Module – Document Use - Strategies

Module Name: 	Strategies

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  

Special Instructions:  Not applicable at this time.

Essential Skills: 	Working with Others

Transferability to the Workplace 

Employees would be able to:

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

Learning Objectives
 
By the end of the session the participants will be able to:

· Define document use.
· Identify ways we can practice these skills in our daily lives.
· Review sample workplace documents with the participants.
· Identify strategies for reviewing documents. 

Assessment(s):

· MI Assessment completed prior to the program
· Completion of activities during the module 






Program Overview

Activity

Print maps of the area and ask the participants to locate 4 or 5 places on it.
Ask: How did you find the places?
Ask: How did you know where to look for the places?
Share: You will use the skills you used to locate these places in the workplace on a regular basis.

Learning objective: Define Document Use. 

Share the following definition with the participants. The ability to perform tasks that involve a variety of information displays in which words, numbers, symbols and other visual characteristics (e.g. lines, colours or shapes) are given meaning by their spatial relationship. We use this skill when we read signs, labels, lists, as well as when we interpret graphs and charts. We use documents every day at work and at home.

Learning objective: Identify ways we can practice these skills in our daily lives.

Share with the participants the following ideas to connect our learnings to our daily lives and the workplace. 

· Practice using maps to locate buildings, streets, cities or highways.
· Review the signs at a post office and determine the costs of shipping a standard letter to (a) the United States and (b) to Europe, using Express Post.
· Practice locating information on complex or detailed tables and graphs.
· Find a floor plan of your workplace or home and mark the locations of power outlets in one room.
· Practice finding and determining the shortest route between two locations on a map.

Learning objective: Review sample workplace documents with the participants.

Activity: Participants to walk around the building to locate 5 different “documents”. When the participants get back ask them why they selected those items. Note: If they have cameras they could take pictures of the items they have found.

Share sample workplace documents with the participants. When reviewing the documents with the participants it is important to explain the role the document plays within the communication process.
Learning objective: Identify strategies to reviewing documents. 

Review 2 or 3 workplace documents following the strategies presented below. 

1) Use your finger or a ruler to follow rows or columns in a table.
2) Use headings to find information quickly.
3) Look for visual cues such as font size, bolded or highlighted text that may emphasize important information.
4) Look for characters or symbols which may provide special instructions (e.g. asterisks).
5) Write legibly and stay within the allocated spaces.
6) Use words that are easy to read and understand when entering information.
7) Scan documents several times to ensure the information you have entered is complete and accurate.
8) Read instructions carefully before completing forms or questionnaires.
9) Complete documents in the recommended order.
10)  Read labels and headings carefully before entering information.
11)  Identify common shapes and colours to help understand signs and symbols (e.g. diamond represents warnings; red represents danger or stop).
12) Ask questions if you do not understand what you see on a sign, display or document.

Activity: Provide the participants with a document regularly used with the classroom. Ask them to identify 5 errors or missing pieces of information in the document.

Learning objective: Identify strategies for skimming a document.

Ask: In your daily life, when do you need to skim versus read a document?
Ask: How do you currently skim a document?

Here are two ideas to enhance our skimming ability.

1) When you skim, you are reading quickly to get a general impression or the main idea.  You are reading 3 to 4 times faster than normal, looking for and making mental note of document organization and key words and phrases, and creating an outline of the information. 
[bookmark: _GoBack]
2) When you skim, you are reading quickly to find a specific piece of information.  Your eyes move quickly across the page, looking for specific words or phrases that signal to you that you have found the information you want.

Activity:  Practice skimming strategies.

Wrap-Up: Hear from the participants how they could see themselves applying this knowledge in their daily lives. 
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