
• A method has been developed to work with workplaces and individuals, especially when shift 

work is involved 
 
Having successful experiences locally will help to spread the word about essential workplace skills training 
and, thus, gain access to more workplaces. 
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 ESSENTIAL SKILLS PROFILE 
POPOWICH MILLING BULK PACKAGER 

 
METHODOLOGY 
 
Parkland Regional College partnered with the Saskatchewan Labour Force Development Board 
and Popowich Milling to undertake and lead the development of Essential Skills (ES) profiles for 
Bulk Packagers. Data collection is based on interviews with three or more job incumbents. 
 
Each interview takes about an hour. During the interview, the researcher notes information and 
examples of the use of essential skills: reading, writing, math, oral communication, use of 
computers, problem solving, decision making. Planning/organizing, use of memory, and life-long 
learning. Copies of written material and documents used on-the-job are collected. The data 
collected in the three or more interviews forms the basis of the profile. 
 
It is important to stress that the Essential Skills Profile is an analysis of the JOB and not the 
worker. The profile is based on the details of how the job is done when it is well done - not on an 
analysis of the strengths and weaknesses of the individuals. 
 
The contractor provides, in person, a draft profile to Popowich Milling. Comments will be 
incorporated into the final profile. 
 
The presentation of data conforms to the format used by, Human Resources Development 
Canada, Standards, Planning and Analysis Department. All researchers who worked on this 
profile are certified for HRDC approved occupational description standards. 
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INTRODUCTION 
 
Bulk Packagers at Flour Mills are responsible for filling orders received from wholesale 
companies. They work in teams of three to four people. There are three shifts per day. Each shift 
has a team leader. The team fills the bags with the specified product, weighs them, seals them, 
labels them and then stacks them on to pallets in preparation for shipping. 
 
The most important Essential Skills for Bulk Packagers are: 
 

• Numeracy 
 
• Problem Solving 
 
• Oral Communication 

 
 
A.  READING TEXT 
 
 The typical text reading tasks of Bulk Packagers are at Complexity Levels 1 to 3. 
 Their most complex text reading tasks are at Complexity Level 3. 
 

Examples:  
 Bulk Packagers:  
 

• read log book from previous shifts to know what order to work on (1)  
 
• read packing labels to know which to apply (1)  
 
• read safety signage around the building to ensure safety (1) 
 
• read order forms in order to determine the size and type of bag to use, the type of 

product to bag, and the way to stack the pallet (1) 
  
• read Miller's Room board to determine what product is in which bin (1) 
 
• may have to read memos posted on the bulletin board concerning changes in policies 

or dates of meetings (2) 
 
• may have to read instructions for operating equipment (2)  
 
• may have to read Popowich Milling Company procedure manual to trouble shoot (3)  
 
• may have to read ISO safety manual (3) 
 

 
 
 
 
 
READING PROFILE: 

   



 
 Purpose for Reading 
 

 
 

 
Type of Text 

 
To scan for specific To skim for overall To read the full To read the full 
information/To meaning, to get the text to understand text to critique or 
locate information. gist. or to learn. to evaluate. 

 
 
Forms 

 
           √                                          √                                    √ 
 

 
Labels 

 

 
           √                                          √                                    √ 
 

 
Notes, Letters, 
Memos 
 

        
           √                                          √                                    √ 
 

 
Manuals, 
Specifications, 
Regulations 

 

     
 
           √                                          √                                    √ 
 
 
 

 
 
 
B.  USE OF DOCUMENTS 
 

The typical document reading tasks of Bulk Packagers are at Complexity Levels 1 to 2. 
Their most complex document reading tasks are at Complexity Level 2. 

 
Examples: 
Accommodation Service Managers: 

 
• read shift reports and Millers' board (l) 
 
• read shift report forms (l)  
 
• read signs and labels and safety icons (1) 
 
• track shift performance according to a “time in motion” principle (1) 
 
• read order forms which include customers, type of product and amount, type of bag 

to use, type of stacking method, and shipping method (2)  
 
• may read data in order to determine status on a daily, weekly and monthly basis (2) 

 
 

Document Use Profile: 
 

• read signs, labels or lists  
 

   



• complete forms by marking check boxes, recording numerical information or 
entering words, phrases, sentences or texts of a paragraph or more. The list of 
specific tasks varies depending on what was reported. 

 
• read completed forms containing cheek boxes, numerical entries, phrases, 

addresses, sentences or texts of a paragraph or more. The list of specific tasks 
varies depending on what was reported. 

 
• read tables, schedules and other table-like text (eg., read work shift schedules) 
 

 
C.  WRITING 
 
 The typical writing tasks of bulk Packagers are at Complexity levels 1 to 4. Their most 

complex writing tasks are at Complexity Level 2. 
 
 Examples  
 Bulk Packagers: 
 

• fill out shift forms and log books to record tasks completed (1) 
 
• may write notes to co-workers to record tasks completed (1) 
 
• fill out maintenance forms (1) 
 
• may write memos to managers and co-workers to notify of equipment problems or 

shortages of products (2) 
 

   



 
WRITING PROFILE: 
 
  Purpose for Writing 
 

 
 
 

Length 
 
 

 
To         To keep a To inform/ To To present To present To 
organise/ record/ To request persuade/ an analysis an  entertain 
To         To  information To justify a or evaluation 
remember document      request comparison or critique 

 
Texts 
requiring 
less than 
one 
paragraph 
of new text 
 

 
 
 
 
     √                   √                        √                            √ 
 
 

 
Texts 
rarely 
requiring 
more than 
one 
paragraph 
 

 
 
 
 
 
 
 

 
Longer 
texts 
 

 
 
 
 

 
 
 
 
D.  NUMERACY 
 
  The numeracy tasks of Bulk Packagers involve: 
 

• Measurement and Calculation Math at Complexity Level 1.  
 
