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LONDON COUNCIL FOR ADULT EDUCATION

Galleria Postal Outlet   P. O. Box 23174, 355 Wellington St., London, ON  N6A 5N9

Serving Adult Learners since 1945 

LCAE General Meeting Minutes - March 22, 2011
HMCS Prevost
19 Becher St., London, ON
Topic: Workplace Literacy and Essential Skills Learning for Success Project
Presented by:

Gloria Pickering, Employment Counsellor / Employee Development Coordinator, Goodwill 
Amanda Burdick, Director of Information, Literacy Link South Central 
Present: Tom Crouch (LEHC); Gord Leffley (WSPS); Monica Giorgini (LEHC); Heather Jeffery (Hutton House); Henry Kooy (retired, TVDSB); Jenny Geoghegan (Fanshawe College); Kym Wolfe (LMFRC); Frances Shamley (CEL, U of Waterloo); Nancy McQuillan (LEHC);

Donna Moore (UWO & Toastmasters); Jennefer Stapleton (Concordia College); Jane Ellyatt (City of London); Gloria Pickering (Goodwill); Amanda Burdick (Literacy Links South Central)
1. Welcome & Introductions:
Kym Wolfe welcomed everyone to the HMCS Prevost, providing a brief overview of the facility.
Introductions were made – please see above.
2. Speakers:
· Amanda and Gloria provided background information on the Workplace Literacy and Essential Skills Learning for Success Project, including the partners: 
· Literacy Link South Central
· Goodwill Ontario Great Lakes retail stores across Southwestern Ontario

·  Employment Ontario (MTCU, project funders).
· They explained the initial processes involved behind the one year condensed project, detailing each step along the way, from the initial consultation phase, selection of participants, needs assessments, required training modules, post assessments, success stories, tracking systems and ending with next steps.
· Project Deliverables were outlined:

· Performed initial round of Learning for Success one - one interviews with retail store staff
· PDQ pre-assessments administered for participating staff to determine current skill levels 
· Delivered training in 12 subject areas, determined by needs of staff
· PDQ post-assessments completed for participants to determine increase in skills
· Explorations and training were performed with 187 staff at 10 retail locations (London, Kitchener/Cambridge, Guelph, Stratford, St. Thomas and Woodstock) 
· Aided by an interesting Power Point presentation, Amanda and Gloria offered an excellent overview of this exciting and successful project, and clarified questions from attendees.
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3. Agency Updates / Member Introductions:
· Jane Ellyatt (City of London) indicated the London OW office has been chosen as 1 of 5 pilot projects to offer “online applications” for OW. Check the City of London website for more information. It is hoped this initiative will eliminate long wait times.
· Gord Leffley (WSPS –Workplace Safety & Prevention) described some changes around safety and training issues (i.e. loading dock regulations) and provided further updates: 

· May 2 & 3rd, high school students will be participating in a Skills Canada event at RIM Park.

· IAPA (Industrial Accident Prevention Association) is now called Partners in Prevention Conference and is now a full system conference, not just for manufacturing. On June 14th, booths will be available to Service Providers, and points will be awarded for professional accreditation for HR Professionals.
· Tom Crouch (LEHC) shared 2 announcements:
· LEHC Northland location Grand Opening on April 1st

· LCAE Awards Ceremony on May 12 – please submit nominees
· Heather Jeffery (Hutton House) mentioned building expansions are underway for Hutton House on Wonderland Road.
· Henry Kooy (Retired Principal, TVDSB)

· Jenny Geoghegan (Fanshawe College)

· Kym Wolfe (LMFRC)

· Frances Shamley (CEL, U of Waterloo) is currently teaching “online” distance education for the university
· Donna Moore  (UWO & Toastmasters) indicated she has nominees for the LCAE Awards

· Jennifer Stapleton (Concordia College) has begun a new teaching position at Concordia College, London, ON
4. Final Announcement:
· Next LCAE event April 19th at UWO Continuing Education, 2nd floor, Citi Plaza  
· Topic: Toastmasters - presented by Kym Wolfe and Donna Moore
5. Meeting adjourned 1:25 pm
Note: Many members were treated to a tour and historical overview of the Prevost facility following the meeting.
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One-year, condensed project



Project partners:

Literacy Link South Central

		



Goodwill Ontario Great Lakes retail stores across Southwestern Ontario

	

	

Employment Ontario

		





Project Overview

















 Performing initial round of Learning for Success explorations (one-on-one interviews) with all retail store staff



Analyzing results of explorations to determine gaps in knowledge and skills



Administering PDQ pre-assessments for all staff willing to participate to determine current skill levels



Delivering training in 12 subject areas, determined by needs of staff



Administering PDQ post-assessments for all staff who had pre-assessments and training to determine increase in skills



Project Deliverables











Explorations and training were performed at 10 retail locations:

