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LIFT to Work Program 

· Local Initiative for Transition to Work.

The Value Proposition Behind the LIFT to Work Program

A) Why was the LIFT program developed?

The program was developed because our discussions with food processing employers in the region indicated that they could not find entry level employees locally.  However, our discussion with local employment supporting agencies indicated there were a number of individuals wanting entry level employment in food processing but who may require enhanced Essential Skills and employable skills.

B) What is the purpose of the LIFT program?

The purpose of the LIFT (Local Initiative For Transition) To Work program is to help local unemployed or underemployed individuals become work ready for entry level employment in the food processing industry in Portage la Prairie.

In so doing, the LIFT program can:
· increase local employment
· reduce the employers’ reliance on out-of-town and foreign workers
· move unemployed or underemployed individual to sustainable employment
· enhance the economics of individuals and families relying on benefits.


Design Philosophy

The LIFT program has been designed to provide the participants with relevant and practical workplace knowledge. The trainers within the program will practice participatory facilitation methodology which is focused on the processes, methods, and structures to engage groups in healthy participation as they progress towards their stated goals.

Overall, WEM want to design a program which provides the participants with the opportunity to practice the skills they will need to demonstrate in the classroom, which will enhance their ability to transfer their learning to the workplace. 

Transferability of learning 
During the 12-week program we want to provide the participants with the opportunity to practice the skills learned not only in the classroom, but in other environments which will enhance their transferability to the job. 

The workplace partners are expecting the participants to be able to demonstrate the skills learned in class on the manufacturing floor. When they can do that, we know success has been achieved. 

Examples to include in the training:
· Documents found within the workplace.
· Communication methods found within the workplace.  
· Technology found in the workplace.
· Case studies which represent communication, decision making and thinking skills expected on the floor.
· Activities which enable the learners to build their memory skills.

During the 12 week program the participants will be exposed to all nine (9) essential skills. Success in today’s workplace is achieved through our ability to work with others while having the technical skills and knowledge to complete the task at hand. As demonstrated in the National Occupational Classifications (NOC), each job within the workplace is composed of the nine essential skills, plus memory which is why it is important to make time within the 12-weeks for all of essential skills.

This program has been designed to provide the participants with the knowledge, skills and abilities they will require to do particular job(s) within the partners’ workplace. Participants are not expected to move from one essential skill level to another, unless it is required within the workplace.  For example: Moving from a Numeracy level 2 to a level 3. Success in numeracy would be acquiring the skills that are needed versus achieving a specific level.

Appendix A – NOCs and Essential Skills Level


Logistics

The program will be offered from 8:30 to 3:30 pm Monday to Friday for 12-weeks. 
A consistent training facility would be beneficial to the participant’s overall success in the program. Ideally the training facility selected will have ample parking and natural light for the learners. 

Ideally the training facility will have easy and affordable access throughout the 12-week program to computers and other required technology.  

Workplace Education Manitoba Role in the Lift to Work Program

Workplace Education Manitoba (WEM) delivers the LIFT to Work Program to participants seeking entry level employment in manufacturing in the region.  WEM is responsible for all program activities, including the development of the program and the transfer of skills.  Participants are provided a very comprehensive program targeting the specific skills required by the industry seeking employees, essential skills for all employment situations, personal management skills required for successful and sustainable employment and additional attributes that the target workplaces need in all staff.  WEM works co-operatively with community, funding and workplace stakeholder to ensure the program meets the needs of the potential workforce and the workplace.


Program Details Required Before Training Begins

To deliver the program, the WEM facilitation team needs to understand:
· Overall learning objectives for the specific cohort
· The workplace documentation used within the workplace
· The essential skill profile for the role(s) within the workplace

Please note the list above is not inclusive and specific to each workplace. The details above would be provided by the WEM Project Manager.