• Data Analysis Math at Complexity Level 1.  

 
 
  They also perform tasks involving: 
 

• Numerical Estimation at Complexity Level 1. 
 
 
  Scheduling, Budgeting and Accounting Math 
 

• May schedule the time required to complete different tasks (2) 
 
  

   



 
 Measurement and Calculation Math 
 

• Measure the amount of product needed to fill a bag and weigh it (1)  
 
• Measure number of bags per pallet (1)  
 
• Measure number of pallets (1) 
 
• Calculate realistic time it takes to complete an order, and all other duties, before 

shift end (2) 
 

 
 Data Analysis Math 
 

• May make simple comparisons such as identifying the time it takes the team to do 
a certain amount of bagging from one shift to another (l) 

 
 
 Numerical Estimation 
 

• estimate weight of a bag  
 
• may estimate time it takes for team to perform duties (2)  
 
• may estimate amount of product in a bin to know if order can be filled (2) 

 
  
MATH SKILLS PROFILE: 
 
a. Mathematical Foundations Used 
 
Bulk Packagers use: 
 
Number Concepts: 
 
 Whole Numbers • read and write, count, round off, add or subtract, multiply or 

divide whole numbers. For example, do daily, weekly and  
    monthly tally of bags, labels, pallets, and product 
 
 Rational Numbers - • may read and write, add or subtract fractions, multiply 
 Fractions  or divide by a fraction, multiply or divide fractions.  For  
    example, may measure parts of bags or a part of a bin 
 
 Rational Numbers  • may read and write, round off, add or subtract decimals,  
    multiply or divide by a decimal, multiply or divide decimals.  
    For example, express a fraction as a decimal 
  
Shape and Spatial Sense 
 

   



 Areas, Perimeters, • calculate areas, calculate perimeters, calculate volumes 
 Volumes 
 
 
Statistics and Probability 
 
 Summary • calculate averages, calculate rates other than 
 Calculations  percentage, calculate proportions or ratios. For example 
    calculate the rate to charge for a room based on cost 
 
 Statistics and • use statistics and probability. For example, predict rate 
 Probability  increases according to statistical data on past 
    performance and future projection 
 
 
See Use of Documents • using tables, schedules or other table-like text. 
for information on: 
 
b.  How Calculations Are Performed 
 
Bulk Packagers make calculations: 
 

• in their head.  
 
• using a pen and paper.  
 
• using a calculator. 

 
 
c.  Measurement Instruments Used 
 
Bulk Packagers measure: 
 

• time - using a clock or watch  
 
• weight or mass. For example, using a scale 
 
• dimension. For example, using a tape measure or visual estimation 
 

 
 
E.  ORAL COMMUNICATION 
 
 The typical oral communication tasks Bulk Packagers are at Complexity Levels 1 to 2. 
 
 Examples: 
 Bulk Packagers: 
 

• may talk to truck drivers and railroad workers to get information for pickups (1)  
 

   



• interact with co-workers to exchange information about tasks and co-ordinate work 
(1) 

 
• interact with supervisors to receive work orders (1)  
 
• may participate in staff or union meetings to discuss improvements and processes 

(2) 
 
• may communicate with co-workers to discuss safety issues, shortages, or 

equipment repair (2) 
 
 
 Modes of Communication Used: 
 
 Bulk Packagers communicate: 
 

• in person. 
 
• may use hand signals 

   



ORAL COMMUNICATION PROFILE: 
 
  Purpose for Oral Communication 

 
 

 
 
 
Type 
 
 

 
  To greet    To take  To provide/ To seek, To co- To reassure, To discuss To To To  To To 

                    Messages    receive obtain ordinate comfort (exchange persuade facilitate,     instruct,  negotiate, entertain 
                                       information,   information work with information, animate instil resolve 

  explanation,                      that of others  opinions)  under- conflict 
  direction                                          standing, 

knowledge 
 

 
Listening  
(little or no 
interaction) 

 

 
                   
                   √              √                √                                                     √ 
 
 

 
Speaking  
(little or no 
interaction) 
 

 
 
                   √              √                √                  √                                 √ 

 
Interact with 
 co-workers 
 

 
   √              √              √                √                  √                                 √ 

 
Interact with  
those you 
supervise or  
direct 
 

 
 
 
   √              √              √                √                  √                                 √ 
 

 
Interact with 
supervisor/ 
manager 
 

 
 
   √              √              √                √                  √                                  
 

 
Interact with  
customers/ 
clients/ public 

 

 
 
 
 
 

 
Interact with  
suppliers, 
services 
 

 
 
 

 
participate m  
group 
discussion 

 

 
 
 
 
 

 
Present 
information 
 to a 
small group 

 

 
 
 
 
 

 
Present  
information  
to a 
large group 

 

 
 
 
 

 
 

   



 
 
F.  THINKING SKILLS 
 
  1. Problem Solving 
 
  The typical problem solving tasks of Bulk Packagers are at Complexity Levels 1 to 2. 

Their most complex problem solving tasks are at Complexity Level 2. 
 
