Document Use Overview

Module:		Document Use Overview
			
Purpose:	The participants being able to locate correct and relevant information in order to perform their job and provide accurate information to their team members.
 
Logistics: 		2 - 3 hours 

Facilitator: 	Member of the WEM Facilitation Team plus additional partners when and where applicable.

Special Instructions: 
A) To ensure the transferability of skills to the workplace, there is a great benefit to the participants by being able to practice and review documents relevant to the workplace partner.
B) Each module will review the strategies to effective document use.
C) Definition of Document Use according to TOWES: Document Use refers to how a person understands and interprets visual displays of information-specifically information in which words, numbers, icons and other visual characteristics (e.g. line, colour, shape) are given meaning by their spatial arrangement. It generally involves interpreting or reading graphs, lists, tables, blueprints, schematics, drawings, signs and labels. Document Use includes:
· print and non-print media (for example, equipment gauges, clocks and flags)
· reading/interpreting and writing/completing/producing of documents
[bookmark: _GoBack]Note: These two uses of documents often occur simultaneously as part of the same task. For example, completing a form or creating a spreadsheet.

Essential Skills 	Document Use

Transferability to the Workplace 

The organization will benefit from their employees:

· Increase accuracy regarding documentation.
· Increases team engagement.
· Improved productivity.
 
Assessment

· Comments and ideas shared throughout the session.
· Data will be collected through the weekly feedback form.

Lesson Plan

	Sessions
	Facilitator 
	Module 

	Document Use  
	WEM Facilitator
	Created

	Topic – To be determined 
	WEM Facilitator
	Learning outcomes will be based on the workplace partner’s needs.

	Topic – To be determined
	WEM Facilitator
	Learning outcomes will be based on the workplace partner’s needs.

	Topic – To be determined
	WEM Facilitator
	Learning outcomes will be based on the workplace partner’s needs.
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