LIFT to Work Program Components

	Essential Skills
	Certifications
	Employment Skills

	Working with others
	Food Handlers
	Resume writing

	Communication 
	First Aid 
	Cover letter

	Numeracy
	WHMIS
	Interview skills

	Reading
	
	Dressing for the job you want

	Documentation
	
	Adapting your cover letter and resume to reflect the job you are applying for

	Technology 
	
	

	Thinking Skills
	
	

	Wrap Around Organization – Organized and Delivered Life Skills 
	Tours
	External Training Opportunities

	Speakers
	Workplace partners
	Good Manufacturing Practices (GMP)


	Canadian Mental Health Association (CMHA)

	Food Development
	Hazard Analysis and Critical Control Point
(HACCP) – This training can be taken to achieve a certification

	Community Mental Health 

	
	Lean Manufacturing 

	Banking 

	
	Communication - Huddle Board

	Money Management 
	
	

	Discussions on shift work
	
	

	Manitoba Public Insurance (MPI) 
	
	




Preceding and Post Delivery of the Program

Stages - Preceding Delivery of the Program

Below is an overview of the process preceding and post-delivery of the LIFT to Work Program.

	Stage
	

	1
	Stakeholders meeting

	2
	Communication Information Session 

	3
	Beginning of the Selection Process
Event 1 –  Orientation session for all referrals.
Event 2 – Begin intake and motivational interviews.
Event 3 – Continue motivational interviewing and tour of employer’s facilities
Event 4 – Essential skills refresher and assessments
Event 5 – Selection Committee meeting
Event 6 – Continuing to support participants while in the LIFT to Work Program

	4
	LIFT to Work Program begins (12-weeks)

	5
	Steering Committees follow up meetings

	6
	Stakeholder Committee meeting following the delivery of the program 







Partners in the Community 

In the past, the following organizations have partnered with the LIFT program to assist with delivery.

	Organization
	Details

	Wrap around organization   
	Project S.O.A.R. was the wrap around organization for cohort 1 and 2. 

Project S.O.A.R. is a program that works with people that are employed or under employed. Located in Portage la Prairie.

Project S.O.A.R were members of the Stakeholder, Selection and Steering Committee. 

In addition, they were part of organization of the speakers and assisted with the delivery of the training of the LIFT to Work Program. During the program, Project S.O.A.R. would talk and work with the participants to understand how they were personally doing in the program. Example: Assisted with driving participants to the program, finding the best person for the participants to talk to regarding their personal matter at hand. Project S.O.A.R. was a key support for the participants and facilitation team.

	Sector Council
	Sector council assisted with identifying the employment need within the Industry. Example: Food and Beverage Manitoba, FABMB.

FABMB coordinates sourcing providers of work related training such as HACCP, GMP, etc.  

Sabrina Kostakos, CPHR Candidate
Manager, Human Resources
Food & Beverage Manitoba (FAB MB)
(204) 982-6372 ext 8
sabrina@foodbeveragemb.ca

	Communication one-week course
	The 5-day communication course is provided through a WEM service provider, Julie Bell.  Additional details are included in the training material.

	Career Development 
	Career development can be provided through a WEM provider or through a local community program. The training will be offered throughout the 12-week program.

	Motivational Interviewing 
	Motivational interviewing is provided through a WEM service provider, Diane Stadnyk.

	WEM’s Facilitation Team 
	It is important the WEM facilitation team understand their role within the classroom. They are there to assist with the participants learning the essential skills to gain employment following the program. The facilitation team is not there as counselling support for the participants. In the design of the program, partnerships have been developed to assist the participants when/if these matters arise. 

Overall high level of emotional intelligence is required of the facilitation team.

Ideally, we would have 1 facilitator in the room at a time, when necessary there would be no need to have more than 2 in the room at any time. 

The facilitation team will look towards the WEM management team for direction and support throughout the program.

The facilitation team’s ability to report insightful and accurate updates is essential to the success of this program. 




Recruiters Involvement in the LIFT to Work Program

It is recommended to connect, and, where possible involve the recruiter within the program. Ideally the earlier, they are involved, the greater probability they will be invested in the success of the participants. If the recruiter is not able to attend the program in Portage la Prairie, explore the potential of a Skype or group Facetime call with the participants.






Summary of Program Details 

The information below has been provided to enhance the LIFT to Work Program committees and facilitation team’s knowledge and understanding. 

	Item 
	Comments

	Assessments
	Manufacturing Readiness Assessment (MRA) will have been completed during the selection process. We do not see the MRA as an assessment tool the participants will redo at the end of the 12-week program. There is another assessment tool, which will be used at that time.

For the participants to be successful on the job, it is essential that the assessment tools are representative of the work they will need to be doing on the floor. The assessments template (Appendix A) provided should be used as a benchmark. The trainers will need to update it to reflect the needs of the workplace partners.  