  Examples: 
  Bulk Packagers: 
 

• May have to cope with improper labelling on bags of product that have just 
been packaged. They remove the bags from the pallet and re-label them (1) 

 
• May have to cope with wrong type of bags used. They empty product and 

re-bag (2) 
 
• May have to cope with wrong sealing used. They re-seal. (1)  
 
• May have to cope with bags stacked improperly. They re-stack (1) 
 
• May encounter processing problems such as inaccurate bag weight.  They open 

the bags, add or remove product and then re-seal (1) 
 
• May find that their team is not performing to capacity. They rotate team 

members so that each shares the most physically demanding job (1) 
 
• May have to cope with an inexperienced team member. They train the new 

member in one area until standards are met and then move the new member to 
another task (l) 

 
• May encounter equipment failure. They try to repair the equipment on the spot 

and. if unable to, contact a supervisor and, if necessary stop production. (2) 
 
• May find that the wrong product is in the wrong bin.  They, then have to meet 

with supervisors and millers and determine how to correct the problem (2) 
 
• May be without work due to equipment failure. They are prepared to be 

assigned to other tasks within the plant (2) 
 
• May have to cope with broken bags. They decide whether to re-bag or, if 

product is contaminated, to put it into area for cattle feed. (2) 
 
 2.  Decision Making 
 
 The typical decision making tasks of Bulk Packagers are at Complexity Levels 1 to 3. 

Their most complex decision making tasks are at Complexity Level 3. 
 

   



 Examples:  
 Bulk Packagers: 
 

• May decide who to call when something needs to be repaired (1) 
 
• May choose what and when to spot cheek for quality control (1) 
 
• May decide when to begin clean up (1) 
 
• May prioritise orders to do during a shift (2) 
 
• May decide how long it should take a co-worker to do something (2) 
 
• May decide when to shut down machines which are not operating properly 

(2) 
 
• May decide when a product is contaminated (2) 
 
• May decide what to delegate out to who (3) 
 
• May decide how to fix machinery (3) 

 
 
 3.  Job Task Planning and Organising 
 
 Bulk Packagers plan and organise their job tasks at Complexity Level 2. 
 
 Description 
 
 Bulk Packagers follow priorities set by supervisors and company policy and sequence 

their tasks within that framework. Their tasks are repetitive. Disruptions may occur, 
such as the introduction of rush orders which causes their tasks to be reprioritised. 
They also may have to work in other areas of the Mill if there is equipment failure or 
lack of product or supplies.  They have to work together as a team and must 
understand and work with each others strengths and weaknesses: one member who is 
ill or hurt could mean a reorganizing of tasks. 

 
  
  4. Significant Use of Memory 
 
  Bulk Packagers use their Memory significantly at Complexity Level 1. 
 
  Examples: 
  Bulk Packagers: 
 

• May remember what product is in which bins (1) 
 
• May remember how to repair a piece of equipment (1) 
 
• May remember procedures (1) 

   



 
• May remember codes for computerized equipment such as weight scales (l) 
 
• May remember number of bags completed until registered in the log (1) 

 
 
  5. Finding Information 
 
  Bulk Packagers tasks that involve finding information are at Complexity Levels 1 to 
2. 
 
  Examples: 
  Bulk Packagers: 
 

• Refer to the Millers' board in order to find which product is in which bin (1) 
 
• Refer to shift log in order to determine which order to be-in with (1) 
 
• Refer to the order invoice in order to determine bags to use, product to use, 

labels to use,  
 and how to stack the pallets (1) 
 
• May refer to policy manual in order to find out how to repair equipment (2) 

 
 
 
G.  WORKING WITH OTHERS 
 
  Bulk Packagers in Flour Mills work independently within a team. It is very important for 

efficient production that team members work in harmony with each other. They each must 
work cooperatively. The job requires a lot of manual labour, heavy lifting, and body 
coordination and endurance. This team represents the image of the whole company in that 
they put out the final product. This team works as part of a larger team of millers and 
managers. 

 
 Participation in Supervisory or Leadership Activities 
 
 Bulk Packagers: 
 

• May monitor the performance of others 
 
• Inform other workers or demonstrate to them how tasks are performed 
 
• Orient new employees 
 
• May assign tasks to co-workers 
 
• May deal with co-workers grievances or complaints 

 
 

   



H.  COMPUTER USE 
 
 The computer use tasks of Bulk Packagers are at Complexity Level 1. 
 
 COMPUTER USE PROFILE: 
 
 Bulk Packagers: 
 
 Use computerized equipment such as weigh scales. (1) 
 
 
 
I.  CONTINUOUS LEARNING 
 
 Bulk Packagers learn continuously on the job. They take on the job training in procedure 

and safety. They take in-house training on new products and processes. 
 
 How the Learning Occurs 
 
 Learning, may, be acquired: 
 

• as part of regular work activity. 
 
• from co-workers. 
 
• through training offered in the workplace. 
 
• through reading or other forms of self-study: using materials available through 

work. 
 
• through off-site training 

 
 
 
J.  OTHER INFORMATION 
 
 In addition to collecting information for this Essential Skills Profile, our interviews with job 

incumbents also asked about the following topics. 
 
 1.  Physical aspects 
 
  The Bulk Packagers interviewed particular mentioned the necessity of being physically 

fit in order to do their jobs. Physical endurance and stamina are particularly important. 
Also it is important to not have any respiratory problems due to the dust in the air. 

 
 
  Body Position 
 
  Labourers in Flour Mills are often standing and lifting and doing repetitive tasks. They 

are occasionally operating a fork lift. They often walk to other parts of the factory. 
 

   



 
  Limb Coordination 
 
  Labourers in Flour Mills use upper limb coordination tasks such as loading and 

unloading the conveyor belt, stacking bags of flour on to pallets and operating forklifts. 
They use eve-hand-foot coordination to operate the bag sealer. 

 
 
  Strength 
 
  Bulk Packagers move heavy, sixty pound bags of product from the conveyor belt to the 

pallet and from the pallet to the boxcar. They must be able to lift the bags over their 
heads. 

 
  
   Sensory 
 
   Bulk Packagers in flour mills may use excellent eyesight to spot minute faults in the 

product and distinguish one product from the other. They also may use their hearing to 
determine the efficiency of the equipment. 