 Adelaide Street bookstore

 Horton Street

 Oxford Street East

 Pond Mills outlet store & transportation

 Sherwood Forest Mall

 Kitchener/Cambridge

 Guelph

 Stratford

 St. Thomas

 Woodstock



187 staff participated

Initial LFS Explorations	











PDQ assessments were administered on 74 staff

Measures Essential Skills:

 Reading Text

 Document Use

 Numeracy



CAMERA assessments were administered on 9 staff

Measures  Essential Skills:

 Reading Text

 Document Use

 Writing

 Numeracy



We found huge differences in skill levels across the province 







Pre-Assessments











Staff made suggestions about training they would like to see brought on-site

LFS project staff recognized some learning needs

12 training modules were created using Moodle

 Introduction to Computer Basics

 Introduction to Online Learning

 Accessible Customer Service

 Understanding Quality Goods

 Respectful Workplaces

 Internal Policy Refresher

 Health and Safety

 WHMIS

 Business Metrics

 How to Read Your Pay Stub

 Loss Prevention

 Family Literacy

Training Modules











Designed for employees who have never used a computer before

Topics covered:

 Navigating Windows

 Accessing Windows help and support

 Using a mouse

 Using a keyboard

 Accessing the internet and performing a Google search

 Setting up email and Moodle account

Introduction to Computer Basics	













Introduction to Computer Basics	

Book resources



Interactive activities













Designed to get employees comfortable in an online learning environment

Teaches:

 History of Moodle

 Navigation of Moodle

 Types of activities in Moodle

 Individual Moodle profile

 Updating information

 Course history

 Sending messages through Moodle

Introduction to Online Learning	













Introduction to Online Learning	





Embedded videos



Quizzes











Types of activities in Moodle:

 Choice activities

 Quizzes

 Written assignments

 Journal entries

 Wiki entries

 Questionnaires



Introduction to Online Learning











Designed to familiarize employees with Accessibility for Ontarians with Disabilities Act (AODA)

Teaches:

 Recognizing that some customers face challenges

 Visible disabilities

 Non-visible disabilities

 Making services accessible for all 

 Dealing with customers in a way that promotes equal treatment and quality service

 Goodwill’s Accessible Service policy

Accessible Customer Service













Accessible Customer Service



Web links











Designed for employees who work in sorting and hanging

Teaches:

 Recognizing the differences between brand quality

 How to price items that are higher quality

 Analyzing fabric quality, designer/label, washing instructions, etc. to determine item price

Understanding Quality Goods













Understanding Quality Goods	



Workplace resources











Designed to introduce employees to Bill 168 and workplace harassment

Teaches:

 How to deal with a difficult customer or co-worker

 Recognizing the signs of bullying in the workplace

 What to do if workplace harassment is present or suspected

Respectful Workplaces











Designed to give employees a brush-up on Goodwill policies and procedures

Reviews:

 Goodwill mission and values 

Approved and unapproved absences

 Vacation time and vacation pay

 Staff complaints and concerns

Internal Policy Refresher











Designed to encourage safety in the workplace

Teaches:

 Goodwill health and safety policy and procedures

 Correct use of equipment and materials

 Emergency evacuation plan

 Health and safety forms



Health and Safety













Health and Safety



Job-related documents











Designed as a supplement to annual WHMIS training for all employees

Teaches:

 Understanding WHMIS labels

 Recognizing WHMIS hazard symbols

 Handling materials safely

 Reading a Material Safety Data Sheet (MSDS)

WHMIS













WHMIS



Authentic workplace documents











Designed to demonstrate the measures that determine success at Goodwill

Teaches:

 Budgets

 Web enabled sales analysis (WESA)

 Targets

 Key Performance Indicators and benchmarks

Business Metrics











Business Metrics





Writing activities











Designed to help employees understand the line items on Goodwill pay stubs

Teaches:

 Gross pay vs. net pay

 How pay amount is calculated 

 Pay stub short forms

How to Read Your Pay Stub











Designed to demonstrate the signs of internal and external theft

Teaches:

 Recognizing shoplifters

 Recognizing internal theft

 Steps to take if theft is suspected at Goodwill

Loss Prevention













Loss Prevention



Goodwill policies











Designed for employees with children, grandchildren or young dependents

Includes interactive activities to promote literacy

Teaches:

 Recognizing the importance of good literacy skills

 Encouraging a positive learning environment

 Ways to help the child increase their literacy skills while the employees’ skills are also improving

Family Literacy













Family Literacy



Printable interactive activities



Module evaluations











PDQ and CAMERA assessments in progress now

Post-assessments being performed on all staff who had pre-assessments in 2010

So far, there have been slight improvements in scores, but we won’t have all the data until March 31, 2011

Post-Assessments











Questions?
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To learn more about how computers work, the different types of computers, the parts that make up a computer and what you can o with computers,
read the book below. Click on the biue book titie How Computers Work to get started

To turn the pages in the book, click on the forward arrow on the right side of the screen. The last arrow will bring you back to this course. If you
would like a paper copy of something interesting or confusing in the book, click on the small printer icon at the top of each page to print that page.