The participants are expected to complete the following assessments during the program: 
- Week 3
- Week 6
- Week 12
-Additional assessments could be included if the workplace partners believe it would add to the employability of the participants. 

	Workplace Certifications

	The program certification provided will be based on the recruitment needs of the business partners.  
Example:
· Food handler (1-day program where the participants are required to write a test at the end of the day)
· WHMIS 
· First Aid

Notes: 
· Recommend a conversation regarding the next steps if a participant does not pass a certification test.
· Identify which certifications are required prior to employment.
· Certification may not be a requirement of employment, however, once on the job the participants would be expected to obtain the certification. We want to identify which programs the participants would benefit from taking during the LIFT to Work Program to enhance the participant’s success once on the job.

	Training provided – Not a certification 
	· Hazard Analysis and Critical Control Point 
(HACCP) -  Is an international standard defining the requirements for effective control of food safety. It is built around seven principles: Conduct Hazard Analysis of biological, chemical or physical food hazards.

Examples:
· Lean Manufacturing – Lean Waters
· Good Manufacturing Practices - (GMP) 
· Team meetings – Huddle Boards

	Employment Skills
	The list below is not inclusive, rather a starting point of training needs within the program:
· Interview skills
· Resume writing
· Getting dressed for the job
· Self confidence in oneself
· Learning how to write an exam/assessment (Part of the LIFT to Work Program, along with the workplace)
· Others…


	Wrap around organization  
	The wrap around organization assisted with many areas of the LIFT to Work Program.  Example: Delivery of the program (1/2 day every week throughout the 12-week program), finding speakers, assisted with participant’s challenges, visible throughout the program (dropping into the program).

Example: The participants did not have copies of their resumes. In some cases, the participants had never created a resume prior to this program. Project S.O.A.R. assisted with gathering the participants resumes for other community groups throughout Portage la Prairie.  

Project S.O.A.R. worked with the facilitation team when participants missed class or needed any additional assistance to ensure their success in the program. Examples: Drove the participants to class, directed the participants to the best contact regarding their financial questions, etc. 

Project S.OA.R. attended the program 2 to 3 times a week to connect with the participants.  They were visible throughout the program.

Project S.O.A.R. were actively involved in organizing the final celebration, Certification ceremony.

Project S.O.A.R. often runs programs on a Friday afternoon during the 12-week program. 

There are times when the wrap around organization would benefit from the following:
· Bringing speakers on a day other than Friday
· Offering a few of the workshop in the morning versus the afternoon as there would be more time to cover the topic at hand. Examples: Addictions Foundation Manitoba (AFM) and Credit Union (Banking Presentation).

Programs/Presenters the wrap around organization brings into the LIFT to Work Program:
· Canadian Mental Health Association (CMHA)
· Community Mental Health 
· Addictions Foundation Manitoba (AFM)
· Local Credit Union (About banking)
· Money Management (Project S.O.A.R. has their own program they run with the LIFT to Work Program)
· Discuss shift work
· Manitoba Public Insurance (MPI) 

Topics which would could be discussed on a continuous basis would be: 
· Discuss the impact shift work has on the participants and their family members
· Share ideas on how to be an engaged employee
· Resume building
· Practicing applying for a job on-line (Participants on-line navigation skills)

	Family engagement
	Opportunity for the learner to participant in an event or activity together. 
Example:
· Hiking
· Bowling
· Feast/Potluck

	Certification ceremony
	At the end of the 12-week program the Steering Committee organized a half day of celebrations. The participants were encouraged to invite their family to the event. 

Project S.O.A.R. was involved in the execution of the organizing of the event as they are centrally located in Portage la Prairie.  Example: Speaker, certificates, potluck, etc.

	Living support 
	Living support to participants is provided through Employment and Income Assistance (EIA).

During the 12-week program the wrap around organization provides direction to the participants potentially when their financial needs or situation have changed.

WEM does not have access to the participant’s financial documents.

	Guest speakers
	To enhance the participants, experience and connection with the potential employer, it is recommended the following partners are asked to participate as guest speakers:
· Potential workplace supervisor
· Potential workplace recruiter and/or human resource managers
· Potential workplace manager
· Project S.O.A.R. was involved in arranging for several of the presenters who spoke to the participants. For more details please review the details connected to Project S.O.A.R. within this document. 