 
 
 2.  Attitudes 
 
   The Bulk Packagers in the Flour Mill interviewed felt that competent employees should 

be alert, organized, and attentive with a good ability to integrate on to a team. they 
should also be able to carry out repetitive tasks with a positive attitude and to be 
adaptive to unpredictable work situations. They also should be able to work without a 
lot of recognition in spite of the fact that a good deal of the company's reputation rests 
on their shoulders. 

 
 
 3.  Future Trends Affecting Essential Skills 
 
   The possible introduction of more sophisticated computerized equipment would lead 

Bulk Packagers to upgrade their computer skills. The possibility of greater regulation 
of safety and environmental practices in workplaces could meant that these workers 
would then need to hone their textual reading and document use and writing skills. 
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FINAL REPORT 
 
Name & Title of President or Senior Officer: Meghan Boychuk, President, 
 Board of Directors 
 

Name of Organization & Address: READ Saskatoon 
 #305 220 3rd Ave. South 
 Saskatoon, SK  S7K 
1M1 
 

Contact Person: Kimberley Onclin Phone:  (306) 652-5448 
 Fax: (306) 652-4205 
 

Project Title:  Essential Skills for the Workplace 
 
 

Start and Finish Dates of Project:  From: March 2001  To: June 2001 
 
 
 

 
 
I. Objectives 
 Measure of Success rating from 1 – 10, 10 being excellent + comments 
 
1. To publicize the "workplace writing" classes to employers and employees through the 
Chamber of Commerce, North Saskatoon Business Association, Saskatoon Regional 
Economic Development Association (SREDA), the Saskatoon Labour Market 
Committee, and to other Industry Associations such as the Construction Workers, as 
well as through the media. 
 8  -- The project was reasonably well publicized. Because of timing, 

inserts/ads did not make it into some associations' newsletters, including 
that of the North Saskatoon Business Association. 

 
 Also, this publicity may have been superficial - later events indicated that 

employers did not understand the parameters/objectives of the course. 
One employer sent an employee to learn how to write letters filled with 
legalese, whereas we were promoting plain and clear English in all 
communications.  Objectives did not match. 

 
 More in-depth publicity, in the way of information sessions, seem 

necessary. Also, though many people signed up, a few came for only one 
session. Their expectations or needs were obviously not met. 

 
2. To attract 10 - 12 employed workers with limited/low literacy or workplace literacy 
difficulties by replacing the L word with terminology such as "writing classes" and 
"instruction in essential skills".  

9  -- Over 30 people contacted READ Saskatoon to register for the 
class. 

They were given informal assessments, and 12 people were offered the 
seats.   

   



The publicity as a "writing course" worked very well. 
 
3. To improve the accessibility and flexibility of the workplace training by offering "night" 
classes at a public institution. 
 9  -- All the students indicated that the location and times for the class 

were good to excellent. The late spring course dates did, however, create 
problems for several students who got called back to work because of the 
nice early spring (construction worker, civil technologist) 

 
4. To offer 6 classes in a 6-week "session" over the length of the pilot project. 
 10  -- Fully accomplished. 
 
5. To use a team approach using a READ instructor and trained volunteers to offer both 
classroom and individualized instruction. 
 8  -- The team approach worked very well, with volunteers offering 
 presentations/instruction in their areas of expertise (such as business  
 communications from volunteer who has worked as an administrative 
 assistant for over 20 years) 
 
 
 
II Comments on Original Activity Plan and Time Frame 
 
• Mid-February 2001 Project confirmation received and project begun in March. 
 -- assignment/hiring of part-time/contracted READ Saskatoon project 

coordinator/instructor 
 -- development of project publicity/recruitment materials 
 -- collection of instructional materials by READ Saskatoon project coordinator/ 

instructor   
 
•  March - February activities also done in March; activities went as planned 

except where indicated.  
  -- ongoing recruitment and publicity  
  -- intake and assessment or referral of learners - pushed to April  
  -- ongoing planning, including assignment of volunteers and resource readiness 
 
•  April - May Activities went as planned except where indicated.  
  -- ongoing recruitment and publicity 
  -- intake and assessment or referral of learners 
  -- ongoing planning 
  -- instruction/facilitation of "session" of 6 classes (6 weeks) for 10 worker/students 
by 
  READ instructor and volunteers 
  -- evaluation of completed session 
  -- establishment of fee for service schedules for further partnering and essential 
skills 
  trainings with participant employers and/or employees - not done; results indicate 
this 
  is premature. 
 
• May - mid-June - as indicated and ongoing  

   



 -- follow-up with employers and employees on further training opportunities  
 -- final evaluation and writing of final report  
 -- distribution of final report to NLS, SPSEST, literacy coordinators, etc. 
 
 
 
III Results and Products: Final Comment 
 
1.  10 - 12 workers better prepared to succeed in the workplace through increased, 

applicable writing and reading skills. 6 learners attended regularly. Objective not 
met numerically. 

2. Expansion of READ Saskatoon's literacy services to include essential skills training. 
Accomplished. READ Saskatoon's staff and Board were pleased with how the 
training went. 

3. Establishment of READ as a work place training service. Begun. 
4.  A piloted and evaluated model for use by other literacy organizations and workplace 

trainers. Done. 
5. Linkages/referrals for participants to other educational opportunities including READ 

Saskatoon's other resources and training options. Done and ongoing. 
 
 
 
IV Evaluation Plan: Final Comments 
 
1. Evaluation at end of each "class" session by students, volunteers and instructor. 

(group and individual written feedback.) Done 
 
2. Pre and Post informal assessment of participant skills. Done but need more time 

or more formal measures in future training if learners/employers want solid 
documentation of learning.  Would suggest standardized test in this case. 