§# How Computers Work

1. Tum on the computer, log in, log off, tum off the computer.

2 Click on the document Label the Parts of a Computer. \When the document opens (you might have to click on "open”). follow the
e e R o e
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Watch the short video below (less than 5 minutes) for a short lesson about how to get around in a Moodle course. You will leam about.

Logging into a Moodle site
Finding a course to enroll in
Finding course content
Looking at the course topics
Hiding and showing topics
Using a jump menu

Finding other courses.
Moodle blocks

The breadcrumb trail

) Navigate Through a Moodle Site Video

Do these three things to practice what you leamed in the video:

o Scroll up to topic one and back down to topic six
o Hide all the topics In this course except topic six
 Click on "Home" on the breadcrumb trail and then retum to this course

Task 4: Take a Quiz
Now click on the link below to take a short quiz to see what you remember from the video. Remember to click on "submit all and finish” when you are
finished the quiz. Then click on "okay" and then the "GW I0L" button at the bottom of the screen to return to this course.

Test your Moodle Navigation Knowledge
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Access

ON

Effective January 1, 2012 al businesses with at least one employee will need to comply with the new Accessible Customer Service Standard
The Customer Service Standard will assist with:

 Understanding that customers with disabilties may have different needs
« Finding the best way to help customers with disabilties

By having all employees complete this online course, Goodwill is complying with the new Accessible Customer Service Standard
How Can | Help?

Providing accessible customer service starts with asking a simple question, "How can | help?" Those are four great words because they apply o
anything.

Access ON has developed four short videos about accessible customer service. Click on the link below to view the videos
hitp:/Awww.accesson.calen/mess/programs/accessibilty/tools/index aspx
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Label Economy Moderately low Moderate High end Boutique / Specialty
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Activities:
Essential Skil areas: Document Use, Reading Text

For this activity you will need a copy of the resource Goodwill Health & Safety Orientation Package. If you do not already have a copy, you can find
itin the Handouts section below.

Click on the Questionnaire link below to get started. Answer all of the questions. When you are done, click on the "submit questionnaire”
button. Click on "continue” to retun to this course.

[B) The Purpose. Set-up and General Content of the Goodwill Orientation and Training Questionnaire

Handouts:

) Goodwill Health & Safety Orientation Package

Keeping Healthy and Safe at Work
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Sales per Labour Hour

This measure is closely linked to labour hours per donor, but also provides us with information about how profitable our operations are likely to be. A
store's sales per labour hour measure wiltell us how many sales dollars are generated by each payroll hour of labour worked.

>

Benchmark:  Generally, we can expect minimum sales per labour hour of $25

Scenario:

A brand new community store opened up and experienced a slow start; donor numbers were low. After the first three weeks, the community store's
Jabour hours per donor was 1.5. The sales per labour hour during the first three weeks of operation was $18
What additional considerations might account for this metric?

Click on the link below and add your ideas to the wiki.

£ Additional considerations
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Employee Purchases

Goodwill's policy is "to ensure that goods donated are available for sale to all customers. Goodwillis committed to meeting its donors' and
customers' expectations. Goodwill encourages its staff to shop within its retail stores as customers.”

Please click on the link below to review the employee purchase guidelines
) Employee Purchase Guidelines
"Situations in which an employe leaves a retail location with any unpaid merchandise or unauthorized removal of Goodwill property will be

considered theft; the employee's employment will be subject to termination immediately. for cause. without notice or pay in lieu of such
notice."
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1) Going on a Number Walk
1) Going on a Letter Walk
1) Going on a Shape Walk
1) Going on a Colour Walk
1) Triangle Count

) Math Fun

For more activities, check out these math websites:
hitp:/Awwi edu uwo calessofamilymath/fmresource/fmvideos asp
hitp://math-and-reading-help-for-Kids org/index htmi

hitp://www.mathisfun.com

We have given you lots of fun math and literacy activities that you can do with your child. In order to find out what you have learned from this course,
click on the link below and complete the quiz. Click on "submit all and finish” when you are finished the quiz Then click on "okay” and "GW FL" to
return to this course.

Learning Fun with My Family Review Quiz

Learning Fun with My Family Online Course Evaluation

Please let us know what you thought about this Learning Fun with My Family online course. Click on the link below and complete a short
evaluation. Be sure to click on "submit questionnaire" when you are finished. Then click on "continue” to return to this course.

[B1 Learning Fun with My Family Online Course Evaluation
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