	National Occupational Classifications (NOCS)
	NOC stands for National Occupational Classifications
The NOC document found in Appendix B, NOCs and Essential Skills Information, is meant to be a benchmark to assist with the design and delivery of the program. To enhance the employability of the participants it is essential that a document similar to the NOC (not in as much detail) is created to ensure all members of the project team have the same understanding of the expectations of the participants at time of employment.

Please note, if the project team members do not have the same understanding of expected skill transferability, they will not be able to work as easily and true success for the participants may not be reached. 

APPENDIX B – NOCs and Essentials Skills Information 

	Reporting 
	Weekly
· The facilitation team will provide the WEM Project Manager with weekly feedback on the participants. 
Examples:
· Attendance reports (Tracking morning and afternoon attendance)
· What is working for the learner? What is not working for the learner?
· Identify gains occurring within the participants.
· Format for submitting weekly feedback outside of the attendance report (Part 1 – What, Part 2 – So what, Part 3 – Now what)

Monthly
· Each member of the team will participate in a monthly meeting where successes and obstacles are explored. 
· The facilitation team is expected to provide solutions to challenges and opportunities that arise.  
· Identify gains occurring within the participants
· Format for submitting monthly feedback (Part 1 – What, Part 2 – So what, Part 3 – Now what)

End of the program
· Each member of the facilitation team will provide the WEM Project Manager with a summary of what to keep, stop and start in the program.

	Tours
	Workplace Partners  
· Provide the participants with an opportunity to experience the inside of a manufacturing plant. 
· Ideally 3 to 4 times over the 12-week program. 
· If possible the participants would benefit from seeing the interview rooms.

Workplace tour which provide similar experience. Example: Food Development Centre




Program Delivery Acronyms

	Working with others
	WWO

	Document use
	DOC

	Numeracy 
	NUM

	Communication 
	COMM

	Thinking skills
	TS

	Good manufacturing practices
	GMP

	Hazard Analysis and Critical Control Point
	HACCP

	Reading 
	READ

	Technology 
	TECH

	Personal Management Basics
	PMB

	Writing
	WRITE





APPENDIX

APPENDIX A - Assessment 


APPENDIX B - NOCs and Essentials Skills Information


Prior to the beginning the selection process, the referral checklist should be reviewed to ensure it meets the needs of the workplace partner(s) and industry.

For example:
· Colour blindness test
· Technology requirements
· Physical strength
· Driver’s license

National Occupational Classifications (NOC)

NOC relevant to this LIFT to Work Program could be:

	Occupation Name
	Definition 
	NOC

	Shippers and Receivers Clerk
	Shippers and receivers ship, receive and record the movement of parts, supplies, materials, equipment and stock to and from an establishment. They are employed by retail and wholesale establishments, manufacturing companies, and other commercial and industrial establishments.
	1521

	Material Handler
Searched: 
Forklift truck operator
Warehouse worker
Warehouse keeper
	This unit group includes workers who handle, move, load and unload materials by hand or by using a variety of material handling equipment. They are employed by transportation, storage and moving companies, and by a variety of manufacturing and processing companies and retail and wholesale warehouses.
	7452

	Tester and Graders, Food and Beverage Processing 
Searched: Product Testing
	Testers and graders in this unit group test or grade ingredients and finished food, beverage or tobacco products to ensure conformance to company standards. They are employed in fruit and vegetable processing plants, dairies, flour mills, bakeries, sugar refineries, fish plants, meat plants, breweries and other food, beverage and tobacco processing plants.

	9465

	Labourer in Food, Beverage and Tobacco Processing
Searched: Packaging Operator


Labourers in Processing, Manufacturing and Utilities (9611) – Above information for NOC 9617 falls under 9611.


	Labourers in this unit group perform material handling, clean-up, packaging and other elemental activities related to food, beverage and tobacco processing. They are employed in fruit and vegetable processing plants, dairies, flour mills, bakeries, sugar refineries, meat plants, breweries and other food, beverage and tobacco processing plants.

	9617



Additional NOC searches can be completed at  
www.jobbank.gc.ca/essentialskills.

Essential Skills Levels

Below is a list of the 9 essential skills plus the use of memory. Each essential skill has been reviewed against the 4 NOCs stated above. The level presented indicates the ranges found within these occupations.

	
	Essential Skill
	Level 
	Complexity Rating

	1
	Reading
	1-3 (Mostly 2)
	Level 2
Read more complex texts to locate a single piece of information or read simpler tests to locate multiple pieces of information. 