 
3. Ongoing evaluation of the project through regular planning meetings and reports to 

the READ Saskatoon Board of Directors. Done 
 
4. Final evaluation by all stakeholders, to be included in final report. Done, though 

one of the volunteer instructors did not do a final evaluation because of going 
on holidays the day after last class. Other instructors did evaluations 
separately and together that next day. 

 
5. The project was conducted in accordance with the Training Standards Best 
   Practices of the Saskatchewan Labour Force Development Board. 
 
 
 
V Problems with the project: 
 
The main problem was student attendance. The instructor was disappointed by the turn 
out. 
However, the very late spring timing and short time lines of the project contributed to 
this. More screening and assessment, as well as matching of expectations and 

   



objectives of participants/stakeholders is recommended as a way to ensure commitment, 
interest and the meeting of student/employer needs. 
 
 
 
VI Changes in our group and the community as a result of this project? 
 
READ's membership and staff now have some ownership around workplace training. 
There is pride in playing a role/offering something to the business community through 
offering the course.  Many members of the community are now aware of READ's 
capacity to deliver such training. 
 
 
 
VII Should this project/program be continued? 
 
Definitely. Continuing to offer this course would further the workplace training agenda by 
both publicizing the issue and offering a concrete option. To run it once will only be a 
frustration for those who couldn't attend or weren't accepted this first time. Also, READ's 
name and the course have been established to some extent through the project’s 
publicity materials, some of which will no doubt still be posted for months to come! 

   



 
YOUR OWN PROJECT EVALUATION 

SMALL WORKPLACE PILOT PROJECTS 
MARCH 12 - JUNE 30, 2001 

 
I know you will be doing your own evaluation of the pilot in addition to the common one, 
which I will use for reporting to my Board and the National Literacy Secretariat. I thought 
you would be interested in what my Board would like to hear in the way of 'hard data’.  
• The position titles and employers of those who participated in the planning (that is 

from your proposals) 
  N/A 
• Position titles and employers of the registered learners (learning hours in brackets): 
 1. Operator Services, Customer Care Centre - SaskTel (12) 
 2. Press Man, APEX Graphics (12) 
 3. Seamstress, ActionWear (12) 
 4. Civil Technologist, StanTec Consulting LTD. (10) 
 5. - 7. (3) Hospitality Services, Sheraton Hotel, Senator Hotel, 
 Travelodge (2) 
 8. Foreman, Construction (2) 
 9. Administrative Assistant, Women Entrepreneurs of SK (6) 
 10. Project worker, Agriculture Canada (6) 
 11. Care Worker, Sunny Side Nursing Home (0) 
 12. Office Worker (0) 
 
• A listing of times learners attended training 
Thursdays - April 26th to May 31st - 7 - 9 p.m. 
 
• What special requirements were needed for the learners (e.g., daycare) 
None 
 
• A copy of the curriculum/course of study/outcomes  
Please see below. 
 
• A statement of how learners were recognized for their learning 
Comments and feedback on assignments, including on their learning plans that were completed 
over the length of the course. Learners received certificates of participation. Learners were 
offered letters of participation/informal assessment to give to their supervisors/employers. 
 
• A statement on what documentation was provided to learners on learning outcomes 

so they can document their learning's for PLAR purposes.  
Learners were given individualized written and verbal feedback and comments on strengths and 
gaps both for individual assignments and when working on their individual learning plans. They 
were also asked to consider their skill strengths and gaps for all workplace essential skills. 
 
Certificates of Participation were given out that indicated that participants had completed a 
6-week course in basic writing skills for the workplace. Participants were offered individualized 
letters indicating results of the initial, ongoing and final informal assessment of their writing skills, 
and of their participation/attendance levels. 
 
• A copy of evaluation forms on the program and instructor filled out by learners. 

Completed ones being sent by fax. 
• A copy of evaluation forms on the program and instructor filled out by the planners. 

Completed ones being sent by fax. 
•  A financial statement. See “Workplace final2000.doc" attachment.  

   



• How the project increased local capacity  
The 6 learners who attended regularly had their confidence and skill levels in basic writing for the 
workplace raised. They will carry these outcomes back to their workplaces to better perform their 
work duties. Two students cited discomfort about a new position/the desire for promotion as their 
motivation to attend; the training will help 
 
Participants' awareness of workplace essential skills, and of the importance of these in the 
workplace, was also raised. In general, employers/employee awareness of workplace training 
was raised through advertisement of the course and explanations given through initial contact 
and/or informal assessment process. This may lead to discussions about and/or recognitions of 
the need for such training. 
 
• What are the next steps for the learners and planners  
Students filled out individual learning plans and were encouraged to take steps to maintain skills 
and further address any skill gaps they had identified, and that may have been confirmed through 
ongoing assessment and comments by the instructor(s). 
 
READ Saskatoon is very interested in running a similar training course again. In doing so, we 
would seek an opportunity to consult with employees and employers in the early planning stages 
to design specific trainings, partly through clarifying expectations and objectives. 
 
Employers need to be contacted and employees and employers need to be offered information 
sessions on future trainings. Something concrete needs to be offered - an actual course. 
However, READ is unable to do this without funding for staff time to do this. However, this would 
be an important next step. 
 
Course Curriculum 
Writing Skills for the Workplace: Course Content  
Essential Skills - definition  
Informal assessment through writing sample  
Skill strength and gap self assessment  
Learning plans  
Resources - Mastering Effective English, Dictionaries, Thesaurus, etc.  
Nouns  
Pronouns  
Adjectives - including comparative and superlative forms  
Articles  
Basic sentence structure - SVO  
Writing sentences - simple, compound, complex 

- types: interrogative, declarative, imperative, exclamative 
possessives, contractions - proper use of apostrophes  
verbs and verb tenses  
adverbs - including of time, place  
noun/pronoun -verb agreement  
punctuation - including placement of commas in addresses, dates, letters, etc.  
conjunctions  
writing as a process including brainstorming, free writing to get going  
organizing your thoughts -- organization! 
Sentence fragments and run on sentences 
Audience, representing self and company, formal and informal writing 
Writing paragraphs 
Writing memos - under 6 lines! 
Writing business letters 

   



Format for Letters, envelopes  
Politically correct salutations, pronouns, etc 
Email  
Computer spell and grammar checks  
Formatting – general/computer - margins, underlining, capitals, etc. 
Spelling generalizations   
Proofreading and editing strategies  
Clear language  
 
  
Outline of Weekly sessions with Attendance 
 
Week One: April 26 8 learners 
Introductions 
- Essential Skills - what are they, what is this course about 
- skill strength and gap assessment, assessment of essential skills used/needed in your job  
- dispelling writing myths - we all need to write several drafts, don't do it perfect first - use tools 
such as dictionaries, thesaurus, spelling gremlin lists 
- nouns - group instruction and activities, individual exercises 
- learning styles - self assessment and discussion 
- writing as a process - group instruction 
- getting going - different methods that may work for you, depending on your learning style: 
outlines, concept maps, etc. 
- writing assignment - given a noun - must do prewriting activity then come up with a draft 
paragraph to be handed in for informal assessment 
 
Week Two: May 3 7 learners 
- Review 
- warm up writing activity - describe an object without saying its name or what it's used for 
- basic sentence structure - SVO (subject, verb, object) 
- pronouns: group instruction and activities, individual exercises 
- writing assignment to be handed in – 1st draft - giving instructions to do a task 
- proofreading strategy: COPS  
- hand in chart of your essential skill requirements on the job for instructor's information and 
informal assessment purposes 
 
Week Three: May 10  6 learners 
- Review  
- warm up writing activity - sentence completions  
- adjectives: group instruction and activities, individual exercises  
- organizing your writing - paragraph structure, etc.  
- individual writing concerns  
- writing assignment to be handed in - "one is better than the other" topics 
 
Week Four: May 17th   6 learners 
- Review  
- warm up writing activity - gratitude journal  
- verbs: group instruction and activities, individual exercises  
- Business English: memos, letters, email, envelopes  
- individual writing concerns  
- writing assignment to be handed in - memo or letter 
 
Week Five: May 24th   6 learners 
- Review  
- warm up writing activity - free writing  

   



- adverbs: group instruction and activities, individual exercises  
- commas: group instruction and activities, individual exercises  
- individual writing concerns  
- sentence problems: fragments, run ons, etc.: group instruction and activities, individual 
exercises 
 
Week Six: May 31  6 learners 
- Review  
- sentence problems: continued  
- spelling problems and suggestions  
- review/reflection on course:  
- review/completion of learning plans - skill gap and strength review course evaluation 
 
Poster/ Insert/Advertisement for training: 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

   



  #305 - 220 Third Avenue South, Saskatoon, SK  57K 1M1 
 Ph: (306) 652-5448 • Fax: (306) 652-4205 

 
 

 
 
May 30, 2001 
 
 
Employer/Supervisor 
 
 
 
Re: Writing Skills for the Workplace course 
 
 
Dear 

 
 
This letter will confirm that                                        has completed this 6 week course 
which covered essential writing skills for the workplace. The course was sponsored by 
the National Literacy Secretariat arm of Human Resources and Development Canada 
through a provincial workplace skills project being overseen by the Saskatchewan 
Labour Force Development Board.                                       attended                            
classes and completed the course work. 
 
An assessment of                                        in the course and of his/her demonstrated 
writing 
skills indicates the following competencies: 
 
 
 

 
 

 
 

 
I trust that this information will be helpful to you. I was pleased to have                               
in the class. Please feel free to call me at 652-5448 if you have any questions. 
 
 
Yours truly, 
 
 
Kimberley Onclin  
Administrative Director - READ Saskatoon/ Course Instructor - Writing Skills for The 
Workplace 
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Cumberland Regional College and Chambers of Commerce 

 
Cumberland Regional College, through its Community Education Coordinators, worked with the Chambers 
of Commerce in four communities to provide workshops on particular ‘soft skills’ as selected by the 
participants. The four communities were Nipawin, Melfort, Hudson Bay, and Tisdale. 
 
Surveys were distributed to Chamber members and to other local businesses; workshop times were 
established, and a trainer was contracted to deliver the workshops. The topics chosen for discussion in the 
workshops were conflict resolution and problem-solving. 
 
Participants came from a wide range of businesses: 
Regional Economic Development Officer High School secretary 
Newspaper Editor Church minister 
School Board member Ambulance drivers 
Restaurant Manager City Hall employees 
Small business owner Manager of accounting firm 
Credit Union employees Accountant 
Business Services owner Manager of gas station 
Water Treatment Company owner Employment counsellor 
Assistant Manager of Handiworks 
Front line person from farm implement dealership 
Owner of custom framing business 
 
Workshops were held as follows: 
 
Melfort May 17 10:00 - 11 30 am 11 participants 
 
Hudson Bay June 4 7:00 - 8 30 pm 5 participants 
 
Nipawin June 5 7:00 - 8 30 pm 8 participants 
 
Tisdale June 6 7:00 - 9 00 pm 16 participants 
 
 
Contacting business people and ensuring their participation proved to be very time-consuming (see 
attached) The workshops, however, went very smoothly, and the participants were pleased with the content 
As information sessions, the workshops gave the participants an opportunity to learn about the topics and to 
assess their future training needs. 