Make low-level inferences. 

	2
	Document Use
	1-3 (Mostly 2)
	Level 2
Document is simple. Multiple pieces of information. Example: Simple tables (Small amount of information, no subparts).

One document or multiple documents of same type.

	3
	Writing
	1-2 (Mostly 1)
	Level 1
Writing that is less than a paragraph.

Writing is intended to organize, remind, or inform. 

Informal writing for small familiar audience – usually coworkers.
Writing which uses pre-set formats or writing for which the format is unimportant.

Concrete, day-to-day, matters of fairly immediate concerns.

	4
	Numeracy
	1-3 (Mostly 2 or 3)
	Level 2 
Only relatively simple operations are required. The specific operations to be performed may not be clearly specified. Task involve one or two types of mathematical operations. Few steps of calculation are required. 

Some translation may be required or the numbers needed for the solution may need to be collected from several sources. Simple formulae may be used.

Additional details based on the workplace needs. 

	5
	Oral Communication 
	1-2 (Mostly 2)
	Level 2 
Complexity of communication functions
Moderate oral communication demands.  Includes: exchanging information; obtaining information by questioning multiple sources; following or giving detailed multiple instructions; greeting formally; reassuring; comforting; dealing with minor conflict or complaints; leaving and receiving complex recorded messages; presenting and discussing simple options and advising on choices; participating in routine meetings; co-ordinating work with several other individuals.

Complexity of information 
Moderate rage of subtext matter. Familiar topics, usually one main issue.

Language is both factual or concrete and abstract; moderate range of general and contact-specific or technical vocabulary and idiom.

Information content is moderately complex and detailed; deals mostly with facts but may also deal with emotions and options. 

Complexity of communication context
Less predictable context.
Communication one-on-one on detailed and specific matters, often on the phone or by listening to recorded information; interacting frequently with several people or one-on-one on more detailed and complex matters; giving a short talk or directions to a small group.

Participants have clearly defined roles.

Established rules and conventions; mostly familiar situations and setting; physical context may be used to support verbal communication visually. Audience non-challenging and co-operative.

Exchange is brief to medium duration (10-30 minutes)


Physical conditions may impede communication (noise).


Risk level of failing communication content

Moderate result in:
Unsuccessful interaction where each particular failure is significant.;
Loss of some money or time;
Minor hazard; or
One-on-one hostility that can be fairly easily terminated.



	6
	Thinking: Problem Solving
	1-3
	

	7
	Decision Making
	1-2
	

	8
	Critical Thinking
	Data not gathered
	

	
	Job Task Planning and Organizing
	3
	Note: Level 2 or 3 

Level 3 
There is a variety but within a structure or routine.

Worker has wide scope to determine order of tasks within the constraints of an overall framework, a trade practice or professional standard for doing a job or a project work plan.

Work prioritise by worker, but subject to confirmation or approval by supervisors.
Work plan must be integrated with work plan of other worker(s) to manage the going integration between these jobs; the integration among the jobs already exists and only needs to be co-ordinated.

Worker sequences multiple tasks for efficiency. This function is considered an important but minor part of the job.


	
	Significant Use of Memory
	
	Type 2
Remembering information for brief periods. Examples: Minutes or hours. 

Specifically: Labourers are told several things that are to do and must remember this list of tasks until all are completed.

	
	Finding Information 
	1-2 (Mostly 2)
	Level 2
No established source but a source can be easily identified. Example: Worker may enquire of their supervisor or co-workers, “Who would know… A.

Simple processing such as selecting information according to some predetermined criteria. Example: Making a list of suppliers for some services in a particular area.

	
	Digital Technology 
	1-2 (Mostly 2)
	Level 2
Tasks which require the use of several, familiar software features such as the simple formatting od text or one dimensional search of a database.

Software used for a limited number of functions; data entry into pre-existing structures; conversion of files from one format to another; production of letters and memos in standard formats.

	
	Continuous Learning 
	
	Level 2
Learning goals are set by others with some latitude for worker input.
Recurring need for updating skills and knowledge.
Involves some analysis to the job. Skills and knowledge learned are selectively applied as relevant to job requirements. 

	9
	Working with Others
	1-2
	Level 2 
Coordinate work with one or a few others.
Coordination with others is carried out within established work routine.

Responsible for maintaining effective interactions with one or a few others in situations requiring coordination.
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