   



 
Soft Skills Survey 

 
1. Name of Business/Organization: 
 
2. Contact Person: 
 
3. Number of Employees: 
 a) 1-4 
 b) 5-9 
 c) 10-14 
 d) 15-20 
 c) more than 20 
 
4.  On a scale of 0 to l0, how would you rate the importance of each of the soft skills in 
 the daily tasks of your employees? (10 is very important) 
 a) problem solving                     . 
 b) decision making                     . 
 c) critical thinking                     . 
 d) conflict resolution                     . 
 
5. Which of the soft skills would be of the most benefit to your employees, if training  was available? 
 a) problem solving 
 b) decision making 
 c) critical thinking 
 d) conflict resolution 
 
6. Would you be interested in attending a sample training session? Yes or No 
 
7. What is your preference for the length of the session? 
 a) ½ hour 
 b) 1 hour 
 c) 1 ½   hours 
 d) 2 hours 
 
8. What is your preference for the time of the session? 
 a) afternoon - 1:00 PM 
 b) evening - 7:00 PM 
 

   



Conflict Resolution 
 
Purpose of Session: 
 
 Do employees have the necessary "Soft Skills" to do their job to the best of their ability? 
 
 Session will be handled Pro-actively and Reactively 
 
1. Define Conflict 
 
2. How does conflict affect us physiologically and psychologically. 
 
3. Control  - we can only control ourselves 
   - questionnaire on conflict handling styles 
 
4. Causes of Conflict 
 ♦ Lack of communication skills and barriers 
 ♦ Time constraints 
 ♦ Biases - cultural, disability, etc. 
 ♦ Toxic people 
 ♦ Personality differences 
 
5. How to Handle Conflict 
 ♦ Use of D.E.S.C. and work through some conflicts using this script. 
 ♦ Third party mediator. 
 
Summary: 
 Assets to have in conflict situations are: good communication and problem solving skills, skills 

in collaboration, co-operation, compromise, mediation and negotiation. 
 
 The more we develop and learn about skills in these areas the better we will become in resoling 

conflicts. 

   



 
 

PROBLEM SOLVING 
 
 
A.  What is a problem? Understanding that we are all unique when it comes 

to problems and problem solving, ie., my problem won't be the same as 
yours. 

 
B.  Understanding that problems can affect us physiologically and 

psychologically. 
 
C.  Skills required to confront problems: 
 
 - assertive speaking skills 
 - past experiences 
 - cultural understanding 
 - diversity issues (disabilities, racism, hornophobia, etc.) 
 - communication skills 
 - ability to change long held belief 
 - ability to involve others in the problem solving process 
 
D Handout which will help us understand our present strengths and 
 weaknesses when it comes to problem solving. 

   



Cumberland Regional College 
Soft Skills Training Session 

Evaluation Form 
 
 
Workshop Title:                                       Location:                                      .  
 
Please check the appropriate box in the evaluation table below: 
 
INSTRUCTOR: Strongly Agree Disagree Strongly  NIA 
   Agree   Disagree 

 
Had a thorough and current knowledge of the subject matter. 

 
Had a clear, audible voice. 
 
Listened carefully to questions and answered them fully. 
 
Presented the information in an well-organized manner. 
 
Created a comfortable atmosphere. 
 

TRAINING SESSION: 
 
The amount of time for the session was adequate. 
 
The materials handed out were useful. 
 
The session provided me with strategies that will be useful in 
my place of work. 
 
This training would be relevant to my staff. 
 
I would recommend this training to other business owners. 
 

 
 

COMMENTS. Please add any suggestions you feel will be helpful to the College or 
instructor in the delivery of soft skills training sessions. 
 

   



NIPAWIN PILOT PROJECT 
 
Number of Participants: 
 
 Hudson Bay - 5 
 Melfort - 11 
 Nipawin - 8 
 Tisdale - 16 
 
 TOTAL 40 
 
Contacts: 
 Hudson Bay 
 -  Attended a Chamber of Commerce meeting and distributed 11 surveys 
 -  Faxed surveys to 18 other businesses 
 -  Faxed invitations to 29 businesses one week before workshop 
 -  Phoned businesses on the day of the workshop 
 -  Advertised on the local radio station for one week 
 
 Melfort 
 - Surveys sent to 106 businesses in Melfort area (Chamber of Commerce members with fewer than 

20 employees) 
 - Mailed letters to 20 businesses who responded to survey and faxed other Chamber members with 

date of workshop 
 - Attended Chamber of Commerce meeting one day before workshop to publicize event 
 
 Nipawin 
 - Mailed surveys to 41 businesses with cover letter explaining project – 3 returned 
 - Attended Chamber of Commerce meeting with 28 members present - 6 surveys returned 
 -  Faxed posters detailing time and date of workshop to 35 businesses 
 -  Phoned 9 businesses 
 
 Tisdale 
 - Attended Chamber of Commerce meeting 
 - Faxed 65 and mailed 25 surveys 
 - Faxed 100 and mailed 15 workshop announcements, placed 15 posters in  various locations 
 -  Faxed 10 workshop reminders and phoned 10 businesses 
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La Ronge Motor Hotel 
 
This project is sponsored by the La Ronge Motor Hotel, owned by the Lac La Ronge Indian Band, with 
in-kind support from Northlands College and Saskatchewan Tourism Education Council (STEC). The 
project has two purposes  
• To provide a drop-in learning centre at the hotel for all employees  
• To provide literacy coaching for one occupation at the hotel striving for their national certification 
 
The housekeeping department (four individuals) was chosen because the employees traditionally have low 
levels of education, but are long-term employees and well qualified housekeeping professionals. The 
project's goal was to get the participants to demonstrate their knowledge and skills in an evaluation process 
that required an advanced level of literacy (ie. a one-hour, 100 question, multiple choice, timed exam). 
 
To motivate the individuals and other staff, a tutor/mentor was carefully chosen. A local Cree-speaking 
Aboriginal woman, former head of housekeeping at the hotel and STEC certified, was selected because of 
her ability to work with staff in a non-threatening manner. She also volunteered to take literacy tutor 
training and apprenticed under a qualified Northlands College instructor. In addition, she successfully 
completed STEC's self-directed 'Train the Trainer' program. 
 
Time for the tutoring sessions was chosen in consultation with the participants, and the drop-in centre was 
kept open Monday to Friday from 1:30 to 4:30 pm. Rewards were given to the housekeepers upon 
successful completion of their certification process a class team jacket which put a real value on the 
importance of attendance at the tutoring sessions and a 50 cent per hour raise. 
 
The results of the housekeeping group's project indicate the need for a long-term, consistent, and personally 
relevant literacy and essential workplace skills training program. The project was, however, too expensive 
because of the customization necessary to make it successful. When there are people with special training 
needs, there should be a recognition that the necessary resources may be expensive and that particular care 
must be taken in the choice of the trainer 
 
The drop-in centre was less successful in that it was not used extensively. There is a need in this 
community to allow for the time necessary to effectively promote such an opportunity. There should be an 
on-going resource facility with on-site tutoring available, funded in terms of years, not months. As the staff 
begin to get comfortable with the idea of training and see the successes of others, there would be better use 
made of a learning centre. 
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SASKATCHEWAN LABOUR FORCE DEVELOPMENT BOARD 
 

SMALL WORKPLACE PILOTS PROJECT 
    MARCH 12 - JUNE 30,2001 

    LEARNING AT WORK PROJECT 
     EVALUATION 
 
 
What do we want to learn?  
The Learning at Work project focuses on the essential workplace skills training needs of currently 
employed people in Saskatchewan, particularly in the small workplace. In a provincial needs assessment, 
the Learning at Work project identified the applicability of and access to training as the barriers to training 
in the workplace. These small workplace pilot projects are focusing on the delivery of training to those in 
the small workplace and the constraints on that delivery. In addition to the evaluation that you will be doing 
for your own project, this common evaluation will help us to develop lessons learned that will benefit us 
all. Please answer all questions and add any comments you wish. 
 
APPLICABILTY 
Is the training properly targeted to the audience? Explain, Give examples. 
 
 
Did the training meet expectations? How? 
 
 
Was the training of high enough quality?  Explain. Give examples. 
 
 
Was the training useful/practical/applicable? Explain. Give examples. 
 
 
Were the materials appropriate? Explain 
 
 
What previous knowledge did the participants need to have to make best use of the training? 
 
 
 
ACCESSIBILITY  
How were the different constraints that clients have for taking training (eg. place, time, cost, logistics) 
addressed? 
 
 
How were the constraints that training providers have in providing training to various clients addressed? 
 
 
 
REALITY  
How did the reality of costs, time, people involved, facilities, and materials, etc. affect the delivery of 
training? 
 
Obstacles: 
 
 
 
Suggestions: 
 

   



 
 
THE FUTURE  
As a result of your experience in this pilot, what do you see as potential partners, resources - both available 
and needed-, and constraints and enablers for future training? 
 
 
 
Obstacles: 
 
 
 
Suggestions: 
 
 
 
GETTING THE WORD OUT 
How do you think we can best get the word out about the need and the benefit of essential workplace skills 
training? 

 
 
 
Obstacles: 

 
 
 
Suggestions: 

   



SLFDB Report List 
 
Challenges in a Changing Workforce: Suggestions for Change. Community Forum Analysis - 
1995-96 SLFDB Strategic Plan, April 1995 
 
Training Needs Assessment Saskatchewan Export Manufacturers. SLFDB, August 1996 
 
Challenges in a Changing Workforce – Suggestions for Change. Working Together Towards a 
Saskatchewan Training Strategy.  SLFDB, April 1997 
 
Community-Based Organizations - A Profile of Employment Training Programs and Services in 
Saskatchewan. SLFDB, April 1998 
 
1998 Youth Summary. SLFDB, April 1998 
 
SLFDB - CLFDB Prior Learning Assessment and Recognition - Learning Has no Boundaries. 
Brochure, 1998 
 
Saskatchewan's New Provincial Training Allowance. Women's Reference Group, March 1998 
 
Assessment and Recognition of Foreign Qualifications and Credentials (A Racialized Canadians 
Perspective). March 1998 
 
Why Not Our Kids, Too? If Developing Students' Career Competencies is Expensive, Just 
Consider the Alternative! August 1998 
 
Literacy Needs in the Workplace - A Needs Assessment Conducted for the Learning at Work 
Project. August 1999 
 
Community-Based Organizations Directory. September 1999 
 
Youth Unemployment and Skills Shortages in Saskatchewan. September 1999 
 
Introduction to Workplace Literacy for Practitioners. Learning at Work Project, November, 1999 
 
Growing Our Own: Succession Planning for the New Economy, Power Point Presentation - 
March 2000 
 
Building Career Development Partnerships for Saskatchewan's Future, Pamphlet 
 
Saskatchewan Youth Services Inventory, April 2000 
 
Guide to Essential Workplace Skills, Workbook and computer disk, January 2001 
 
Why Not Our Kids, Too? A Facilitator's Guide to Enhancing Career Development in 
Saskatchewan. Education and Training Reference Group, January, 2001 
 
Learning at Work Project - Phase II Initial Report, May 2001 
 
 

   



 

 

 

 

 

MISSION: The Saskatchewan Labour Force Development Board shall foster, 

promote and coordinate, through partnership and equity, the effective 

development of the Saskatchewan labour force. 
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PHONE: (306) 352.5999   FAX: (306) 757.7880   TOLL FREE: 1.800.394.3899 
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